
ROWAN COUNTY COMMISSION AGENDA
November 4, 2019 - 3:00 PM
J. Newton Cohen, Sr. Room

J. Newton Cohen, Sr. Rowan County Administration Building
130 West Innes Street, Salisbury, NC 28144

Call to Order

Invocation

Provided By: Chaplain Michael Taylor

Pledge of Allegiance

Consider Additions to the Agenda

Consider Deletions From the Agenda

Consider Approval of the Agenda

Board members are asked to voluntarily inform the Board if any matter on the agenda
might present a conflict of interest or might require the member to be excused from

voting.

• Consider Approval of the Minutes: October 21, 2019 and October 25, 2019

1 Consider Approval of Consent Agenda

A. Add Performance Road in Atwell Township to the State Secondary Road
System

B. Interstate Roofing Company Contract - Administration Building Roofing
Renovation

C. City of Concord Grant Agreement - Enhanced Mobility
D. Agriculture Development and Farmland Preservation Grant Proposal
E. Request for Public Hearing to Consider Incentives for 'Project Bay'
F. Approval of Revised Personnel Policy Manual
G. REI Engineers Amendment to Master Service Agreement
H. Summit Corporate Center Amended Declaration
I. National Guard Road Natural Gas Easement
J. Adopt Resolution Making Preliminary Findings Relating to General



Obligation Community College Bonds
K. Adopt Resolution Providing for Publication of Notice of Intent to File

Application With Respect to up to $45,000,000 General Obligation
Community College Bonds With Local Government Commission

L. Purchase of Two Ambulances
M. Bogle Firm Architecture - Dan Nicholas Park Office and Concessions
N. Vertex Construction Company, LLC - Cleveland EMS Station Project

2 Public Comment Period

3 Construction Agreement - Shelter Guardians
4 Budget Amendments
5 Consider Approval of Board Appointments

6 Adjournment

Citizens with disabilities requiring special needs to access the services or public
meetings of Rowan County Government should contact the County Manager's Office

three days prior to the meeting by calling (704) 216-8180.



ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM:
DATE:
SUBJECT: Provided By: Chaplain Michael Taylor

ATTACHMENTS:
Description Upload Date Type
No Attachments Available



ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Carolyn Barger, Clerk to the Board
DATE: October 30, 2019
SUBJECT: Consider Approval of the Minutes: October 21, 2019 and October 25, 2019

ATTACHMENTS:
Description Upload Date Type
October 21, 2019 Minutes 10/30/2019 Cover Memo
October 25, 2019 Minutes - Special Meeting 10/30/2019 Cover Memo



Greg Edds, Chairman Aaron Church, County Manager  

Jim Greene, Vice- Chairman Carolyn Barger, Clerk to the Board  
Mike Caskey John W. Dees, II, County Attorney  

Judy Klusman 

Craig Pierce 

 

Rowan County Board of Commissioners 
130 West Innes Street ∙ Salisbury, NC 28144 

Telephone 704-216-8180 ∙ Fax 704-216-8195 
 

Equal Opportunity Employer 

 

MINUTES OF THE MEETING OF THE  
ROWAN COUNTY BOARD OF COMMISSIONERS 

October 21, 2019 – 6:00 PM 
J. NEWTON COHEN, SR. ROOM  

J. NEWTON COHEN, SR. ROWAN COUNTY ADMINISTRATION BUILDING 

 
Present:  Greg Edds, Chairman 

Jim Greene, Vice-Chairman 
Mike Caskey, Member 
Craig Pierce, Member  

 
Absent:  Judy Klusman, Member 

 
County Manager Aaron Church, Clerk to the Board Carolyn Barger, County Attorney 
Jay Dees and Assistant County Manager/Finance Director Leslie Heidrick were present. 

 
Chairman Edds convened the meeting at 6:00 p.m. 
 
Chaplain Michael Taylor provided the Invocation. 
 
Chairman Edds led the Pledge of Allegiance. 
 
CONSIDER ADDITIONS TO THE AGENDA 

 Chairman Edds added a Closed Session as agenda item #6a for a personnel 
matter. 

 

 Chairman Edds added a report from Rowan County Educators as agenda item 
#4a. 

 
CONSIDER DELETIONS FROM THE AGENDA 
There were no deletions from the agenda. 
 
CONSIDER APPROVAL OF THE AGENDA 
Commissioner Pierce moved, Commissioner Greene seconded and the vote to approve 
the agenda as amended passed unanimously (4-0). 
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CONSIDER APPROVAL OF THE MINUTES 
Commissioner Greene moved, Commissioner Pierce seconded and the vote to approve 
the minutes of the September 16, 2019 Commission Meetings passed unanimously (4-
0). 
 
Commissioner Greene moved approval of the October 7, 2019 minutes followed by a 
second from Commissioner Pierce. The motion carried unanimously (4-0). 
 
1.  CONSIDER APPROVAL OF CONSENT AGENDA 
Commissioner Pierce moved approval of the Consent Agenda.  The motion was 
seconded by Commissioner Greene and passed unanimously (4-0).  
 
The Consent Agenda consisted of the following: 

A. NCDOT Request to Add Providence Church Road to the State Secondary Road 
System 

B. Brant Acceptance – Hazmat Training 
C. Approval of 2019 JAG Grant MOUT with Salisbury City 
D. Permission To Apply For North Carolina Health and Human Services Grant, 

Community Linkages to Care for Overdose Prevention and Response 
E. Request Permission for Rowan County To Be Lead Agency In Enhancing Board 

of Elections Security 
F. Tax Refunds for Approval 
G. Bayada Home Health Care Contract 
H. R-Care/Comfort Keepers Contract 
I. Coltrane LIFE Center Contract  
J. Debt Write-Off for the Health Department 
K. Gilbert Engineering Contract – Town Creek Sanitary Sewer Outfall 
L. DSS Contract with RTS 
M. Blue Cross and Blue Shield of North Carolina Amendment and Contract 
N. To Close The Public Hearing and Accept The Notice of Withdrawal From China 

Grove Solar, LLC Dated the 7th Day of October, 2019 
O. Thanksgiving Office Hours 

 
2. SPECIAL RECOGNITION 
A. Recognition of Retiring Library Director Jeff Hall  
Chairman Edds called Jeff Hall, Director of Rowan Public Library (Library), forward 
where he was joined by the Board of Commissioners in front of the dais. 
 
Chairman Edds said Mr. Hall was retiring with over thirty-one (31) years of service with 
the Library.  Mr. Hall was hired March 1, 1988 as a Circulations Librarian Trainee and 
was reclassified several times throughout his career with the Library. In 2007, Mr. Hall 
was promoted to Library Director and served in this capacity for over twelve (12) years.   
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Chairman Edds expressed appreciation to Mr. Hall for all he had done for Rowan 
County, for the Library, and for his passion for learning and reading. Chairman Edds 
also expressed appreciation for the leadership Mr. Hall and the Friends of Rowan Public 
Library had shown in bringing a new library to the Town of Cleveland. Chairman Edds 
felt Mr. Hall’s mark would be left for generations to come for all he had done to help 
ensure success with reading and education. 
 
Commissioner Caskey said he, too, appreciated all Mr. Hall had done for the Library. 
Commissioner Caskey said so much of what the Library did was important to the 
community. Commissioner Caskey said the employees he had talked with had 
described Mr. Hall as a great boss. Commissioner Caskey felt Mr. Hall had been a good 
servant to the people of Rowan County. 
 
Commissioner Pierce said the Library in Cleveland would not have happened without 
Mr. Hall. Commissioner Pierce said as a former resident and student at Cleveland 
Elementary he remembered a small library that probably only held 500 books. 
Commissioner Pierce thanked Mr. Hall for his work and persistence and wished him 
well in retirement. 
 
Commissioner Greene shared that he had been Mr. Hall’s 6th grade teacher. 
Commissioner Greene said he was very proud of Mr. Hall and that he had been a 
wonderful asset to the County. Commissioner Greene said he had enjoyed working with 
Mr. Hall over the past five (5) years.  
 
Chairman Edds presented Mr. Hall with a plaque of appreciation for his dedication and 
many years of service. A standing ovation and round of applause followed the 
recognition. 
 
Mr. Hall thanked the Board and County Manager for their support. Mr. Hall also thanked 
the Staff of Rowan Public Library. Mr. Hall said he had stayed with the County because 
of the great staff. Mr. Hall said he had been truly blessed and he thanked the Board 
again for the special recognition. 
 
Another round of applause followed Mr. Hall’s comments. 
 
B. Lifeline EMS Gold Plus Award 
Lennie Cooper, EMS Division Chief, along with staff members Bradley Dean, Battalion 
Chief for Emergency services, and EMS Battalion Chief Daniel Robinson, were in 
attendance to present awards. 
 
At this point, Mr. Dean explained the American Heart Association (AHA) Mission Lifeline 
was an effective program that saved and improved lives. Mr. Dean discussed the 
program and the agencies that were positively affected by the program.  
Mr. Dean discussed the requirements for achieving the Gold Plus Award and presented 
representatives from the following agencies with a certificate for their contributions in 
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helping Rowan County achieve the 2019 Mission Lifeline Gold Plus EMS Achievement 
Award.  
 
Franchise Agencies: Rowan County Rescue; NuCare Carolina, Rowan Division; and  
Rowan County 911 Communications 
 
First Responder Agencies: Salisbury Fire Department; Richfield Misenheimer Fire 
Department; Atwell Fire Department; Bostian Heights Fire Department; China Grove 
Fire Department; Cleveland Community Fire Department; East Gold Hill Fire 
Department; East Spencer Fire Department; Ellis Cross Country Fire Department; 
Enochville Fire and Rescue; Faith Fire Department; Franklin Fire Department; Granite 
Quarry Fire Department; Landis Fire Department; Liberty Fire Department; Locke Fire 
Department; Millers Ferry Fire Department; West Rowan Fire Department; Pooletown 
Fire Department; Rockwell City Fire Department; Rockwell Rural Fire Department; 
Rowan-Iredell Fire Department; Scotch-Irish Fire Department; South Salisbury Fire 
Department; Spencer Fire Department; Union Fire Department; Woodleaf Fire 
Department; and, Kannapolis Fire Department.  
 
Mr. Robinson said without the assistance of the above agencies, the County would not 
be able to provide the services for many of the patients. 
 
Chairman Edds said the County was responsible for many roles; however, life and 
public safety for the citizens was number one. Chairman Edds said many of the folks 
present for the award represented a small part of the emergency service community.  
Chairman Edds expressed appreciation for the individuals and volunteers who sacrifice 
their time when emergency calls are received. 
 
Commissioner Greene said he would like to reiterate the comments made by Chairman 
Edds. Commissioner Greene thanked the agencies and volunteers for their service, 
especially during an age when it was so hard to find both dedicated employees and 
volunteers. Commissioner Greene said the recognition was well earned.  
 
Commissioner Pierce said he was appreciative of the dedication for such a difficult job, 
as well as a commitment for the training required. 
 
Commissioner Caskey said the group reminded him of what the country was founded 
on and of the patriotism for the sacrifices made. Commissioner Caskey said most folks 
did not understand the strain on families and the situations the agencies and volunteers 
had to go through. Commissioner Caskey thanked everyone for their service and said 
they made him very proud of the County. 
 
A standing ovation and round of applause followed the recognition. 
 
The Board of Commissioners posed for a photograph with those receiving the Award. 
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3.  PUBLIC COMMENT PERIOD 
Chairman Edds opened the Public Comment Period to entertain comments from any 
citizens wishing to address the Board.  With no one signed up to speak, Chairman Edds 
closed the Public Comment Period. 
 
4. FINANCIAL REPORTS 
Assistant County Manager/Finance Director presented financial graphs that depicted 
the following information: 

 Annual Cumulative Revenue Comparisons as of September FY 2020- 
$53,642,846 

 Annual Cumulative Expenditure Comparisons as of September FY 2020- 
$31,561,355 

 Annual Cumulative Current Year Property Tax Comparisons as of August          
FY 2020 - $46,825,645 

 Annual Cumulative Sales Tax Comparisons as of June in FY 2019 - $26,614,717 

 Monthly Sales Tax Comparisons as of June in FY 2019 - $2,383,194 
 
ADDITION 
4a. Report from Rowan County Educators 
Carl Short, Chair of the Rowan Cabarrus Community College (RCCC) Board of 
Trustees (Trustees), provided the Board with an update regarding RCCC’s efforts to 
move the County forward. Mr. Short said RCCC’s leadership continued to be forward-
thinking, anticipating the needs of the community and making the most of its limited 
resources. 
 
Mr. Short said RCCC remained committed to its mission of building sustainable futures 

through the power of learning. RCCC hosted a strategic conversation with many 

community stakeholders from the Rowan Education Collaborative to discuss moving the 

County forward in today’s competitive and ever-changing market.  

 

Mr. Short reported that over the last several months, the Trustees and administration 

held discussions with administration and members of the Board of Commissioners, the 

administration and Board of Education for the Rowan-Salisbury Schools, the County’s 

two (2) private colleges and economic development professionals about aligning 

aspirations and opportunities for the future.  

According to Mr. Short, the scope of the project under consideration included an 
estimated 105,000 square feet of new construction and renovated space, which 
leveraged land currently held by the north campus of RCCC. It was anticipated the 
complex would be completed in the fall of 2024 at a cost of approximately $45 million. 
 
Mr. Short introduced a ratified resolution of support from the Trustees, as follows: 
“THEREFORE, the Rowan-Cabarrus Community College Board of Trustees requests 
the Rowan County Board of Commissioners place a bond referendum on the March 
2020 ballot for construction of North Campus facilities projects in support of expansion 
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for career and technical education programs, which includes a technology education 
complex for Rowan-Cabarrus Community College.”  
 
Mr. Short sought the Commissioners support for a new technology education complex 
that would address the community’s career and technical education needs through a 
bond referendum. 
 
Dr. Carol Spalding, President of RCCC, stated that RCCC was committed to preparing 
the work force for the future and helping the citizens become more prosperous. Dr. 
Spalding said RCCC was the 8th largest community college of the 58 community 
colleges around the State.  Dr. Spalding discussed the importance of higher education 
for jobs. Dr. Spalding explained that RCCC had been limited in its ability to offer 
trade/vocational education due to its inadequate capacity and facilities.  
 
Dr. Spalding said the region had a great need for technical trades in automotive 
careers, machine and welding to mention a few. Dr. Spalding said RCCC had limited 
resources for training for these types of high-paying jobs. 
 
Dr. Spalding recalled the last classroom funded at RCCC by the County was 43 years 
ago. Dr. Spalding pointed out the bond amount for the new complex would cost less 
than what would be spent for a new high school. The return would be much more 
immediate as the graduates would be able to get local jobs in a short period of time. 
The cost of tuition at any community college was less the $3,000/year and students at 
RCCC were able to graduate free of debt. In closing, Dr. Spalding said the new complex 
would be a symbol of a new and better future. 
 
Craig Lamb, Vice President of Corporate and Continuing Education, provided a power 
point and talked about workforce development. Mr. Lamb said RCCC had been working 
with different groups to align the educational strategies for the County. Mr. Lamb 
reviewed the goals of the Rowan County Education Collaborative as follows: 

 Exceed national rates of educational attainment 

 Double the number of occupational and career education completers 

 Career-focused engagement opportunities for all students 

 Increase placement rate of graduates with Rowan County Employers 

 Leverage Rowan County’s community assets to foster a culture of education 
 
Continuing with the power point, Mr. Lamb reviewed the student markets and talked 
about expanding the community competitiveness to compete for new firms, retain 
existing firms, attracting next generation firms. Mr. Lamb pointed out the workforce was 
a key decision factor in being competitive. 
 
Mr. Lamb discussed the benefits of expanding Career and Technical Education 
Academies and also the types of demand-driven technical careers. 
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Chairman Edds talked about the importance of education alignment. Chairman Edds 
said Dr. Lynn Moody, Superintendent of RSSS, and Dr. Carol Spalding had pulled 
together decision makers from RCCC and RSSS, the Economic Development 
Commission, the private sector, Catawba and Livingstone Colleges to have a 
discussion as to how to align the County’s educational goals. Chairman Edds stated 
that topics being taught were employer demand-driven. Chairman Edds said the issue 
was about a new mindset to change the education culture in Rowan County. Chairman 
Edds stated companies visited Rowan County as a potential location for their 
operations; however, it was discovered the County was not aligned with what some of 
the companies were looking for. Chairman Edds said in order to have higher paying 
jobs the County must have highly trained students. Chairman Edds said the project 
being presented was in response to the changes needed to move the County forward. 
 
Commissioner Greene talked about the Better Jobs for Better Lives in Rowan County 
Project. Commissioner Greene discussed the difficulty in helping people understand 
that their circumstances were temporary and through education they could do whatever 
they liked. Commissioner Greene said the County was trying to raise the educational 
level in the County and the schools/colleges working were working together to let kids 
see college was possible for everyone. Commissioner Greene said the County could 
bring in better jobs in the future with an educated workforce and he felt the proposed 
complex was a good first step in the process. 
 
Commissioner Caskey expressed enthusiasm for the opportunities the proposed project 
would provide for the County. Commissioner Caskey felt it important to continue to learn 
throughout life. Commissioner Caskey agreed the County needed more citizens with 
trained skills to in order to make Rowan County more competitive. Commissioner 
Caskey said the bond project would be presented to the citizens on the ballot. In 
closing, Commissioner Caskey thanked those who had worked to bring the project to 
the Board of Commissioners. 
 
Chairman Edds distributed a letter from bond counsel, McGuire Woods, and also a 
timeline for the bond process. 
 
Commissioner Pierce moved to direct staff to work with McGuire Woods to have a bond 
resolution ready for the first meeting in November for the Board to vote on. The motion 
was seconded by Commissioner Greene and passed unanimously (4-0). 
 
5. DISCUSSION TO AMEND CONTRACT WITH ADW ARCHITECTS 
Commissioner Pierce explained that he had no problem with what had been submitted 
to ADW Architects with the initial contract for renovations for the Agricultural Offices. 
Commissioner Pierce shared concerns with the limited funding; however, and the ability 
to move part of the Sheriff’s Department to the West End Plaza (WEP). Commissioner 
Pierce said while he did not want to short the Ag community with their needs, he did not 
see the funds available for both projects. Commissioner Pierce said he was seeking a 
secondary bid that would provide the Ag facility at least 13,000 square feet of meeting 
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space just in case the figures did not come back to allow completion of all the projects 
that had been discussed. Commissioner Pierce referred to the layout in the agenda 
packet of the WEP and said he would like to see the cost of utilizing these spaces as an 
alternate option for the Ag upfit if the initial option was not within the budget. 
 
Commissioner Caskey said he did not have a problem considering information; 
however, he did not want to impede the process already underway.  
 
Commissioner Pierce reiterated he had no problem with the initial plan but said he 
wanted to see how the proposed option would compare cost-wise to the cost of the 
initial meeting area.   
 
Commissioner Pierce clarified to Commissioner Caskey he was looking for an 
alternative plan/cost to the original meeting space that was estimated at $7.6 million. 
 
Commissioner Caskey said it would be difficult to vote if the architect was not present to 
ask questions of. Commissioner Caskey was uncertain the Board had enough 
information to consider the request. 
 
Commissioner Pierce said he was simply trying to provide an alternative to the meeting 
area if the Board was going to expend all the funds available for the initial project. 
 
Commissioner Greene said the plans were broken down into three (3) areas with set 
amounts for each. Commissioner Greene said if those plans were not acceptable, the 
Board could then consider what Commissioner Pierce was proposing. 
 
Commissioner Pierce said if ADW came back with plans the County could not afford, 
the Board would be back at ground zero. 
 
Chairman Edds said the Sheriff had a list of priorities with the first being space for 
evidence storage. Chairman Edds mentioned the County might also be faced with 
building jail space. Chairman Edds said the Sheriff was not asking to move to the WEP. 
Chairman Edds said if the Sheriff needed new office space, the County could begin to 
study those space needs. Chairman Edds said the County had performed a space 
needs study and also a master plan for WEP. Chairman Edds said stakeholders across 
the County had identified the former Belk building as an asset and to create space for 
events and meetings. Chairman Edds did not support taking the focus off the former 
Belk space for purposes other than an events/meeting space.  
 
Further discussion ensued regarding the options that had been presented in the master 
plan for the Belk space. Following the conversation, Commissioner Pierce withdrew his 
request due to lack of support.    
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6.  APPROVAL OF KITCHEN DESIGN AT ELLIS PARK 
Commissioner Pierce passed out a design from Architect Natalie Morgan for an upfit to 
the kitchen at Ellis Park. Commissioner Pierce said the rendering showed how the 
finished product would look. Commissioner Pierce said Ms. Morgan had met with staff 
as to the requirements for the space. 
 
Facilities and Parks Director Don Bringle said he appreciated Commissioner Pierce 
requesting funding in the budget for the needs at Ellis Park. Mr. Bringle said the 
banquet hall and kitchen were used every weekend out of the year and there were 
steps that could be taken to make it a better space for the community to utilize. Mr. 
Bringle said the project was time sensitive and time had been reserved in January and 
February for the renovations. Mr. Bringle sought the Board’s approval of the design and 
added that staff would bring the bid process back to the Board so work could begin in 
January. 
 
Ms. Morgan, a native of Rowan County, reviewed the plans and talked about the 
needed upgrade for appliances and plumbing, etc. Ms. Morgan said the new 
configuration would be more efficient and also provide accessibility with lower counters. 
There would also be a secured pantry for staff to be able to secure supplies.  
 
Following a brief discussion with Ms. Morgan, Commissioner Pierce moved to accept 
the floor plan as shown and to ask the Architect to go out for bid. The motion was 
seconded by Commissioner Caskey and passed unanimously (4-0). 
 
ADDITION 
6a. CLOSED SESSION 
Chairman Edds moved at 7:41 p.m. for the Board to enter Closed Session pursuant to 
North Carolina General Statute § 143-318.11(a)(6) for a personnel matter. 
 
The Board returned to Open Session at 8:18 p.m.  No action was taken. 
 
7. ADJOURNMENT 
There being no further business to come before the Board, Commissioner Pierce 
moved to adjourn at 8:18 p.m.  The motion was seconded by Commissioner Caskey 
and passed unanimously (4-0). 

 
Respectfully Submitted, 

 
 
 

   Carolyn Barger, MMC, NCMCC 
    Clerk to the Board 

 
 
 



Greg Edds, Chairman Aaron Church, County Manager  

Jim Greene, Vice- Chairman Carolyn Barger, Clerk to the Board  
Mike Caskey John W. Dees, II, County Attorney  

Judy Klusman 

Craig Pierce 

 

Rowan County Board of Commissioners 
130 West Innes Street ∙ Salisbury, NC 28144 

Telephone 704-216-8180 ∙ Fax 704-216-8195 
 

Equal Opportunity Employer 

 

MINUTES OF THE MEETING OF THE  
ROWAN COUNTY BOARD OF COMMISSIONERS 

October 25, 2019 – 3:00 PM 
J. NEWTON COHEN, SR. ROOM  

J. NEWTON COHEN, SR. ROWAN COUNTY ADMINISTRATION BUILDING 

 
Present:  Greg Edds, Chairman (arrived at 3:10 p.m.) 

Jim Greene, Vice-Chairman 
Mike Caskey, Member 
Judy Klusman, Member 
Craig Pierce, Member  

 
County Manager Aaron Church, Clerk to the Board Carolyn Barger, County Attorney 
Jay Dees and Assistant County Manager/Finance Director Leslie Heidrick were present. 

 
Vice-Chairman Greene convened the meeting at 3:00 p.m. 
 
Chaplain Michael Taylor provided the Invocation. 
 
Vice-Chairman Greene led the Pledge of Allegiance. 
 
CONSIDER APPROVAL OF THE AGENDA 
Commissioner Pierce moved, Commissioner Klusman seconded and the vote to 
approve the agenda passed unanimously (4-0). 
 
1. CLOSED SESSION 
Vice-Chairman Greene moved at 3:03 p.m. for the Board to enter Closed Session 
pursuant to North Carolina General Statute § 143-318.11(a)(6) for a personnel matter. 
The motion was seconded by Commissioner Klusman and passed unanimously (4-0). 
 
The Board returned to Open Session at 3:32 p.m. The following actions were taken: 
 

1. Commissioner Klusman moved to accept the resignation of Kelvin Byrd as Tax 
Administrator. The motion was seconded by Commissioner Pierce and passed 
unanimously (5-0). 

2. Commissioner Klusman moved to approve the severance package for Mr. Byrd 
followed by a second from Commissioner Pierce. The motion passed 
unanimously (5-0). 
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3. Commissioner Klusman moved to appoint Tonya Parnell as the Rowan County 
Tax Collector at a salary of $86,000/year for the prior Tax Administrator’s term. 
The motion was seconded by Commissioner Pierce and passed unanimously   
(5-0). 

4. Commissioner Klusman moved to appoint Phyllis Adams as the Interim Tax 
Assessor for the remainder of Mr. Byrd’s term at $4100 for 80 hours per month 
and any time over 80 hours to be paid at $45/hour. The motion was seconded by 
Commissioner Caskey and passed unanimously (5-0). 

5. Commissioner Caskey moved to allow County Manager Aaron Church to enroll in 
the University of Notre Dame, Executive Certificate in Leadership and 
Management Program for Professional Development, at a cost of $7,500. The 
motion was seconded by Commissioner Greene and passed unanimously (5-0). 

 
2. ADJOURNMENT 
There being no further business to come before the Board, Commissioner Klusman 
moved to adjourn at 3:34 p.m. The motion was seconded by Commissioner Greene and 
passed unanimously (5-0). 

 
Respectfully Submitted, 

 
 
 

   Carolyn Barger, MMC, NCMCC 
    Clerk to the Board 

 
 
 



ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Carolyn Barger, Clerk to the Board
DATE: October 28, 2019
SUBJECT: Add Performance Road in Atwell Township to the State Secondary Road System

ATTACHMENTS:
Description Upload Date Type
DOT Request 10/28/2019 Cover Memo
DOT Performance Road Petition 10/28/2019 Cover Memo
DOT Map 10/28/2019 Cover Memo



 

Mailing Address: 

NC DEPARTMENT OF TRANSPORTATION 

DIVISION 9 DISTRICT 1 

4770 SOUTH MAIN STREET 

SALISBURY, NC 28147 

Telephone: (704)-630-3200 

Fax: (704)-639-7566 

Customer Service:  1-877-368-4968 

 

Website: www.ncdot.gov 

 

 

STATE OF NORTH CAROLINA 

DEPARTMENT OF TRANSPORTATION 

ROY COOPER JAMES H. TROGDON, III 
GOVERNOR SECRETARY 

 

 
October 16, 2019 

 

Rowan County 

 

Subject: Request for Addition 

 

Mr. Greg Edds, Chairman 

Rowan County Board of Commissioners  

Attn: Ms. Carolyn Barger, Co. Mgr.  

Office 130 West Innes Street 

Salisbury, NC 28144  

 

 

Dear Mr. Edds: 

 

I am attaching a location map and petition requesting that Performance Rd., in the Atwell Township, be Added to 

the State Secondary Road System. 

 

We would, therefore, appreciate it very much if you would have the County Commissioners act on this request and 

forward to us the proper Abandonment Form for our further handling. 

 

Thanking you in advance for your assistance in this matter, and if I may be of further assistance, please advise. 

 

 

 

Thank you, 

 

 

 

Mezak Tucker, PE  

District Engineer 

 

 

 

MT/jam 

 

 

http://www.ncdot.gov/




 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Finance Department
DATE: October 17, 2019
SUBJECT: Interstate Roofing Company Contract - Administration Building Roofing Renovation

Please see the attached contract.

Please approve the attached contract with Interstate Roofing Company to replace the roof on the J. Newton
Cohen, Sr. Rowan County Administration Building.  The bid was accepted by the Board of Commissioners
on October 7, 2019.

ATTACHMENTS:
Description Upload Date Type
Interstate Roofing Contract - Administration
Building Roofing Renovation 10/17/2019 Cover Memo

























































ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Finance Department
DATE: October 17, 2019
SUBJECT: City of Concord Grant Agreement - Enhanced Mobility

Please see the attached grant agreement.

Please approve the attached grant agreement with the City of Concord for Enhanced Mobility of Seniors and
Individuals with Disabilities.  The grant application was approved by the Board on October 15, 2018.

ATTACHMENTS:
Description Upload Date Type
City of Concord Grant Agreement -
Enhanced Mobility 10/17/2019 Cover Memo























































ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Amy-Lynn Albertson
DATE: 10/25/2019
SUBJECT: Agriculture Development and Farmland Preservation Grant Proposal

Rowan County Agricultural Advisory Board would like to apply for a $10,000.00 grant with a 30% County
match from the NC Department of Agriculture and Consumer Services Agriculture Development Farmland
Preservation Trust Fund.  This grant would assist the Agriculture Advisory Board in the creation of a
Farmland Protection Plan for Rowan County.  The funds would be used to hire a consultant to help gather
data, create a baseline documentation report, environmental assessment, and develop a plan for County to
review.  A Farmland Protection Plan is defined as a plan that satisfies the following requirements:

1. The countywide farmland protections plan shall contain a list and description of existing agricultural
activity in the county.

2. The countywide farmland protection plan shall contain a list of existing challenges to continued family
farming in the county.

3.  The countywide farmland protection plan shall contain a list of opportunities for maintaining or
enhancing small, family-owned farms and the local agricultural economy.

4. The countywide farmland protection plan shall describe how the county plant to maintain a viable
agricultural community and shall address farmland preservation tools, such as agricultural economic
development, including farm diversification and marketing assistance; other kinds of agricultural
technical assistance, such as farm infrastructure financing, farmland purchasing, linking younger
farmers, and estate planning; the desirability and feasibility of donating agricultural conservation
easements, and entering into voluntary agricultural districts.

5. The countywide farmland protection plan shall contain a schedule for implementing the plan and an
identification of possible funding sources for the long-term support of the plan.

 
The deadline for the application of this grant is December 13, 2019.  If grant is awarded, the county will be
notified in July of 2020.
 
 
Please contact Amy-Lynn Albertson, Rowan County Extension Director with questions.
 
Thank you,
Kim Starnes, Chair
Rowan County Agricultural Advisory Board 
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2019 to consider an incentive request from “Project Bay.”
 
The Company would be a new employer in Rowan County that would create 161 jobs over the next four
years.
 
While these numbers are preliminary, the Company estimates that it will invest approximately $21.4 million
dollars in new construction and equipment
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204 E. Innes St., Ste. 220, Salisbury, NC 28144        704.637.5526       info@rowanedc.com       www.rowanedc.com 
 

Date:  October 25, 2019 
To:  Greg Edds, Chairman 
Cc:  Aaron Church, County Manager 

Carolyn Barger, Clerk to the Board 
From:  Scott Shelton, Vice President 
Re:  Request for public hearing to consider incentives for “Project Bay” 
 
 
Dear Chairman Edds, 
 
With cautious optimism, I respectfully request that the Board of Commissioners schedule a public 
hearing for November 18, 2019 to consider an incentive request from “Project Bay.”  The Company 
would be a new employer in Rowan County that would create 161 jobs over the next four years.  
While these numbers are preliminary, the Company estimates that it will invest approximately 
$21.4 million dollars in new construction and equipment.   
 
I look forward to providing you detailed information regarding this request and this project in the 
coming days.  Please do not hesitate to contact me with any questions you may have, and thank 
you for considering this matter. 
 
 
Yours truly, 

 
 
 

Scott Shelton 
Vice President 
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MEMO TO COMMISSIONERS:

FROM: Kelly Natoli, HR Director
DATE: November 4, 2019
SUBJECT: Approval of Revised Personnel Policy Manual

Attached please find a revised personnel policy manual for your approval.

Please approve the attached personnel policy manual.
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Rowan County Human Resources 
130 West Innes Street, Salisbury, NC 28144 

Phone (704) 216-8100  FAX (704) 216-8110 

 

 

TO:  Rowan County Board of Commissioners 

FROM: Kelly Natoli, Human Resources Director 

DATE:  November 4, 2019 

RE: Approval of Revised Rowan County Personnel Policy Manual 

 

On September 1, 2019, the North Carolina Office of State Human Resources enacted revisions to 

fourteen (14) sections of the North Carolina Administrative Codes related to the administration 

of County personnel. The County is now required by the Office of State Human Resources to 

revise personnel policies to reflect compliance with the new regulations.  

 

The Office of State Human Resources has reviewed and approved the attached revised Rowan 

County Personnel Policy Manual which incorporates the administrative code changes enacted on 

September 1, 2019, in addition to revisions that reflect updated County personnel-related 

policies, practices and procedures. The Office of State Human Resources has deemed this 

manual to be “substantially equivalent” to the State Human Resources Act and therefore has 

approved this manual to meet the County’s annual audit requirements for substantial 

equivalency.  

 

The Office of State Human Resources requires the approval of this new manual by the County 

Board of Commissioners, and a subsequent signed certification by the County Manager and the 

Chairman of Board, in order to meet 2020 annual audit requirements.  

 

I respectfully request your approval of the attached Rowan County Personnel Policy Manual 

dated November 4, 2019. Thank you for your consideration of this request.  

 



Rowan County Office of Human Resources  

November 4, 2019 

Rowan County  

Personnel  

Policy  

Manual 
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Introduction 
 
The purpose of County Government is to provide the highest possible public service attainable to  
the citizens of The County, tempered only by the availability of allocated resources. 
 
The functional categories of these services are: 
 

• policy formulation and administration; 
• community enrichment; 
• protection of persons and property; 
• human resources; 
• environmental protection and public works; and 
• judicial and legal services. 

 
All employees play vital roles, whatever their jobs may be, in the provision of services to this 
community. Because departments are interrelated and dependent upon each other, everyone must 
work together if we are to accomplish these stated goals. For any group to work together and to 
function efficiently there must be: 
 

• a climate of cooperation; 
• a basic understanding of purposes and objectives; and 
• a common interpretation of the policies, rules, and regulations that govern the organization. 

 
This manual has been prepared to set forth policies, benefits, and regulations. Although the 
policies and procedures have been designed in the best possible manner, this manual and its  
contents cannot be considered as all inclusive. Allowances must be made for judgment on the 
part of the Department Director and the staff of Human Resources. The Personnel Ordinance is 
policy as the Board of County Commissioners adopted it on August 3, 1987 and is updated and 
approved as necessary. Sections of this manual deal with procedural matters relating to each of 
the policies. 
 
It should be recognized by employees that a certain amount of change is normal in any 
organization. Therefore future changes in employment practices, as well as changes in legal, 
social, and economic factors may require the County, from time to time, to change or modify 
personnel policies.  
 
Updates in the changes that occur in the personnel policies will be accommodated through the 
County’s website, e-mails, and correspondence to the Department Director.   
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Section 1 -  Personnel Policy 
Administration 
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1.1    Applicability 
 

A. Not all personnel policies apply to every County employee. Each policy in this manual 
describes which employee groups the policy applies to. 

B. In general, applicability is as follows: 
1.  Elected officials are exempt from some personnel policies unless otherwise noted 
2.  The County Manager is appointed by the Board of County Commissioners 

pursuant to NCGS Sec.153A-81. The County Manager’s employment is subject to 
the terms of his or her contract for employment with the County. The County 
Manager is exempt from some personnel policies unless otherwise noted.  

3.  Employees that are appointed by the Board of County Commissioners serve at the 
pleasure of the Board. Therefore they are exempt from some personnel policies 
unless otherwise noted. These positions include: 

a) County Assessor appointed pursuant to NCGS Sec. 105-294; 
b) Tax Collector appointed pursuant to NCGS Sec. 105-349; 
c) County Attorney appointed pursuant to NCGS Sec. 153A-114; and 
d) Clerk to the Board appointed pursuant to NCGS Sec. 153A-111. 

C. To the extent that they directly relate to hiring, discharge and supervision, County 
personnel policies shall not apply to Employees of the Sheriff’s Office and the Register 
of Deed’s Office pursuant to NCGS Sec. 153A-103. 

D. For positions that are appointed or selected by various Boards, County personnel policies 
shall apply to the extent that they do not conflict with the North Carolina General Statutes 
which govern their appointment or selection. Some personnel polices apply unless 
otherwise noted. These positions include: 

1.  Elections Director appointed by the State Board of Elections pursuant to NCGS 
Sec. 163-35; 

2.  Social Services Director appointed by the County Board of Social Services 
pursuant to NCGS Sec.108A-9; 

3.  Public Health Director appointed by the County Board of Health pursuant to 
NCGS Sec.130A-40; and 

4.  Soil and Water Director selected by the County Soil and Water Conservation 
District Board of Supervisors pursuant to NCGS Sec.139-7. 

 
 
1.2    Centralized Personnel System 
 
It is in the best interest of the County to establish a centralized personnel system under the 
County Manager by which matters relating to personnel shall be administered by the staff of 
Human Resources.  It is the intent of the Board of Commissioners to establish an equitable and 
uniform system of personnel administration and to place employment on a merit basis to the end 
that the best qualified persons shall constitute County service. 
 

 
1.3    Office of Human Resources 
 

A. Human Resources is a support department. Its reason for being is to coordinate the needs 

https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_153A/GS_153A-81.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_105/GS_105-294.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_105/GS_105-349.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_153A/GS_153A-114.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_153A/GS_153A-111.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_153A/GS_153A-103.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_163/GS_163-35.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_163/GS_163-35.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_108A/GS_108A-9.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_130A/GS_130A-40.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_139/GS_139-7.pdf
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and interests of the County with those of its employees in a manner which helps the 
County achieve its primary goal of complete, high-quality community services, and to 
staff the various departments of County government with qualified and productive 
employees. 

B. Human Resources is to utilize its resources in achieving annually approved objectives in 
each of the following result areas: 

1.  advising the County Manager in the formulation and application of personnel 
policies; 

2.  keeping the County Manager informed of necessary changes in relation to federal 
and state employment laws and employee relations; 

3.  assisting Department Directors and/or their designee(s) in determining 
organizational structure and manpower needs, in the preparation of personnel 
manpower budgets, and in the application of personnel policies; 

4.  organizing and maintaining an effective system for job position control; 
5.  recruiting, screening, and selecting competent personnel to fill job vacancies as 

they occur throughout the County; 
6.  developing and implementing an Equal Employment Opportunity (EEO) plan;  
7.  providing consultation for Department Directors and/or their designee(s) in 

improving employee performance standards and performance appraisal processes;  
8.  maintaining a complete and up-to-date employee records system within legal 

boundaries; 
9.  developing, maintaining and administering a fair and equitable County-wide 

compensation program designed to help attract and retain high-quality personnel; 
10.  developing and promoting programs and activities, as required, to ensure effective 

employee relations;  
11.  providing an in-service education program that should enhance management or 

employee skills; and 
12.  providing employees with certain resources that should keep them well informed. 

 
 
1.4    Personnel Board 
 

A. The Board of County Commissioners established a Personnel Board to be composed of 
two (2) Commissioners as voting members and the County Manager as a non-voting 
member. The Board elects one (1) member to serve as chairperson each year. 

B. Meetings of the Personnel Board are held monthly or on an as needed basis. Special 
meetings of the Board may be called by any of the members or the Human Resources 
Director. The Human Resources Director shall be responsible for preparing and 
disseminating meeting notices and proposed agendas. In the event the two (2) voting 
members cannot agree, that issue will be presented to the full Board of County 
Commissioners for review. 

C. The Personnel Board shall adopt procedures for the conduct of its meetings. Meetings  
may be informal, subject to the approval of the Board. 

D. The time and place of each meeting, names of those present, and official acts of the 
Personnel Board shall be recorded in the minutes. The County Manager shall have the 
minutes transcribed and presented for approval or amendment at the next regular 
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meeting. 
E. It shall be the duty of the Personnel Board to approve or disapprove the following 

personnel-related activities: 
a)  recommended reclassification of positions presented by the Human Resources 

Director;  
b)  exceptional salary adjustments for employees; 
c)  the hiring of new employees whose salary is above the midpoint of the County 

pay plan; 
d)  review and consider personnel policies, regulations, and procedures; and 
e)  other issues which are presented to the Personnel Board by the Human Resources 

Director.
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Opportunity
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2.1    Equal Employment Opportunity Statement 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of the County to foster, maintain, and promote equal employment 

opportunity. The County shall not discriminate on the basis of disability in the admission 
or access to, or the treatment or employment in, its programs or activities. The County 
will make decisions regarding the terms and conditions of employment including the 
training, promoting, compensating, transferring, disciplining and terminating of 
employees without regard to age, sex, race, color, religion, political affiliation, disability, 
military status, genetic information, or national origin except where specific age, sex, or 
physical requirements constitute a bona fide occupational qualification necessary for job 
performance. The County shall comply with all applicable state and federal equal 
employment and nondiscrimination laws. Fair treatment of applicants and employees will 
be ensured without regard to any aforementioned protected status and with proper regard 
for their privacy and constitutional rights as citizens. 

 
 
2.2    Equal Employment Opportunity Plan  

 
A. Applicability - this policy applies to: 

 
 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The Human Resources Director is expected to consciously recognize the dignity and 

value of individual employees and promote a means of communication, participation, and 
understanding among all employees of equal employment opportunity regulations, 
policies, procedures and initiatives.  

C. The Human Resources Director shall be responsible for designing, administering, 
implementing, and monitoring all of the following: 

1.  personnel policies that comply with all equal employment opportunity 
regulations; an annual report to the County Manager of adherence to equal 
employment regulations: 

2.  a classification process that ensures applicants and employees are selected for 
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positions without regard to any legally protected status; 
3.  a compensation program that ensures all employees are paid equitably and fairly; 
4.  a recruitment process that attracts a diverse pool of applicants to all occupational 

categories and is targeted toward underrepresented groups in the workforce 
including women, minorities, and the disabled; 

5.  a selection process that ensures all of the steps are non-discriminatory and job 
related; 

6.  a new employee on-boarding process that includes consistent information for new 
hires regarding employment conditions and performance evaluation expectations; 

7.  a promotional process that enhances upward mobility and fully utilizes the skills 
of the existing workforce without regard to any protected status; 

8.  benefits and leave programs designed and administered without discrimination on 
the basis of sex or other prohibited grounds;  

9.  a performance appraisal system that holds managers and supervisors accountable 
and applies employee performance standards free from bias; 

10.  a disciplinary process that provides equal treatment for all employees; 
11.  a grievance and appeal processes that ensures fair and equitable review of 

complaints in accordance with County policies; 
12.  a working environment that is free from discrimination, harassment, and sexual 

harassment; 
13.  a process that ensures employees are not subject to retaliatory action for opposing 

employment practices that are prohibited by federal and state laws or by the 
County's own policies and procedures; 

14.  an applicant and employment accommodation process that ensures individuals 
with disabilities are afforded equal access to all benefits of employment; 

15.  a training process that ensures that Human Resources employees having direct 
responsibilities in the selection process are fully trained regarding the provisions 
of equal employment opportunity regulations, policies and procedures; 

16.  a training program for Department Directors and principal supervisory personnel 
to fully acquaint them with this policy and equal employment opportunity 
regulations;  

17.  an employee on-boarding process and website posting process that ensures this 
policy is disseminated to all employees; 

18.  a process to ensure that required federal and state posters are visible throughout 
employment offices; and 

19.  a process to monitor selection processes for adverse impact. 
D. Department Director responsibilities shall include but are not limited to: 

1.  maintaining a diverse workforce for the department, division, work unit, or 
section; 

2.  providing a work environment and management practices that support equal 
opportunity in all terms and conditions of employment; 

3.  identifying and eliminating artificial barriers to equal employment and increasing 
a greater utilization of all persons; and 

4.  recognizing the dignity and value of individual employees and promoting a means 
of communication, participation, and understanding among all employees. 

E. Employee responsibilities shall include but are not limited to: 
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1.  recognizing the dignity and value of individual employees and promoting a means 
of communication, participation, and understanding among all employees; and 

2.  treating co-workers, the public, and all others with courtesy, dignity and respect at 
all times. 
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Section 3 –  Recruitment and Selection 
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3.1    Merit-Based Recruitment and Selection 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County shall employ dedicated Human Resources staff to manage selection policies 

and procedures.  
C. Applicants will be hired based upon their relative ability, knowledge and skills including 

open consideration of qualified applicants for initial employment.  
D. Employees will be retained and promoted on the basis of the adequacy of their 

performance. 
E. Fair treatment of applicants and employees will be ensured without regard to any 

protected status, and employment decisions shall be made solely on legitimate merit-
based considerations. 

 
 
3.2    Minimum Education, Experience, and Required Credentials 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Human Resources shall establish job-related minimum qualification standards wherever 

they are practical for each class of work in the position classification plan. The standards 
will be based on the required skills, knowledge, and abilities common to each 
classification. The qualification standards and job-related skills, knowledge, and abilities 
shall serve as guides for the selection and placement of individuals. 

C. The minimum education and experience requirements serve as indicators of the 
possession of identified skills, knowledge, and abilities. Reasonable substitution of 
formal education and job-related experience, one for the other, will be made when 
appropriate. Qualifications necessary to perform successfully may be attained in a variety 
of combinations. 

D. The County has been granted Substantial Equivalency with the North Carolina Office of 
Human Resources. The County complies with the minimum education and experience 
requirements established by the N.C. Office of Human Resources for state-designated 
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positions within the County’s classification system. 
E. The Human Resources Director is authorized to modify education and experience 

requirements for established classes consistent with this policy. 
F. By statute, regulation, or policy some duties assigned to positions in the County may be 

performed only by persons who are duly licensed, registered, or certified as required by 
the relevant law or policy. All such requirements and restrictions are specified in the 
statement of essential qualifications for County positions. 

G. Employees in such classifications are responsible for obtaining and maintaining current, 
valid credentials as required by law, rule, or regulation. Failure to obtain or maintain the 
required credentials constitutes a basis for immediate dismissal without prior warning, 
consistent with dismissal for unacceptable personal conduct or grossly inefficient job 
performance. In some instances, demotion may be considered when a lower level position 
is available that does not require the specific credentials and the employee meets the 
minium qualifications for the new postion.  

H. Falsification of employment credentials or other documentation constitutes just cause for 
disciplinary action. When credential or work history falsification is discovered after 
employment with the County, disciplinary action shall be administered as follows: 

1.  If a probationary or part-time employee was determined to be qualified and was 
selected for a position based upon falsified work experience, education, 
registration, licensure, or certification information that was a requirement of the 
position, the employee may be dismissed without prior warning. 

2.  If a probationary or part-time employee was determined to be qualified and was 
selected for a position based upon falsified work experience, education, 
registration, licensure, or certification information that was a requirement of the 
position, the employee may be dismissed without prior warning following a pre-
disciplinary conference. The employee shall be given written notice of the 
dismissal with the specific reason for the dismissal and the right to appeal. 

I.    In all cases of post-hiring discovery of false or misleading information, disciplinary 
action will be taken, but the severity of the disciplinary action shall be at the discretion of 
the Department Director and/or their designee.   

J.    When credential or work history is discovered before employment begins with the 
County, the applicant shall be disqualified from consideration for the position. 

 
 
3.3    Posting/Announcement of Vacancies 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Prior to posting a vacancy, Human Resources shall review the position to ensure that the 
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classification and pay grade are proper for the duties of the position. They will also 
determine the minimum qualifications needed for the position and identify the essential 
functions of the position. 

C. Job vacancies will be posted both internally and externally, or internally only, depending 
upon the availability of qualified applicants. It is appropriate to post a position internally 
only when a hiring supervisor is confident that employees exist within the County that 
meet merit-based qualifications. Hiring supervisors shall consider fairness, diversity and 
integrity when making this decision.  

D. Posting is not required when the County Manager determines the County will not openly 
recruit based upon a business need for a vacancy. 

E. Internal-only vacancies shall be posted for a minimum of seven (7) calendar days and 
external positions for a minimum of ten (10) calendar days.  

F. All postings will show on the the County website. 
G. All external postings will be sent to the NCWorks Career Center.  
H. The County ordinarily will not use fee-charging employment agencies. The County may 

use a fee-charging employment agency as an aid in recruiting applicants for hard-to-fill 
positions. 

I.    All postings of vacancy announcements shall include the following: 
1. title; 
2. salary range; 
3. duties; 
4. knowledge and skill requirements; 
5. closing date; 
6. minimum education, training and experience;  
7. a statement that the County is an Equal Opportunity Employer. 

 
 
3.4    Application Pre-Screening and Qualification 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Applicants are required to apply using the approved County employment application. The 

County is not required to accept applications for a position that is not vacant.  
C. Human Resources shall ensure that all job-related minimum requirements will be met by 

all candidates including “selective criteria’. “Selective criteria” shall be defined as 
additional minimum qualifications. The additional qualifications shall have a documented 
business need. Qualifications include training, experience, competencies, knowledge, 
skills and abilities. The minimum qualifications on the vacancy announcement shall bear 
a relationship to the minimums on the class specification and the specific position 
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description. 
D. Trained and dedicated Human Resources staff shall be responsible for pre-screening all 

applications received to ensure that the qualification review process is consistent and 
equivalencies are based upon sound logic and are documented. Applications will be 
screened to properly evaluate an applicant’s qualifications related to the established 
minimum qualifications.  

E. Human Resources may disqualify an applicant for any of the following conditions: 
1.  lacks any of the preliminary qualifications established for the class of the position 

being applied for or has made a false statement of material fact in the application 
process; 

2.  fails to submit a completed application within the prescribed time limits; 
3.  lacks the ability to perform the essential functions of the position even with 

reasonable accommodation. 
 

 
3.5    Selection Procedures 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The selection of applicants for vacant positions will be through open competition. 

Selection policies and procedures are contained within the The Rowan County Hiring 
Guide, and all hiring supervisors are expected to follow these procedures. These 
procedures are in place to ensure that selection policies and procedures are consistently 
applied and documented.  The Hiring Guide includes requirements that: 

1.  selections of applicants are based on knowledge, skills and abilities directly 
related to the job along with meeting the minimum education and experience 
requirements; 

2.  interview questions are based on defined job requirements that are valid and 
standardized for each job vacancy;  

3.  employee selection documentation is maintained in compliance with federal and 
state regulations; 

4.  employment preference shall be given to Veterans in accordance with 
N.C.G.S.126.81; and  

5.  applicant information is verified and reference checks are completed. 
C. Selection procedures and methods shall be validly related to the duties and 

responsibilities of the vacancy to be filled. 
D. Hiring supervisors shall select from the most qualified persons to fill the vacancy.  
E. The Department Director and/or their designee is responsible for establishing a Personnel 

Selection Committee to interview applicants. The composition of this committee will be 
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determined by the Department Director and/or their designee and may vary in number 
and composition, depending upon numbers of applicants, job classification, and 
availability of staff participants. The Department Director and/or their designee is 
encouraged, when possible, to include women and minorities on the Selection 
Committee, and to limit the number to a maximum of four (4); however the Selection 
Committee may consist of one individual, depending on the availability of supervisory 
staff. 

F. Reference checks are used to verify information provided by the applicant on the 
application form or during the employment interview. Applicants have already authorized 
the County to perform reference checks when they completed the County employment 
application. The hiring department is required to perform a reference check on the 
applicant it considers its top candidate. Any reference checks, whether by telephone or 
letter, should be recorded and should be maintained permanently by the hiring supervisor. 

G. Human Resources shall provide a notification through e-mail of non-selection to all 
applicants who meet the minimum qualifications. 

 
  
3.6    Conditions of Initial and Continued Employment 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Only Human Resources is authorized to make offers of employment to applicants, and 

also to rescind offers if a new hire does not meet the conditions of employment stated in 
this policy. The County will not employ an individual who has not been properly 
processed through Human Resources. This policy does not supersede the rights of the 
Department Director and/or their designee in the selection of personnel for their areas of 
responsibility. It is intended to ensure that the County may meet its obligation under 
existing laws, which include verifying the social security number and having the proper 
tax forms completed prior to actual work time.   

C. In order to start and maintain employment, an applicant must meet all of the following 
conditions: 

1.  be properly processed through Human Resources prior to their start date including 
completion of all necessary forms and required documentation; 

2.  prove and maintain authorization to work in the United States without 
sponsorship by the County; 

3.  be at least sixteen (16) years of age; 
4.  refrain from hazardous duty if a minor. Hazardous duty is defined as dealing with 

dangerous power-driven machinery, including motor vehicles. In addition, a 
minor cannot be hired to operate manual elevators or other power-driven hoisting 



             20 
 

machinery; 
5.  pass a pre-employment physical (if required for the position); 
6.  pass a pre-employment criminal background check. The existence of a criminal 

history will not automatically exclude a candidate from consideration for 
employment;   

7.  pass a pre-employment drug test (if required for the position); 
8.  pass a pre-employment driving record check (if required for the position); 
9.  pass a pre-employment credit check (if required for the position); 
10.  attend new-employee orientation (if required for the position); 
11.  successfully complete an initial probationary period (if required for the position);  
12.  provide proof of education (if required by the position);  
13.  provide proof of, and maintain, licensure and/or certifications (if required for the 

position); 
14.  not be related to a County employee in accordance with 9.16 Employment of 

Relatives; 
15.  abide by all County policies and procedures; 
16.  satisfy any other conditions of employment established in the official written offer 

letter or included in County policies and procedures. 
 

  
3.7    New Employee Probation (Full-Time and Part-Time Benefited)  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Full-time and part-time benefited employees are required to complete an initial, one-time 

probationary period. Employees shall be informed at the time of employment of 
probationary period requirements in their offer letter. The length of the probationary 
period is usually six (6) months. However the length of probation may be extended as 
follows: 

1.  Employees will be evaluated on their performance during their probationary 
status through frequent coaching and feedback sessions with their immediate 
supervisor. Employees will be evaluated on their ability to perform the functions 
of their position as stated on the official job description and the employee’s 
adherence to all policies and procedures.  

2.  If approved by the Human Resources Director, the Department Director and/or 
their designee may request to extend the probationary period by up to (3) months 
only, if the employee has the potential to fulfill the job requirements.   

3.  On or before the end of the probationary period, probationary employees shall be 
notified in writing as to whether they have: 
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a) successfully passed probation; 
b) not passed probation and are therefore dismissed (reason shall be 

indicated); or 
c) if their probation has been extended. 

C. An employee with a trainee appointment is not expected to reach a 100 percent 
satisfactory performance standard for a regular job class until the employee has 
completed the training period. However conditions of employment for trainees are 
defined prior to employment and dismissal can occur during this training time for any 
trainee who performs work in an unsatisfactory manner.  

D. If any employee who is currently serving a probationary period applies for and receives a 
new full-time or part-time benefited position prior to completion of their initial 
probationary period, they will be required to serve another probationary period in the new 
position of six-months, or until the employee completes one year of service, whichever 
comes first. In no case shall an employee serving a second probationary period remain on 
probation beyond 12 months. 

E. Once an employee successfully completes an initial probationary period, they cannot be 
required to serve another probationary period.   

F. Service during a probationary period is “at will” and the employee can be dismissed at 
any time during probation, with or without reason, with no right of appeal. Employee 
performance evaluations during the probationary period shall be informal in nature and 
job-related without regard to any discriminatory factors. Supervisors should communicate 
with the employee frequently throughout the probationary period as deemed appropriate 
to make sure they understand performance expectations. 

G. A probationary period shall not be required for any of the following changes: 
1.  transfer of a regular employee; 
2.  demotion of a regular employee; or 
3.  reinstatement after leave of absence.  

 
 
3.8    Part-Time, Seasonal, and Temporary Employment-At-Will 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Nothing contained in this policy is intended to nor does it create a contract of 

employment for any specific duration for part-time non-benefited, seasonal, or temporary 
employees. 

C. Part-time non-benefited, seasonal, and temporary employees are employed at-will. Their 
employment can be terminated with or without cause and with or without notice at any 
time at the option of either the County or the employee. No employee of the County has 
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the authority to enter into any agreement for employment for any specified period of time 
or to make any agreement contrary to the foregoing. 

 
3.9    New Employee Orientation 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. General Orientation 

1.  New benefited employees will be required to attend a new-employee orientation. 
The purpose of the general orientation is to ensure that new employees have the 
opportunity to gain a better understanding of their job responsibilities and 
privileges.   

2.  Human Resources will be responsible for initially acquainting the new employee 
with the basic information needed to accomplish this objective. This information 
will be conveyed by means of an orientation class, which all benefited employees 
will attend. 

3.  By improving this transition to a new environment, it is hoped that employees 
will gain appreciation of their job and better job satisfaction.  

C. Departmental Orientation 
The Department Director and/or their designee is responsible for continuing the 
orientation of new employees, particularly with reference to departmental procedures and 
specific job assignments. 
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Section 4 –  Classification Plan 
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4.1    Merit-Based Classification System 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County shall employ dedicated Human Resources staff to manage classification 

policies and procedures.   
C. In order to ensure that similarly qualified individuals who are performing substantially 

the same work under comparable conditions are paid on an equal basis, Human 
Resources will take the following actions: 

1.  conduct job analysis when necessary in order to identify positions that are 
improperly classified; 

2.  seek written justification from the Department Director and/or their designee for 
any unjustified disparity in classification that appears to exist; 

3.  recommend reclassification of any positions determined to be classified at a lower 
or higher level than is consistent with the objectively determined value of the 
work being performed, giving particular attention to disparities which are 
patterned statistically on the basis of any legally protected status; 

4.  Apply fair treatment principles when classifying positions and without regard to 
any protected status. Classification decisions shall be made solely on legitimate 
merit-based considerations. 

 
4.2    Position Administration 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Position Management 

1.  It is the policy of the County to deliver its programs of service and achieve its 
objectives through sound management practices. A basic part of this practice is 
effective and economical position management. 

2.  Position management involves the design and control of individual positions to 
achieve a proper balance of values among the following management 
considerations: 
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a) number of positions; 
b) total cost of services; 
c) maximum use of scarce or costly manpower skills; 
d) maximum attrition, retention, and motivation of personnel; 
e) provision for maximum development opportunities; 
f) effective use of work processes, equipment, and techniques; and 
g) clear delineation of duties and responsibilities. 

3.  Good position management reflects the composite resolution of these often- 
conflicting values. 

4.  The administration has high regard for every job in the County. Every job is 
important, regardless of the level of skills required. The administration also 
encourages employees to realize the true value of their job, and to perform it to 
the best of their ability. 

C. Position Control 
1.  Human Resources has the responsibility of organizing and maintaining an 

effective system for position control. It is the responsibility of the Department 
Director and/or their designee to review departmental structure and provide 
justification for manpower needs of the department in providing quality services 
to County citizens. New regular benefited positions must be approved by the 
Board of Commissioners. Human Resources shall be responsible for monitoring 
the number of approved benefited positions through position control procedures. 
As an alternative to benefited positions, funding may be approved for a 
department by the Board of Commissioners to be utilized for the creation of part 
time non-benefited positions on an as needed basis in order to provide County 
services. 

D. Position Design 
1.  Position design is the structuring of work assignments to achieve organizational 

goals with the best use of manpower most readily available and by avoiding 
unnecessary competition for personnel in short supply. 

2.  Position design has as its goal the improved management of positions within the 
limitations of available resources. 

3.  Position design is accomplished by systematically following several guides, 
which are keys to developing facts necessary to achieve position design and 
management: 

a) analyzing the mission and objective of the department; 
b) determining the tasks to be performed in accomplishing objectives;  
c) determining the most efficient methods, work processes, equipment, and 

techniques for performing identified tasks;  
d) designing positions by grouping tasks together on the basis of the most 

effective use of available manpower skills; 
e) continuously reviewing assignments and restructuring work of positions, 

including vacancies, to maintain efficiency and economy on a current 
basis. 

E. Position Analysis 
1.  Position analysis will be used to determine and evaluate the different kinds and 

levels of work found in County Government and grouping positions with similar 
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kinds of work on the basis of major factors such as qualification requirements, 
responsibilities, difficulty, and working conditions. Position analysis involves the 
application of accepted techniques of position or job evaluation to produce a 
systematic classification plan that forms the basis for an equitable and logical pay 
plan, meaningful standards of recruitment and selection, identification of training 
needs, a framework for performance evaluation, and information to support 
management, planning, budgeting, and maintaining the organization. 

2.  The Board of County Commissioners adopted a factor ranking/benchmark method 
of evaluating and classifying jobs within the County. The factor 
ranking/benchmark method is a comprehensive system of job evaluation that 
provides accurate and consistent identification of skill levels and produces 
objective job evaluations that work toward internal equity among positions. The 
system has been specifically developed to address the needs of the County and is 
sufficiently flexible to accommodate new occupations and major modifications in 
existing jobs. Fundamental to the successful implementation of an effective job 
evaluation system is the accurate documentation of present job duties and the 
accountability of each position in the County. 

 
 
4.3    Categories of Employment 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Employees categories include: 

1.  Regular Full-Time: a regular full-time employee is a person employed on a 
continuous year-round basis and who is regularly scheduled to work (including 
vacation and holidays) a minimum of forty (40) hours per week. A full-time 
employee is required to successfully complete an initial probationary period to be 
classified as regular full-time status. An employee in this classification is entitled 
to all employee benefits. 

2.  Regular Part-Time Benefited: positions that are approved through the budget 
process that require twenty (20) hours or more a week on a continuous year-round 
basis are classified as regular part-time benefited. A part-time benefited employee 
is required to successfully complete an initital probationary period to be classified 
as a regular status employee. An employee in this classification is eligible for 
employee benefits on a pro-rata basis. 

3.  Part-Time: a part-time employee is a person employed on a continuous year-
round basis for less than 1,000 hours in the calendar year. Part-time employees 
may work a regular weekly schedule of less than twenty (20) hours while other 



             27 
 

part-time employees may be temporary, seasonal, or substitutes who work 
variable schedules during different times of the year based upon workloads and 
staff needs. No minimum amount of hours is guaranteed on a weekly or yearly 
basis. Positions may be eliminated or employees separated due to lack of work, 
budget constraints, yearly hours limit, or any other related business reason.   

4.  Temporary: temporary employees are employed for specific tasks, which will not 
exceed six (6) months or twelve (12) pay periods for a fiscal year.  

a) The County Manager may authorize the creation of temporary positions 
requested by a Department Director. Authorization will be based upon the 
current needs of the department and available funding in the department’s 
budget. 

b) Temporary employees may work a part-time schedule of less than 30 
hours a week, not to exceed 999 hours in a calendar year. Benefits for 
employees who are temporary will only include Social Security, workers 
compensation, and unemployment compensation. Should the status of a 
temporary employee be changed to full-time, employee benefits and 
employment will begin at the exact time of the change in status.   

5.  Substitute: a substitute employee is a person employed on an as-needed basis to 
fill in during regular employee absences and during times when a department is 
short-staffed. These employees have no set schedule and may work part-time or 
full-time hours. No minimum amount of hours is guaranteed on a weekly or 
yearly basis.  However the employee is not allowed to work more than 999 hours 
in a calendar year. 

 
 
4.4    Classification Administration 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Classification Plan 

1.  Human Resources, subject to the approval of the County Manager, establishes 
policies and rules governing a position classification plan which shall provide for 
the classification and reclassification of positions. The Human Resources Director 
is authorized to allocate and reallocate individual positions consistent with the 
established classification and pay plan. 

2.  The classification plan for the County consists of all classes established by 
Human Resources. In grouping positions into classes, positions that have certain 
common characteristics are first grouped into occupational job categories. 
Treatment of groups of jobs in this manner provides a more concise and accurate 
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method of comparing the individual jobs. Second, the duties and responsibilities 
are evaluated or weighed to determine their relative level. This evaluation process 
involves the examination of the relative presence and degree of common factors 
such as difficulty of work, job requirements, responsibility, supervision, personal 
contact, and working conditions. 

3.  The following job categories are applicable for the County: 
a) Officials and Administrators – occupations in which employees set broad 

policies, exercise overall responsibility for execution of these policies, or 
direct individual departments or divisions of the agency’s operations or 
provide specialized consultation. Includes Department Director and/or 
their designees, division chiefs, deputy directors, sheriff, and kindred 
workers. 

b) Professionals – occupations which require specialized and theoretical 
knowledge which is usually acquired through college training or through 
work experience and other training which provides comparable 
knowledge. Includes human resources analysts, social workers, doctors, 
psychologists, registered nurses, lawyers, system analysts, accountants, 
engineers, employment and vocational rehabilitation counselors, teachers 
or instructors, police and fire captains and lieutenants, librarians, 
management analysts, and kindred workers. 

c) Technicians – occupations which require a combination of basic scientific 
or technical knowledge and manual skill which can be obtained through 
specialized post-secondary school education or through equivalent on-the-
job training. Includes computer programmers, drafters, surveyors, licensed 
practical nurses, photographers, highway technicians, human resources 
technicians, technicians (medical, dental, electronic, physical sciences), 
police and fire sergeants, and kindred workers. 

d) Protective Service Workers – occupations in which workers are entrusted 
with public safety, security and protection from destructive forces. 
Includes police patrol officers, firefighters, guards, deputy sheriffs, 
bailiffs, correctional officers, detectives, marshals, officers, and kindred 
workers. 

e) Paraprofessionals – occupations in which workers perform some of the 
duties of a professional or technician in a supportive role, which usually 
requires less formal training and/or experience normally required for 
professional or technical status. Such positions may fall within an 
identified pattern of staff development and promotion. Includes research 
assistants, medical aides, child support workers, caseworkers, recreation 
assistants, home health aides, library assistants, paramedics, and kindred 
workers. 

f) Administrative Support (including clerical) – occupations in which 
workers are responsible for internal and external communications, 
recording and retrieval of data and information and other paperwork 
required in an office. Includes bookkeepers, clerk-typists, secretaries, 
dispatchers, payroll clerks, computer operators, telephone operators, legal 
assistants, cashiers, and kindred workers. 
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g) Skilled Craft Workers – occupations in which workers perform jobs which 
require special manual skill and a thorough and comprehensive knowledge 
of the processes involved in the work which is acquired through on-the-
job training and experience or through apprenticeship or other formal 
training programs. Includes mechanics and repairers, electricians, heavy 
equipment operators, stationary engineers, skilled machining occupations, 
carpenters, and kindred workers. 

h) Service Maintenance – occupations in which workers perform duties 
which result in or contribute to the comfort, convenience, hygiene or 
safety of the general public or which contribute to the upkeep and care of 
the buildings, facilities or grounds of public property. Workers in this 
group may operate machinery. Includes truck drivers, bus drivers, garage 
laborers, custodial employees, gardeners and groundskeepers, park 
maintenance, and kindred workers. 

C. Classification Standard 
For each class established by Human Resources, a class standard is prepared. The 
standards will be written in the form of class specifications and benchmarks. 

D. Class Specifications 
1.  To distinguish the classes, a generalized description of the duties and 

responsibilities will be maintained. Each class specification includes: 
a) class title;  
b) description of work; 
c) examples of duties performed; 
d) recruitment standards including knowledge, skills and abilities; minimum 

education and experience; and special requirements.  
2.  It is not intended to describe all of the duties of each position in the class, but 

rather to give a composite view of the class. 
E. Benchmarks 

1.  A benchmark is a description of a real position having duties and responsibilities 
typical of a group of jobs in an occupational category, described in terms of 
factors, which determine the level of the position. Benchmarks include the 
following sections: 

a) class title - the official title to be used for payroll, position control, and 
other personnel and budget records; 

b) major duties - describes the major level determining duties of the position; 
c) factor descriptions - describes the relative degree of major evaluation 

factors present in the position. The factors described are those used to 
evaluate all positions in an occupational category and are measured to 
determine internal worth. Factors which are generally common to all 
positions include: 

1) job requirements including minimum level of knowledge, skills, 
and abilities required;  

2) nature and extent of knowledge; 
3) difficulty of scope of work and variety of tasks;  
4) types and frequency of problems; 
5) accountability/responsibility including supervisory participation 
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and control; 
6) impact or scope of work; 
7) interpersonal relationships including purpose and nature;  
8) scope of work and contact;  
9) level of contact; 
10) environment including working conditions, physical demands, and 

hazards of the job. 
F. Maintaining the Classification Plan 

1.  Human Resources is responsible for establishing, revising and maintaining the 
classification plan and job descriptions. When the process involves newly 
budgeted positions, it is called classification. When it involves existing classified 
positions which have substantially changed since initial classification, the process 
is termed reclassification. 

2.  Human Resources shall maintain position history files to include job analysis 
information, position descriptions, organizational charts, and related information. 
This shall include documentation of extraordinary classification issues or 
problems along with conclusions or resolutions. Human Resources shall use a 
database management system to track position classification actions and 
utilization. 

3.  When new positions or revised positions are approved, Human Resources shall be 
responsible for updating and posting the organizational charts found on the 
County website.  

4.  For any new position(s) to be created, or to be reclassified, the Department 
Director and/or their designee shall complete a position description questionnaire 
(PDQ). The PDQ will be reviewed by Human Resources in order to evaluate the 
position and determine the appropriate classification. Once a position has been 
evaluated, Human Resources will submit recommendations for approval to the 
County Manager and the Personnel Board. 

5.  A Department Director and/or their designee may report the need for 
classification action, or Human Resources may initiate studies of single positions, 
occupational groups, or organizational groups of positions to determine that 
classifications are current.  

6.  When an employee thinks his/her position is not in the right class, the employee 
should request that the Department Director and/or their designee conduct a 
review of the duties of the position. The request should include a statement of 
reasons for believing the job classification is wrong. The Department Director 
and/or their designee should review it and if the request seems justified, submit it 
to Human Resources. The position will then be studied to determine if the 
classification should be changed. 

7.  A major responsibility for the classification plan rests with the Department 
Director. They are responsible for determining the duties and responsibilities of 
positions and for reporting changes in duty assignments, organization, and the 
need for classification action to Human Resources.  

G. Establishment of Classes 
Classification studies may reveal from time to time the need to establish new classes or 
revise existing classes. These actions must be recommended by the Human Resources 
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Director and the County Manager to be approved by the Personnel Board.  
H. Allocation and Reallocation of Positions 

1.  Each position is allocated to an appropriate class in the classification plan. The 
allocation of a position is its assignment to a class, which is sufficiently similar in 
duty assignments to justify common treatment in selection, compensation, and 
other employment processes. A class may consist of a single unique position or of 
many like positions. 

2.  The Human Resources Director, with the approval of the County Manager, shall 
be responsible for studying and making recommendations for the allocation of 
new positions to existing classes or to new classes of positions. The County 
Manager shall make recommendations concerning the allocation of new positions 
to the Board of Commissioners for approval. 

I.    Technical Adjustments to the Pay Plan 
1.  Technical adjustments to the pay plan are refinements to the pay system that are 

implemented by Human Resources that include but are not limited to such actions 
as: 

a) renumbering salary ranges and grades; 
b) changing the length of salary ranges; 
c) updating or changing pay rates to reflect the appropriate percentage 

between grades; 
d) adding or deleting salary ranges and grade. 

2.  These types of changes are not directly related to current labor market 
fluctuations. Therefore it is not defined as a salary range revision. Technical 
adjustments to the pay plan do not create entitlement or authorization to change 
individual employee salaries. 
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Section 5 –  Compensation 
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5.1    Merit-Based Compensation System 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County shall employ dedicated Human Resources staff to manage compensation 

policies and procedures.   
C. The County’s total compensation philosophy is to attract, motivate and retain quality 

employees who support the County mission of providing high-quality, cost-effective 
public services. Our goal is to compete in comparable markets for high performing 
employees and recognize that public service has rewards beyond a base salary. We strive 
to provide employees with competitive compensation, benefits and retirement programs 
that reflect current market practices and are fiscally responsible.  

D. The County shall strive for internal equity and fair treatment principles will be applied 
when compensating employees. Employees will be paid based upon their relevant 
experience, education, skills and abilities without regard to any protected status. 
Compensation decisions shall be made solely on legitimate merit-based considerations. 

 
 
5.2    Established Salary Schedules 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County shall maintain and publish established salary schedules which include the 

grade placement for each position, the minimum and maximum salary range, and a 
consistent salary percentage differential between each range. 

C. Individuals employed by the County will not be hired below the minimum rate of pay 
established for their job classification unless they are hired as trainees or in a work- 
against appointment. Applicants, upon employment, may be placed at market of the 
authorized pay range for the job according to the stipulations of this policy. 
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5.3    Wages and Salaries for New Employees 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
 

B. New Employees 
1.  The minimum pay rate established for the class is the normal hiring rate, except in 

those cases where circumstances appear to warrant appointment at a higher rate. 
2.  Appointments above the minimum may be made at the recommendation of the 

Department Director and/or their designee with the approval of the Human 
Resources Director and County Manager.  

3.  When deemed necessary and in the best interest of the County, the Human 
Resources Director and the County Manager may approve a recommendation up 
to the midpoint of the range.  

4.  Above-the-minimum appointments will be based on such factors as the 
qualifications of the applicant being higher than the desirable education and 
training for the class, a shortage of qualified applicants available at the minimum, 
and the refusal of qualified applicants to accept employment at the minimum.  

5.  With the recommendation of the Human Resources Director, the County Manager 
in conjunction with the Personnel Board may review and approve an appointment 
to a position above the midpoint of the range. In all cases the Department Director 
and/or their designee must justify their request, in writing, before approval and/or 
commitments to employment can be made. 

C. Reinstatement/Re-employment 
1.  Employees previously separated from the County may be rehired, provided 

performance was satisfactory prior to their separation. The conditions of 
reinstatement are determined and approved by the Human Resources Director.  

2.  The Department Director and/or their designee may request the same salary that 
was paid at the time of separation or a lower salary within the salary range for the 
class recommended. 

3.  Former employees returning from military service who have had no other 
employer other than the County and who are returning to the same job 
classification shall be paid at the same rate within the position pay grade in which 
they occupied at the time of separation from County employment.  

4.  Persons who have left County employment in good standing, for (3) years or less, 
or were separated under a reduction in force shall be eligible for reinstatement.   

5.  Although the employee is eligible for reinstatement to regular status, the 
Department Director and/or their designee may request reemployment with a 
probationary appointment. The employee will meet the requirements of the 
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probationary period the same as for original appointments. 
6.  Before being reinstated, an individual must be certified by Human Resources as 

meeting the current minimum qualifications for the job to which he or she is being 
appointed. The employee must have successfully completed an initial 
probationary period prior to separation in order to be eligible for reinstatement. 

7.  When reinstated within three years from separation, the vacation-earning rate 
shall be the same as when the employee left employment, and unused sick leave 
shall be reinstated. Health insurance coverage and 401K enrollment will be 
effective with the new hire date. Employees reinstated on or after January 22, 
2012 will pay a portion of the health insurance cost for individual coverage as set 
by the Board of Commissioners. 

8.  A break in service occurs when an employee is in a non-pay status for more than 
thirty-one (31) calendar days due to resignation, dismissal, retirement, or 
reduction in force. Periods of leave without pay do not constitute a break in 
service. 

 
 
5.4    Transfers, Promotions, Reassignments, Demotions, and Reorganizations 
 

A. Applicability - this policy applies to: 
 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. In accordance with established policy, a vacant position within the County is available for 

consideration by an employee as a transfer or a promotion. Individuals must meet the 
minimum qualifications for the job, and the selection of candidates is at the discretion of 
the Department Director and/or their designee. Vacancies for transfers and promotions 
will be posted, and employees will submit an application for any openings. As stipulated, 
promotions are encouraged for qualified employees and lateral or lower transfers are 
discouraged unless it serves the best interest of the County. 

1. Transfers 
a) Transfer is defined as an employee’s voluntary change from a position in 

one classification to a position in another classification having the same or 
a lower minimum and maximum salary grade. 

b) Selection for transfer shall be based upon demonstrated capacity and 
quality of services. If a promotion results from movement to another 
position, the candidate must possess the minimum training and experience 
for the position.  

c) In accepting a voluntary transfer, the employee will be placed in the salary 
grade established for the new position. In order to avoid salary 
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compression of employees within the new department or in similar job 
titles elsewhere in the County, employees who transfer are not guaranteed 
to maintain their previous salary. The amount of pay shall be 
recommended by the new position’s Department Director and/or their 
designee and approved in accordance with County hiring practices and 
procedures. 

d) An employee in a probationary status may be transfered to another 
position if the person possesses the minimum training and experience 
requirements. The employee’s probationary status shall continue for the 
duration defined in Policy 3.10 New Employee Probation. 

2. Promotions 
a) Promotion is defined as an employee's voluntary change from a position in 

one classification to a position in another classification having a higher 
minimum and maximum salary grade.  

b) The County utilizes a "promote from within" policy whenever possible.  
When job vacancies occur, an effort is made to promote from within the 
County if qualified employees are available. In such cases, positions may 
be posted internally only. The responsibility for applying for a vacancy 
which may constitute a promotion lies with the employee. 

c) Selection for promotion shall be based upon demonstrated capacity and 
quality of services. If a promotion results from movement to another 
position, the candidate must possess the minimum training and experience 
for the position.  

d) In accepting a promotion, the employee will be placed in the salary grade 
established for the new position. In order to avoid salary compression of 
employees within the new department or in similar job titles elsewhere in 
the County, employees who are promoted are not guaranteed their same or 
a higher salary. The amount of pay shall be recommended by the new 
position’s Department Director and/or their designee and approved in 
accordance with County hiring practices and procedures. 

e) An employee in a probationary status may be promoted to another position 
in a higher classification if the person possesses the minimum training and 
experience requirements. The employee’s probationary status shall 
continue for the duration defined in Policy 3.10 New Employee Probation. 

f) An employee in probationary status occupying a position at the time it is 
reallocated upward may be promoted to the new class if the person 
possesses the minimum training and experience requirements; if not 
qualified; the employee shall remain at the former level working against 
the higher classification or be separated. If promoted during the 
probationary period, the employee shall continue in probationary status 
until the probationary period has been satisfied, beginning with the initial 
probationary appointment.  

3. Reassignments 
a) Reassignment is defined as an employee’s change from a position to 

another position within the County at the request of the employee and/or 
Department Director and/or their designee due to non-disciplinary reasons. 
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In order to encourage equal opportunity for all, reassignments within the 
County shall be on a very limited basis and must have the approval of the 
County Manager.  

b) If an employee is reassigned, they will be placed in the salary grade 
established for the new position. In order to avoid salary compression, 
employees who are reassigned are not guaranteed to maintain their 
previous salary. The amount of pay shall be recommended by the new 
position’s Department Director and/or their designee and approved in 
accordance with County hiring practices and procedures. 

4. Demotions 
a) Demotion is defined as a change in status resulting from an involuntary 

assignment of an employee to a lower classification as a disciplinary 
action. 

b) Should a demotion occur, the amount of pay shall be recommended by the 
new position’s Department Director and/or their designee and approved in 
accordance with County hiring practices and procedures. A decrease of at 
least five percent (5%) in salary per pay grade must occur; however 
employees will not be demoted below the minimum of the new pay range.  

5. Departmental Reorganizations 
a) The County Manager may authorize the reorganization of a department 

even if such reorganization results in the elimination of occupied or 
unoccupied position(s) and even if such reorganization results in a change 
in the job category or skill level for one or more employees.  The County 
Manager must inform the Board of County Commissioners thirty (30) 
days prior to any reorganization that may affect a reduction in force.  A 
Department Director and/or their designee may not reorganize their 
department without prior written approval from the County Manager.  

b) In order to avoid salary compression of employees within the department, 
employees whose positions are reorganized shall not be guaranteed to 
maintain their previous or a higher salary. The amount of pay shall be 
recommended by the new position’s Department Director and/or their 
designee and approved in accordance with County hiring practices and 
procedures. 

 
 
5.5    Trainee/Work-Against Appointments 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  
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B. When qualified applicants are unavailable and there is no trainee provision for the 
classification of the vacancy, an appointment may be made below the level of the regular 
classification in a work-against situation. A work-against appointment is for the purpose 
of allowing the employee to gain the qualifications needed for the full class through on- 
the-job experience. A work-against appointment should not be made when applicants are 
available who meet the education and experience requirements for the full class. The 
salary of an employee in a work against position should be no more than 15% below the 
grade and no less than 5% below the grade. Employees in a work-against position are not 
eligible for the Longevity/Merit Program. 

C. An employee will remain on the trainee grade until the Department Director and/or their 
designee certifies that the trainee is qualified to assume the full responsibilities of the 
position and the Human Resources Director approves the certification. 

D. There are job classifications that require licenses, registration and/or certification to be 
employed by the County. In certain situations, the County may employ an individual 
while they are working toward obtaining a license or after they have successfully passed 
their boards or examinations. Employees will begin their work at a rate of pay that is 
equal to the licensed or registered job classification. 

E. An employee in a work-against appointment cannot be promoted, upon reallocation of his 
or her position, by waiver of training and experience requirements until he or she has 
served at least one year in the work-against class or until qualified for the new class. The 
incumbent in a work-against situation must be promoted as soon as he or she meets the 
qualifications for the higher class or the position must be reallocated to the lower class. 

F. An employee in a trainee status may be promoted to another position in a higher 
classification if the person possesses the minimum training and experience requirements. 
The employee’s probationary status shall continue for the duration defined in 3.7 New 
Employee Probation (Full-Time and Part-Time Benefited). 
 

 
 
5.6    EMT and Paramedic Certification Increases 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT EMS Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT EMS Benefited 
Non-Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT EMS  Employees of Board of 
Elections Office  

 

 
B. A full-time EMT who receives the intermediate EMT certificate will receive a 5% 

increase. An EMT-I who receives the Paramedic certification will receive a 10% increase 
or advance to the Paramedic Grade. An EMT who receives the Paramedic certification 
will receive a 15% increase (5% for EMT-I and 10% for Paramedic).  
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5.7    Interim Appointments and Temporary Reassignments  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Interim Appointments 

1.  There are times when a vacancy may occur, such as when an employee leaves the 
County or is on an extended leave of absence, where it may be necessary for a 
current employee or external individual to assume the role on an interim basis. In 
such cases, the County Manager may appoint an individual to assume the duties 
of the role on an interim basis in order to ensure continuity of County operations.  

2.  The County Manager shall approve the individual to serve in the role,  the length 
of the interim assignment, and the amount of salary to be paid. Typically an 
interim appointment would only be made for key supervisory or management 
positions and the interim appointment would not exceed twelve (12) months. 

3.  When an internal employee is appointed as an interim, they will will resume the 
duties of their original position when the assignment ends and will return to their 
original rate of pay. 

4. The County Manager may select an individual from outside of the County to serve 
in the role of an interim for any reason deemed necessary in order ensure 
continuity of County operations.  

C. Temporary Reassignments and Additional Duties  
The Department Director and/or their designee, with the approval of the County 
Manager, may temporarily reassign an employee to a job class that is different from the 
regular assignment, or assign a significant increase in duties and responsibilities above 
the employee’s job class. With additional responsibility, the employee may receive up to 
a 5% increase for the duration of the reassignment or additional duties. The duration shall 
not be less than three weeks and will not exceed 12 continuous months without the 
approval of the County Manager. 
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5.8    Guidelines for Pay Adjustments 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Review and Approval 

1. The Human Resources Director will review and provide final approval for: 
a) accessions (new employees); 
b) promotions;  
c) transfers; 
d) demotions; and/or 
e) pay for longevity/merit. 

2.  Wage and salary increases are made effective on the first day of the pay period 
immediately following the final written approval. 

3.  An employee should be advised of changes only after written approval is returned 
to the originator of the request. 

C. Error correction 
1.  Pay adjustments may be required due to administrative, clerical, or mechanical 

error. Failure to allow adequate processing time, supervisory or department 
delays, or oversights at the point of origination are not included in this category. 

2.   If an overpayment is made, proper documentation and prior notification to the 
employee will be provided before the County recovers the overpayment amount. 

 
 
5.9    Longevity/Merit Program and Bonus Pay 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Longevity/Merit Program 

1.  Benefited employees are recognized and rewarded for their performance and 
length of dedicated service through the Longevity/Merit Program. This program 
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runs annually and independently from other types of increases that may be 
implemented in any given year, such as cost-of-living adjustments.  

2.  The longevity/merit formula will be applied to the employee’s base pay after 
other increases (such as COLA) are applied to the employee’s base pay. This will 
happen each year as long as the employee meets the performance criteria 
established on the annual employee performance evaluation form for the given 
year. If they do not, they will not be eligible for that year, however they may be 
eligible again the following year if performance has improved to meet the 
established criteria.  

3.  In no case will longevity/merit pay granted to an employee in previous years be 
taken away unless they leave employment and return, in which case their 
benefited rehire date will be their new longevity date.  

4.  No employee’s pay shall be increased above the maximum of the grade for their 
position. Therefore employees eligible for longevity/merit that would result in an 
increase above the established maximum for their assigned pay grade will receive 
a one-time lump sum payment in lieu of an increase to base pay.  

5.  The Longevity/Merit Program formula for full-time and part-time benfited 
employees is as follows: 

a) employees with at least one (1) but less than five (5) continuous years of 
service as of 06/30 = .5% each 7/1 

b) employees with at least five (5) but less than ten (10) continuous years of 
service as of 06/30 = 1% each 7/1 

c) employees with at least ten (10) but less than fifteen (15) continuous years 
of service as of 06/30 = 1.5% each 7/1 

d) employees with at least fifteen (15) continuous years of service as of 06/30 
= 2% each 7/1 

C. Special Bonus Payments 
The County Manager, at his/her sole discretion, may authorize a special performance 
bonus for any employee at any time for up to $2,000. 

 
 
5.10  Cost of Living Adjustment (COLA) 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County Commissioners consider a cost of living increase for employees on an annual 

basis. The recommendation for an increase is based upon the prior year consumer price 
index and/or Social Security index. If approved and appropriated in the operating budget, 
the increase is normally effective July 1 and is distributed to employees in the paycheck 
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that includes July 1. 
C. When employees receive a cost of living increase, their pay grade remains the same. 

 
 
5.11  Pay and Reclassification Studies 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Each year, positions representing one third (1/3) of the County workforce will be studied 

by Human Resources. The Department Director and/or their designee whose department 
is being studied for that year may also submit requests to Human Resources for 
reclassifications within their department.  

C. Human Resources is responsible for maintaining the list of departments to be studied, 
gathering data from surrounding counties deemed comparable to the County by the 
County Manager, and working with the Department Director and.or their designee to 
gather educational and experience information from their employees. The Department 
Director and/or their designee is responsible for reviewing the job descriptions in their 
department and submitting a Position Description Questionnaire (PDQ) for positions they 
would like to be considered for reclassification. 

D. The Human Resources Director will make a recommendation to the County Manager 
(and copy the Department Director and/or their designee) with the following information: 

1) defined occupational groups/positions that were studied;  
2) defined labor markets used as part of the study; 
3) recommended salary range placement changes (if any); 
4) recommended compression adjustments (if any); 
5) recommended reclassifications with salary range placement (if any). 

E. The County Manager shall decide which recommendations, if any, will be forwarded to 
the Board of County Commissioners (or the Personnel Board if appropriate) for approval. 
Note: salary increase requests and reclassification requests that effect individual 
employees may be heard in closed session in accordance with G.S. 143-318.11. 

F. All recommendations for salary increases and reclassifications are subject to approval by 
the County Manager and the Board of County Commissioners (or the Personnel Board if 
applicable). 

G. The Board of County Commissioners may, at any time, approve or request a third-party 
compensation study. 

 
 
 



             43 
 

5.12  Over-time, Comp-time, and Pay Deductions 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Each Department Director and/or their designee are required to ensure compliance with 

the applicable standards regulations and guidelines of the Fair Labor Standards Act. 
C. Exempt (Salaried)- defined by the U.S. Department of Labor, Wage & Hour Division, 

Salary and Duties Tests as: 
1.  Personnel who are classified as Administrative, Professional or Executive as 

defined by the FLSA and are paid on a salary basis are exempt.  Also exempt are 
certain computer employees. Exempt employees are required to work the number 
of hours necessary to fulfill their job responsibilities. The Board of County 
Commissioners establishes a minimum of forty (40) hours for a workweek in 
accordance with 5.2 Established Salary Schedules. Although exempt from 
overtime, exempt employees may accumulate a maximum of forty (40) hours of 
Straight time Compensatory time in accordance with 5.12  Over-time, Comp-
time, and Pay Deductions.  

2.  Authorized leave will not be granted to salaried employees who do not have 
accrued time (vacation or sick) to cover time off.  A Department Director and/or 
their designee, with the approval of the Human Resources Director, may advance 
vacation or sick leave to vested employees only. Each case will be reviewed on its 
own merits. 

3.  Exempt employees who are required to be paid on a salary basis may not have 
their pay reduced for variations in the quantity or quality of work performed.  
Subject to exceptions listed below, exempt employees must receive their full 
salary for any week in which they perform any work, regardless of the number of 
days or hours worked.  Exempt employees need not be paid for any workweek in 
which they performed no work for the County. 

4.  Deductions from pay cannot be made as a result of absences due to the following 
circumstances: 

a) jury duty;  
b) attendance as a witness for the County; 
c) absences caused by the employer; 
d) absences caused by the operating requirements of the County. 

5.  As public employees, there are exceptions to the requirement to pay exempt 
employees on a salary basis.  In these cases, deductions may be permissible as 
long as they are consistent with other County policies and procedures. 

a) Absences of one or more full days for personal reasons other than sickness 
or disability - an exempt employee of a public agency may have his or her 



             44 
 

pay reduced or may be placed on leave without pay for absences due to 
personal reasons of less than one full day when the employee’s accrued 
leave has been exhausted.  

b) Absences of one or more full days occasioned by sickness or disability 
(including work-related accidents) if the deduction is made in accordance 
with a bona fide plan, policy, for providing compensation for loss of salary 
occasioned by such sickness or disability. 

c) Penalties imposed for infractions of safety rules of major significance. 
d) Unpaid disciplinary suspensions of one or more full days imposed for 

infractions of workplace conduct rules in accordance with the County’s 
disciplinary policy. 

e) Deductions for the first and last week of employment, when only part of 
the week is worked by the employee, as long as this practice is 
consistently applied to all exempt employees in the same circumstances. 

f) Deductions for unpaid leave taken in accordance with a legitimate absence 
under the Family and Medical Leave Act. 

g) Due to public accountability, exempt employees will not lose their exempt 
status when they are paid according to a pay system established by statute, 
ordinance, or regulation under which they accrue paid leave and requires 
their pay be reduced or be placed on leave without pay for absences of less 
than one work day when their accrued leave has been exhausted. 

h) Deductions from the pay of an employee of a public agency for absences 
due to a budget- required furlough shall not disqualify the employee from 
being paid on a salary basis except in the work week in which the furlough 
occurs and for which the employee’s pay is accordingly reduced. 

6.  Exempt employees who believe their pay has been improperly reduced should 
contact the Human Resources Director immediately to request an investigation. 

a) The employee will be asked to specify in writing, using the guidance 
above, the circumstances of the pay deduction and whether it has occurred 
on other occasions, 

b) The County will review pay records and interview the supervisor or 
Department Director and/or their designee, as well as the payroll 
representatives handling the employee’s pay, to determine if the allegation 
is correct. 

c) If the deduction was in fact improper, the County will reimburse the 
employee(s) as promptly as possible, but in no case longer than two pay 
periods from the identification of the problem. 

d) The individual(s) responsible for the error will be investigated further to 
determine if this was an isolated incident or a pattern of conduct that 
requires further action on the part of the County. If warranted, the 
responsible person(s) will be held accountable for the error(s) made 
consistent with the County disciplinary policy. 

e) The resolution of the situation will be documented (including confirmation 
on the part of the employee that the situation has been resolved) and 
placed with the employee’s pay record. 

f) Following the identification of such a problem, the County will establish a 
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practice to regularly audit employee records to ensure no further issues 
arise. 

D. Non-Exempt- as defined by the U.S. Department of Labor, Wage & Hour Division 
1.  Non-exempt job classifications will be eligible for time and one-half 

compensatory time for all hours actually worked in excess of forty (40) within a 
given workweek. "Hours worked" is defined as actual working hours.  
Benefit/Leave Time hours (such as vacation time) are excluded in the calculation 
of eligible overtime/comp time hours. Benefit/Leave Time hours are paid at 
straight time.  Any hours worked over forty (40) per week must be pre-approved 
by the Department Director and/or their designee. Any unauthorized hours 
worked over forty (40) may subject the employee to disciplinary action up to and 
including dismissal.  It is the responsibility of the Department Director and/or 
their designee to manage the accrual of comp time. Compensatory time must be 
utilized prior to the use of vacation time. 

2.  Overtime hours worked by Emergency Services and Telecommunication 
employees will be paid overtime. 

3.  Overtime hours worked by all other eligible County employees will be 
compensated as accrued comp time.     

4.  Using the 7(k) exemption under FLSA, the Sheriff's Office will recognize and 
compensate overtime (as compensatory time) for all non-exempt employees who 
work beyond 171 hours in a 28-day work period. Comp time must be utilized 
before vacation leave.  

5.  A workweek is a regular recurring period of one hundred sixty-eight (168) hours 
in the form of seven consecutive twenty-four (24) hour periods.  The County’s 
defined work week begins at 12:01 a.m. Sunday and ends at 12:00 midnight 
Saturday.  Schedule adopted pursuant to Section 207(k) of the FLSA and 29 CFR 
Part 553. 

6.  Overtime pay in lieu of comp time accrual must be approved by the County 
Manager prior to employees working overtime.  

7.  If possible an employee should be given the equivalent time off within the same 
workweek in lieu of overtime; otherwise, overtime hours will be paid as accrued 
comp time.  When it is essential to maintain departmental operations or during 
emergencies, disasters, etc., the Department Director and/or their designee can 
require employees to work overtime. 

8.  Non-exempt employees must report in and out to the appropriate person for 
recordkeeping requirements. 

9.  Unless authorized by the Department Director and/or their designee, employees 
may not elect to work outside their established schedule in order to make up for 
lost time in accordance with 9.1 Attendance.  

10.  When non-exempt employees work, they are paid the hourly rate established for 
their position; however when employees do not work they are not paid unless 
accrued leave is available to make up for lost work time. 

11.  The following deductions may be made from an employee's income: 
a) federal income taxes; 
b) state income taxes; 
c) FICA (Social Security and Medicare); 
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d) authorized County group insurance; 
e) authorized United Way Fund deductions; 
f) authorized voluntary benefits; 
g) liens, garnishments, and child support orders (as stipulated by federal and 

state statutes); 
h) authorized deductions to correct errors in pay or overpayments; 
i) authorized deferred compensation; 
j) retirement;  
k) any absence, sickness and/or accident when an individual does not have 

enough accrued paid leave to cover the absence; 
l) authorized medical and dependent care reimbursement accounts; 
m) authorized 401(k) loans, and voluntary contributions associated with 

401(k); 
n) any advanced vacation and sick leave from the final wages of an 

employee; and/or 
o) other deductions as authorized. 

12.  Employees must maintain a record of total hours worked each day and must 
certify their timesheet to verify that the hours reported worked are complete and 
accurate. 

 
5.13  Voluntary Work 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Non-exempt (hourly) employees who voluntarily work before or after the beginning or 

close of normal working hours are engaged in working time. The reason for the work is 
immaterial; as long as supervisors "suffer or permit" employees to work on the County's 
behalf, compensation in the form of compensatory time accrual must be paid. The 
Department Director and/or their designee is required to make certain that overtime work 
is approved. The publishing of a rule prohibiting unauthorized overtime is not sufficient 
to avoid compensation for additional hours worked.  

C. Bona fide "volunteers" who work outside the County may do so without any obligation of 
the County to provide wages. As with guidelines affecting outside employment, non-
exempt employees are requested to indicate in writing outside "volunteer" service. The 
Department Director and/or their designee should contact Human Resources to determine 
if such services are eligible for compensation. 

D. Documentation on volunteer services is suggested in order to remove any concerns that 
may exist. Outside volunteer work becomes compensable when employees are required 
or requested by their supervisor to perform services in a capacity for which they were 
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employed by the County. 
 

 
5.14  Waiting Time 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Whether waiting time for non-exempt (hourly) employees is compensable depends on the 

particular factual circumstances. Required waiting time is compensable. However non-
exempt employees who wait before starting their duties because they arrive at work 
earlier than the required time are not entitled to be paid. The same circumstances are true 
for those non-exempt employees who may wait at the end of the required shift. All time 
spent by non-exempt employees in waiting while on duty must be counted as hours 
worked. If employees begin, while waiting to start their shift, to perform duties for which 
they were employed, such time becomes compensable. 

C. Under FLSA regulations, waiting time by non-exempt employees who have been relieved 
of duty need not be counted as hours worked if: 

1.  employees are completely relieved from duty, allowed to leave the job, and free to 
do as they please; or 

2.  employees are relieved until a definite specified time. It is the responsibility of the 
Department Director and/or their designee to evaluate the facts and circumstances 
in each case to determine eligible work time. 

 
 
5.15  On-Call 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The nature of operating the County is such that employees may be subject to being called 

back to their work area in unusual situations after having completed their normal working 
schedule. In some cases, call-back requirements are of sufficient volume and frequency to 
justify scheduling and designating employees in advance to accept this responsibility for 
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a given period of time. In such cases, a bona fide on call status may exist. It is the 
purpose of these guidelines to establish a fair and equitable method of compensation for 
County employees who may be on-call. To be eligible for on-call status, the Department 
Director and/or their designee must have written approval from the Human Resources 
Director before commitments can be made for on-call and before compensation will be 
received. 

C. Restricted on-call exists when non-exempt (hourly) employees are restricted to the work 
unit or a specific location without freedom to pursue normal activities or personal 
pursuits. This arrangement will be construed to mean that employees are "engaged to 
wait" and will be counted as regular hours worked. All hours worked will be included to 
determine the eligibility of overtime for non-exempt employees. 

D. Non-restrictive on-call will be construed to mean the employees are only "waiting to be 
engaged" and will not be counted as hours worked. Non-restrictive on-call exists when 
the following conditions are met: 

1.  employees are to remain within two (2) hours of the vicinity of the County; 
2.  employees during non-work on-call hours are free to engage in their own personal 

pursuits; 
3.  employees are given pagers or cell phones as a means to communicate with their 

department or must leave a telephone number at which they can be contacted. 
E. Eligibility for On-Call  

1. Employees required by the Department Director and/or their designee to be 
available for possible return to work outside their normal working hours may be 
eligible for on-call compensation. To obtain approval for on-call compensation: 

a) on-call situations must reflect services which have to be provided on-the-
spot within a limited number of hours and must be a service that cannot 
wait; 

b) on-call will be the exception rather that the routine situation. Departments 
will be required to find alternative scheduling options and other techniques 
within management's discretion for covering the more routine types of 
situations that occur. On-call status will not become a mechanism that 
encourages over- dependence on off duty supervisors; 

c) decisions regarding on-call will be reviewed in the context of service level 
options.  In other words, available resources will determine the service; 

d) on-call will be viewed as the mechanism used because it is less expensive 
than adding additional staff, even when paying for actual time worked by 
on-call employees; and 

e) the Department Director and/or their designee is required to contact the 
Human Resources Director for verification of and approval for on-call 
status. 

F. On-Call Premium 
1.  In some instances employees are not required to stay on site but are obligated to 

be available should their services be required. As a general rule, the employees 
are free to use their “on-call” time as they wish with some minor limitations. On-
call employees may be provided comp time of four (4) hours for each week (7 
days) spent on call. If a call lasts more than four (4) hours, the employee will 
receive comp time for the total number of hours that the call actually takes. Travel 
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time to and from the site must be counted as time on the call. Some employees 
who are required to be “on call” for only a 24-hour period may be given one (1) 
hour of comp time, up to a maximum of four (4) hours per week. 

2.  Compensation for actually working an on-call arrangement: non-exempt 
employees on call will be compensated for hours worked outside their normal 
schedule in an actual callback situation. A non-exempt employee who is "on call” 
after regular work hours will be compensated at time and one-half compensatory 
time for all hours actually worked over forty (40) in a workweek. The minimum 
of four (4) hours of comp time per week is guaranteed for employees who are 
called or actual hours worked whichever is greater. 

G. Human Resources will maintain a list of positions that are authorized for on-call 
compensation arrangements. 

 
 
5.16  Permanent Residence on County Property 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Employees who reside on County property on a permanent basis or for an extended 

period of time (five days or more) are not considered working all the time they are on the 
premises. Ordinarily employees may engage in normal private pursuits and thus time for 
eating, sleeping, entertaining, and other periods of complete freedom from all duties are 
not compensable. It is, of course, difficult to determine the exact hours worked under 
these circumstances and reasonable agreements between the Department Director and/or 
their designee and employees may be accepted as working time. 

 
 
5.17  Continuing Education (Training) 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of the County to encourage personnel to avail themselves of training or 
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education that would further their careers or prepare them better for their current or future 
jobs with the County. 

C. Mandatory attendance of County personnel at required work-related educational or 
training program, whether during or outside normal working hours, shall be constituted as 
involuntary enrollment on the part of the employee and the training hours will be counted 
as work time. The employee shall be required to affirm such in writing to the Department 
Director and/or their designee for approval before time of enrollment. 

 
 
5.18  Involuntary Training 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Each Department Director and/or their designee is required to process an expense report 

directly to the Finance Department for authorization of any payments for employee 
training or education. 

C. Reimbursements to employees will only be made if the request is accompanied by 
original receipts for tuition, fees, or books. Funds must be budgeted and approved before 
commitments are made to employees for involuntary training. 

D. The County declares that mandatory attendance of County personnel at required work-
related educational or training programs outside normal working hours shall be 
constituted as involuntary enrollment on the part of the employee and said employees 
shall receive compensation and shall thereby be required to attend. 

E. All hours spent in training must be entered on the employee's timesheet. 
F. The Department Director and/or their designee has discretion on selection or 

appointments to training programs. 
 

 
5.19  Voluntary Training 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  
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B. The following guidelines must be met for the training activity not to be counted as 
working time: 

1. attendance must occur outside regular working hours; and 
2. attendance must be in fact voluntary. 

C. Employees are responsible for tuition, books, materials, supplies or fees. 
D. It is not voluntary if employees are led to believe that non-attendance will jeopardize 

their working conditions or employment standing.   
E. Documentation on voluntary training is necessary to remove any questions. 
F. Employees must not engage in compensable work while attending. Voluntary training 

directly related to the employee's job is permissible. FLSA regulations permit job related 
voluntary training without compensation when the training is offered by independent 
bona fide institutions of learning. Employees may utilize, with approval from the 
Department Director and/or their designee, accrued comp time, floating holiday, and then 
vacation time for voluntary training. All applicable leave balances must be utilized before 
a leave without pay status is approved. Leave without pay status should not exceed a two 
(2) week pay period. 

G. Attendance of County personnel at educational or training programs for an employee’s 
professional betterment outside normal working hours when not required by the County 
shall be constituted as voluntary enrollment on the part of the employee and said 
employees shall not receive compensation. 

 
 
5.20  Attending Board of Commissioners Meetings 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. If a Department Director or an employee is scheduled on the County Commissioner’s 

meeting agenda, or instructed to attend the meeting by a Commissioner or the County 
Manager, the time may be considered worked time and therefore be counted as 
compensatory.  If a Director or employee is not required to be at the meeting, the time is 
not considered as work time.   
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5.21  Travel Time 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Whether travel time is compensable depends on the kind of travel involved. Normally, 

the County will not be responsible for the time spent by non-exempt (hourly) employees 
in walking, riding, or otherwise traveling to their principal job-related activity. The 
following general guidelines apply in determining whether non-exempt employees' travel 
time is compensable. 

C. Home-to-work travel, or vice versa is not compensable, even if employees must travel 
from a town to an outlying site to get to the job or even if the County is providing 
transportation. Employees are not at work until they reach the work site and their normal 
work period begins. If employees are required to report at a special time, to a meeting 
place, where they are to pick up materials, other employees, or to receive instructions, 
compensable time starts at the time of the meeting or their arrival. Deputies who are 
assigned vehicles and are "off duty" will not have any travel time recognized as 
compensable time. 

D. Workday travel by employees from one job site to another during the workday is 
compensable work time. Also, traveling from an outlying job at the end of the scheduled 
workday back to a central point is compensable. 

E. Call-Back Time 
a)  The County's position on compensation on call-back for all non-exempt (hourly) 

employees is unless given a specific time to report to duty, work time begins 
when employees are notified to return to the job, including reasonable allowances 
for travel time back to the job. The Department Director and/or their designee has 
discretion on what is considered "reasonable travel time." 

b)  In addition to compensation for call-back, employees may also request auto 
allowances at the established mileage rate for all mileage from home to the work 
site and back home; provided employees are using their own car or have not been 
offered County transportation. 

c)  These stated guidelines on call-back are also applicable for required in-house 
meetings/training whereby employees are scheduled off and must return to the 
County premises for a required meeting. 

F. Out-Of-Town Travel 
1.  Non-exempt (hourly) employees who are required by the Department Director 

and/or their designee to be out-of-town for one day or less do not need to be 
compensated for the time spent traveling from home to the airport or pick-up 
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point but they must be paid for all other travel time with the exception of meal 
time. Non-exempt employees are considered working all the time they are 
traveling even if employees are permitted to drive their own cars. 

2.  Where non-exempt employees travel on County business for more than one day, 
they must be paid for time spent in traveling (except mealtime) during their 
normal working hours including non-working days, such as Saturday, Sunday, 
and holidays. 

3.  Any actual work non-exempt employees perform while traveling is considered 
compensable. 

 
 
5.22  Payment While Employed Outside the County 
 
 

A. Applicability - this policy applies to: 
 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Off duty personnel such as law enforcement and EMS employees who have outside 

employment will not be paid by the County during these outside activities. To be eligible 
for compensation, employees who are engaged in outside employment must be required 
to perform services with the County for which they are employed. Law enforcement and 
EMS personnel are required to report to their supervisor any outside work which may be 
considered compensable time. It will be the responsibility of the supervisor to determine 
all hours, which may fit the circumstances described in this section. 

 
 
5.23  Timesheets 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. In compliance with the Fair Labor Standards Act, the County requires that records be 

kept in a centralized location on wages, hours, occupation, and other terms and practices 
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of employment. Timesheets are typically completed electronically through Munis 
Employee Self-Service (ESS) by each employee and forwarded electronically to the 
supervisor for approval. 

C. Hours worked by an employee must be treated as compensable time. Employees should 
record actual time worked and benefit time used on the proper line. It should be 
emphasized that it is the responsibility of the employee to ensure accurate information as 
to time worked and the duty of the supervisor to ensure the accuracy of the employee's 
timesheet. 

 
 
5.24  Pay Day 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Paydays occur every two (2) weeks. There are normally twenty-six (26) paydays each 

calendar year. 
 

 
 
5.25  Adverse Weather   
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. This policy does not apply to 24-hour services that must maintain their regular scheduled 

hours during adverse weather conditions or to functions determined essential by the 
Department Director and/or their designee. Employees providing 24-hour emergency and 
critical services or essential functions should report as usual. 

C. On occasions, adverse weather conditions may become a factor in determining whether 
employees should report to work. When such conditions occur, the following procedures 
apply: 

1.  Any delay or closing will be posted on the County website.  
2.  Local news channels will be contacted with any delay or closing. Employees may 
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also call (704) 216-8641 for any changes to the County’s operating schedule.  
3.  The Department Director and/or their designee is responsible for ensuring that 

their respective offices are opened as soon as practical and that at least a 
minimum number of employees are present to control and protect the facility as 
well as provide telephone communications and essential services. 

4.  Employees are to use their discretion based on their own personal situation to 
decide if and when travel to and from work can be safely made. Employees 
should protect their families and belongings before attempting to travel to work 
during adverse weather. 

5.  If the Adverse Weather Policy goes into effect, employees with benefits will be 
paid for the hours the offices are closed, with the following exceptions:  

a) employees will not be eligible to receive adverse weather pay for 
days/time that they had already been scheduled to be off; or who are on 
leave of absence; and 

b) employees will not be eligible to receive adverse weather pay for 
days/times that were not already part of their regular working schedule.  

6.  The hours the offices are closed are treated as adverse weather closure time and 
any time missed when the offices are open are charged to the employee’s comp 
time and floating holiday first, and then vacation, personal leave, or leave without 
pay if the employee has no available leave balances. Sick leave cannot be used 
unless the employee or immediate family member is actually sick. 

7.  Due to the difficulty of controlling make-up time, employees will not be allowed 
to make up lost time for a closure due to adverse weather. The Department 
Director and/or their designee may allow employees to offset lost time by any 
compensatory time earned within the same week prior to the lost time.  
Compensatory time cannot be granted by a Department Director and/or their 
designee simply to add hours to offset the lost time. 

8.  Adverse weather hours cannot be used to exceed the employee’s normal daily 
work schedule or standard workweek. Comp time or overtime cannot be accrued 
based upon the use of the Adverse Weather code. 

9.  The County Manager may authorize a comp time accrual for non-exempt 
employees required to perform outdoor duties during adverse weather conditions 
in order to facilitate the earliest safe reopening of County offices for employees 
and the public. The Department Director and/or their designee shall submit a list 
of non-exempt employees and the requested comp time hours to the Human 
Resources Director for review and approval by the County Manager. 
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Section 6 –  Employee Benefits 
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6.1    Availability of Employee Benefits 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board, County Commissioners 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. All employee benefits and services are subject to approval by the the County Board of 

Commissioners annually. Benefits including monetary compensation, Career 
Development, and the Longevity/Merit Plan are dependent upon the availability of 
allocated funds. The County reserves the right to eliminate, reduce, or otherwise change 
any employee benefit as approved by the County Board of County Commissioners. 

 
 
6.2    Vacation Time 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board,  

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Vacation with pay is granted to full-time and part-time benefited employees.   
C. Part-time, seasonal, and temporary employees are not eligible for vacation benefits. 
D. Vacation leave does not accrue while an employee is on leave without pay (LWOP) for 

any reason.  
E. Full-time and part-time benefited employees accrue vacation on a bi-weekly basis 

determined by the length of County service as follows: 
 

Length of Service Max Days Per Year Max Hours Per Pay 
Period 

Factor Per Hour 

Less than 2 years 10 3.080 .0385 
2 but less than 5 years 12 3.696 .0462 
5 but less than 10 years 15 4.616 .0577 
10 but less than 15 
years 

18 5.544 .0693 

15 or more years 21 6.464 .0808 
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F. The hours calculated in the above chart are rounded. The Munis sytem is programmed to 
accommodate any rounding errors in its computation. 

G. Scheduling and approval of vacation is at the discretion of the Department Director 
and/or their designee in accordance with departmental operations, staff workloads, and 
the availability of staff at certain times of the year. First and second choices for leave 
requests are highly suggested. When conflict occurs within a department, consideration 
may be given to the earliest request submitted. The Department Director and/or their 
designee has the right to deny leave requests in order to maintain adequate staffing, 
departmental operations, and continuity of County services and is responsible for 
acknowledging, approving, or disapproving the request at the earliest convenient date 
prior to the beginning of the vacation time. 

H. Provisions of the vacation policy include the following: 
1.  pay in lieu of vacation will not be allowed; 
2.  vacation credits may not be taken in units of less than fifteen (15) minutes; 
3.  upon approval of the Department Director and/or their designee, an employee 

may elect to use earned comp-time, floating holiday, and then vacation days for 
personal emergencies in accordance with policy 9.1Attendance. However 
employees who are exhibitng excessive absenteeism, as defined in policy 9.1 
Attendance are not entitled to this privilege;  

4.  if an employee is on vacation and becomes injured or ill, that person may exercise 
the option to use sick time; the Department Director and/or their designee may 
request medical verification; 

5.  an employee going on approved leave may request to use vacation leave.  
However all accrued floating holiday hours and accrued non-exempt comp time 
must be utilized before accrued vacation hours; 

6.  as a public employer and adherence to the principles of public accountability, an 
employee’s pay may be docked by the number of hours not worked and may be 
disciplined when vacation leave or any other applicable leave is exhausted in 
accordance with policy 9.1 Attendance; 

7.  employees who leave the County's employment will be paid for accumulated 
vacation days, or the County will transfer any unused vacation leave in lieu of 
paying it out at the request of the terminating employee; 

8.  a paid holiday occurring during the paid vacation of an employee will be paid and 
recorded as a holiday; 

9.  employees transferring between departments do not have their accrual rates or 
accrued vacation time affected; 

10.  one day (8 hours) of vacation shall be credited to the accumulated benefits of a 
full-time employee who does not use sick leave and who is not absent without 
leave for a period of approximately twenty-six consecutive work weeks 
depending upon when the pay period ends. Part-time benefited employees accrue 
these bonus hours on a pro-rata basis determined by the number of hours normally 
worked in the workweek; 

11.  in computing wages, vacation time will be computed at regular pay and will be 
excluded from calculating overtime. Vacation leave may only be used to receive 
pay up to the employee’s regularly scheduled work week and cannot be used to 
increase the employee’s pay; 
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12.  The Department Director and/or their designee, with the approval of the Human 
Resources Director, may advance vacation leave (to vested employees having five 
years of service with the County) not to exceed the amount an employee can 
accumulate during the current calendar year; 

13.  after the last payroll of the calendar year is processed in December, a County 
employee with accrued annual vacation leave in excess of thirty (30) days or two 
hundred forty (240) hours at the end of the calendar year will have those excess 
vacation hours converted to sick leave.  This converted sick leave may be counted 
toward creditable service at retirement; and 

14.  The County will accept a transfer of unused vacation leave (30-day maximum) 
from another local or state government employer as long as the unused balance is 
no more than 3 years old. A letter must be received from the previous employer 
stating the amount of vacation leave to be transferred. 

 
 

 
6.3    Sick Time 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Sick leave with pay is not a right which an employee may demand but a privilege granted 

by the Commissioners for the benefit of the employee when sick. 
C. Full-time and part-time benefited employees accrue sick leave at a rate of .0462 per 

regular hour worked with a maximum of 3.696 hours per pay period, 12 days per year. 
Sick leave does not accrue while an employee is on leave without pay (LWOP) for any 
reason, including worker’s compensation.   

D. There is no maximum accumulation of sick leave. 
E. Employees who are sick and have no sick leave avaialable to cover their absence are not 

entitled to utilize other types of leave to cover their absence unless they are on an 
approved leave of absence. 

F. A Department Director and/or their designee, with the approval of the Human Resources 
Director, may advance sick leave (to vested employees having five years of service with 
the County) who are on an approved leave due to illness not to exceed the amount an 
employee can accumulate during the current calendar year. 

G. Scheduled medical appointments are not considered a sudden illness and require approval 
in advance to attend. Requests for leave for medical appointments should be submitted to 
the Department Director and/or their designee as soon as the appointment is made. 
Failure to do so may result in the denial of the request.  

H. Notification of a sudden illness should be submitted to the employee’s supervisor prior to 
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the leave, or no later than one (1) hour after the beginning of a scheduled workday. Such 
notice shall include the nature of the absence and the expected duration. If employees 
cannot call, they should have someone else call for them so that arrangements can be 
made to cover their jobs.  However the responsibility of calling lies with the employee. 

I.    If employees are sick for several days and they are not on an approved leave of absence 
or FMLA, they are responsible for keeping their supervisor informed on a daily basis 
unless other arrangements have been made with the supervisor. They should inform their 
supervisor of the approximate date they expect to return to work. The Department 
Director and/or their designee may require a note from the doctor for extended illnesses 
or in cases where the employee is suspected of abusing leave. 

J.    As a public employer and adherence to the principles of public accountability, an 
employee’s pay may be docked by the number of hours not worked and the employee 
may be disciplined when sick leave or any applicable leave is excessive or exhausted and 
the employee is not on an approved leave of absence in accordance with 9.1    
Attendance. 

K. Regularly scheduled days off cannot be used as paid sick leave. 
L. Sick leave may not be used to augment workers compensation payments, except for the 

first seven calendar days an employee is out due to a work-related injury or illness. 
M. Attendance records are reviewed periodically to determine the extent of absences due to 

illness. Employees with excessive absences will be interviewed by the individual's   
Department Director and/or their designee, who may request a doctor’s statement in order 
to verify the employee’s state of health.  A person whose health prevents that individual 
from fulfilling the requirements of the job may be placed on leave of absence by the 
Human Resources Director until the individual's health improves or may be transferred to 
a job that person can perform.   

N. Employees should report to their supervisor if they become ill on the job. If it is 
necessary for employees to go home, they must advise their supervisor or Department 
Director and/or their designee before leaving. Failure to do so may result in docked pay 
instead of deductions from accrued sick leave. 

O. A Department Director and/or their designee, with the approval of the Human Resources 
Director and/or their designee, may send an employee home when their illness presents 
the possibility of infecting other employees or poses a safety threat to themselves or 
others. If the employee has sick leave avaiable, it shall be used for this purpose. Where 
the employee’s absence in this case is involuntary, the employee may be allowed to use 
other avaiable leave time if sick leave has been exhausted. If all leave balances are 
exhausted, the employee may be fronted sick time with the approval of the Human 
Resources Director (if eligible in accordance this policy), or the employee’s pay may be 
docked. The employee shall not be allowed to return to work without clearance by a 
medical professional. 

P. Sick leave may also be used for medical appointments, illness or injury, temporary 
disability due to childbirth, or to care for a sick member of immediate family. 
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Q. Definition of immediate family member: 
 

Spouse 
Parent 
(Mother/Father) 

Child 
(Daughter/Son) Brother/Sister Grand/Great Dependents 

Husband Biological Biological Biological Parent Living in 
the 
employee's 
household 

Wife Adoptive Adoptive Adoptive Child 
  Step Foster Step Step 
  Loco Parentis* Step Half In-Law 
  In-Law Legal Ward In-Law   
    Loco Parentis*     
    In-law     
*A person who is in the position or place of a parent 

 
R. Also included are individuals who stood in loco parentis to the employee when the 

employee was a child and to a child in which the employee stands in loco parentis.  
Utilization of this type of leave may require verification from a doctor that the 
employee’s presence is needed to care for the family member. 

S. Death in the immediate family as defined above, maximum of five days.   
T. In computing wages, sick leave time will be computed at regular pay and will be 

excluded from calculating overtime. Sick leave may only be used to receive pay up to the 
employee’s regularly scheduled work week and cannot be used to increase the 
employee’s pay. 

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

V. After the last payroll of the calendar year is processed in December, a County employee 
with accrued annual vacation in excess of thirty (30) days or two hundred forty (240) 
hours will have those excess vacation hours converted to sick leave. 

W. One month of retirement credit is allowed for each twenty (20) days accrued in an 
employee’s sick leave account at the time of retirement to employees who are members 
of the North Carolina Local Governmental Employee’s Retirement System (LGERS) 
provided an application for retirement is made within twelve (12) months of leaving 
employment. 

X. The County will accept a transfer of unused sick leave from another local or state 
government employer as long as the unused balance is not more than 3 years old.  We 
will accept all unused sick leave, which was not paid to the employee.  A letter must be 
received from the previous employer stating the amount of sick leave to be transferred. 

Y. The County will transfer any unused sick leave to another employer who will accept the 
transfer, as requested by the employee terminating employment, within 3 years of 
separation from employment.  Unused sick leave will not be paid to the employee upon 
termination of employment. 

Z. Employees who are out of work under the provisions of the sick leave policy are 
prohibited from engaging in any outside employment during the period of leave.   
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6.4    Personal Time 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. As required by NCGS 95-28.3 Leave for Parental Involvement in Schools, benefited 

employees are given the opportunity to visit their children and/or grandchildren in school 
and to participtae in school activities.  

C. Four (4) hours of leave will be granted per calendar year. 
D. Benefited employees who do not have school-aged children or grandchildren may use 

this leave for other personal needs or events. 
E. Personal leave must be approved in advance. It may not be used for unscheduled 

absences inlcuding sudeen illness or personal emergencies.  
F. Personal leave may not be used for illness.  
G. Any hours not used by the end of the calendar year will be forfeited and no longer 

available for use. 
H. Employees who are out of work under the provisions of the personal leave policy are 

prohibited from engaging in any outside employment during the period of leave.   
 

 
 
6.5    Wellness Time 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Benefited employees are granted four (4) hours of wellness time per calendar year to 

attend their own wellness exams/appointments including: 
1.  annual physical; 
2.  bi-annual dental exams/cleaning; 
3.  colonoscopy; 
4.  mammogram; 
5.  annual eye exam; 
6.  flu shot;  

https://www.ncleg.net/EnactedLegislation/Statutes/HTML/BySection/Chapter_95/GS_95-28.3.html
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7.  women’s health services; 
8.  cancer screenings; 
9.  diabetes management; 
10.  smoking cessation management; 
11.  weight loss management; 
12.  heart screening; 
13.  mental health;  
14.  chronic health condition management; 
15.  nutrition management; or 
16.  participation in moderate physical activity. 

C. Four (4) hours of leave will be granted per calendar year. 
D. Wellness time must be approved in advance. It may not be used for unscheduled absences 

including illness or personal emergencies.  
E. Any hours not used by the end of the calendar year will be forfeited and no longer 

available for use. 
F. Employees who are out of work under the provisions of the wellness leave policy are 

prohibited from engaging in any outside employment during the period of leave.   
 

 
 
6.6    Use of Comp-Time  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. As a governmental employer, federal regulations and the County policy permit 

compensatory (comp) time to be accrued in lieu of overtime pay for certain non-exempt 
employees. The County has elected to give non-exempt employees equivalent time off in 
lieu of pay in order to avoid overtime unless otherwise approved by the County Manager. 
Comp-time accrual is defined in 5.12 Over-time, Comp-time, and Pay Deductions. 

C. Federal regulations do not require an employer to pay exempt employees for overtime. 
However as an added benefit to exempt employees the County allows for a maximum of 
40 hours of comp time (straight time) to be accumulated. Any hours accumulated beyond 
40 are forfeited.  

D. Use of compensatory time is to be requested and approved in advance. If approved, it 
must be used before floating vacation time.  

E. Comp time is not to be used to cover unscheduled absences for sudden illness unless the 
employee is on an approved leave of absence in accordance with 9.1 Attendance. 

F. Comp time is not to be used for sudden personal emergencies unless approved by the 
Department Director and/or their designee. The Department Director and/or their 
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designee has the ability to deny such a request when the employee is exhibiting excessive 
absenteeism as defined in 9.1 Attendance. 

G. The maximum amount of comp time that will accrue for non-exempt non-law 
enforcement employees is 240 hours. The maximum amount of comp time that will 
accrue for non-exempt law enforcement employees is 480 hours. Any comp time accrued 
beyond the maximum will be paid out to the employee.  

H. Non-exempt employees who leave the County will be paid for all comp time that has 
accumulated.  
 

 
 
6.7    Holidays 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The following days and such other days as the Commissioners may designate are 

holidays with pay for full-time and part-time benefited employees: 
 
New Year’s Day Labor Day 
Martin Luther King Jr.’s Birthday Veterans Day 
Good Friday Thanksgiving (2 days) 
Memorial Day Christmas (2 days) 
Independence Day  
 

C. When a holiday falls on Saturday, Friday shall be observed as a holiday. When a holiday 
is on Sunday, the following Monday will be taken as the normal holiday. Because of the 
variety of County services, all employees do not observe holidays on the same day. 

D. Seven-day (7) twenty-four (24) hour operations: a separate holiday schedule will be 
adopted and posted for staff who work on a seven-day, twenty-four hour operation.  The 
holiday schedule will differ from the normal schedule for regular employees when the 
specific date of a legal holiday observance falls on Saturday or Sunday.  For example, if 
July 4th falls on Saturday and Friday is the County Government holiday for regular 
employees, the date for the holiday for employees on a seven-day, 24-hour operation 
would be Saturday, July 4th instead of Friday, July 3rd.  All County employees will 
receive the same number of approved holidays.  The scheduled holiday dates for seven-
day, 24-hour employees will be the dates that eight hours of holiday time and premium 
time will be received for all hours worked.  Employees on the separate (different) holiday 
schedule will not be eligible for floating holiday hours or premium pay for working on 
the normal holiday schedule observed by regular employees.  The separate holiday 
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schedule for seven-day, 24-hour employees will be posted annually along with the 
regular holiday schedule. 

E. For employees who work twelve-hour shifts, holidays begin and end at 12:00 midnight. 
F. Regular part-time benefited employees accrue holiday leave on a pro-rated basis of the 

weekly hours budgeted for the position.     
G. Part-time non-benefited employees and temporary employees are not eligible for paid 

holidays. 
H. The policy that governs the use of holiday time is as follows: 

1.  there is no waiting period for holidays; 
2.  when staffing permits, holidays may be taken on the day of the holiday.  

Employees who are required to work on the County holiday to ensure delivery of 
services will receive another day off (up to eight hours) in the place of that day 
and additional pay equal to one-half of their regular hourly wage. Holidays not 
taken will accrue in a Floating Holiday Bank. At the end of the calendar year, 
holiday hours over 240 will be lost. To avoid this from occurring, accrued holiday 
hours must be used before accrued vacation hours. 

3.  holidays must be taken on or within a period of time agreeable to the Department 
Director and/or their designee and employee; 

4.  a holiday occurring during the paid leave of an employee will be paid and 
recorded as a holiday;  

5.  in computing wages, holiday pay will be computed at regular pay, recorded as a 
holiday, and excluded from calculating overtime; 

6.  in order to be paid for a holiday, the employee must work and/or use paid leave 
for their full scheduled workday or shift prior to the holiday and their full 
scheduled workday or shift following the holiday; 

7.  in order for a new employee to be eligible for holiday pay in their initial pay 
period, an employee must have worked a full regularly scheduled workday or 
shift before and after the holiday. 

I.    Floating Holidays 
1.  Employees that work on a scheduled holiday will accrue floating holiday hours 

for the hours they work on the holiday, not to exceed a maximum of eight (8) 
hours per holiday.  

2.  When a County-observed holiday falls on an employee’s regularly scheduled off  
day, the employee will earn floating holiday hours up to a maximum of eight (8) 
hours per holiday.   

3.  Employees must obtain prior approval in order to use floating holiday hours 
unless they are on an approved leave of absence. 

4.  Floating holidays hours accrued over 240 hours will be forfeited at the end of 
each calendar year. 
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6.8    Health Insurance 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board, County Commissioners 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County participates in a comprehensive major medical group health insurance plan 

designed to assist employees in the payment of expenses resulting from illness or injury 
in accordance with the plan. The County pays the full cost of the premium on individual 
coverage for full time employees hired or reinstated prior to 01-22-12. Full-time 
employees hired or reinstated 01-22-12 and thereafter pay a proportion of the employee 
health insurance cost. Part-time benefited employees hired after 7-1-03 pay a pro-rated 
amount in proportion to the number of hours worked for individual coverage. Employees 
who transfer from full-time status to part-time benefited status will pay the appropriate 
pro-rated amount. Employees may purchase coverage for their dependents and are 
responsible for paying the full cost of the additional coverage. Current premium rates are 
on file with Human Resources. 

C. Retiree Health Insurance 
1.  The purpose of the insurance provided hereunder is to extend qualified retirees of 

The County health insurance through the County’s group insurance plan. The 
County will offer, on the condition that the retiree meets the qualifications 
established in this section, health insurance coverage from the effective date of 
retirement until the date the retiree receives Medicare coverage through the Social 
Security Administration, or ninety (90) days after becoming eligible for Medicare, 
whichever comes first, or becoming gainfully employed by another employer that 
offers health insurance. 

2.  For the purposes of this policy, group insurance, or insurance, shall mean major 
medical health insurance and continuation of dental insurance with self-payment. 

3.  Requirements for Retirement Health Insurance Benefits 
a) Retirement With Full Insurance Benefits: in order for a retired employee 

of the County to qualify for retirement with full insurance benefits, the 
retiree must meet all of the following criteria: 

1) hired or reinstated as a full-time benefited employee prior to 01-
22-12;   

2) qualify for “unreduced” benefits through the North Carolina Local 
Government Employees’ Retirement System; and 

3) have worked full time for the County consecutively for at least 
twenty (20) consecutive years and shall have attained at least the 
age of fifty-five (55) years at the time of retirement. Consecutive 
years of service include reinstatement years.* 
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4.  The Department Director and/or their designee shall receive health insurance 
benefits if the following conditions are met: 

a) qualify under number three (3) above; or hired or reinstated as a full-time 
benefited employee prior to 01-22-12; and 

b) qualify for “unreduced” benefits under the Local Government Employees’  
Retirement System and have worked full time at least fifteen (15) 
consecutive years with the County (ten years as a Department Director) 
and have attained at least the age of fifty five (55) years at the time of 
retirement; * or  

c) qualify for “reduced” benefits under the Local Government Employees’  
Retirement System and have worked full time for ten (10) consecutive  
years as a Department Director with the County and have attained at least 
the age of sixty (60) years at the time of retirement.  Consecutive years of 
service include reinstatement years. 

5.  Part-time benefited employees are not eligible for retiree health insurance 
Benefits upon retirement.  (Approved June 10, 2003) 

6.  Full-time benefited employees hired or reinstated after 01-22-12 are not eligible 
for retiree health insurance benefits upon retirement.  (Adopted by the Board of 
Commissioners on January 17, 2012) 

D. Health Insurance Benefits for Retirees 
1.  Retirement With Full Insurance Benefits: retirees that qualify for full insurance       

benefits shall be entitled to the same major medical health insurance as other 
regular full-time employees at no expense to the retiree. Dental insurance may be 
offered to retirees at the same price as regular full-time employees. The coverage 
shall commence on the first day of retirement and shall terminate when the retiree 
receives Medicare coverage through the Social Security Administration, or ninety 
(90) days after becoming eligible for Medicare, whichever comes first. The 
retiree’s health insurance coverage shall be suspended if he/she becomes gainfully 
employed by another employer that offers health insurance. The retiree may be     
eligible for reinstatement under the county’s plan if and when the current 
employer’s coverage ceases and the retiree has not attained the age of sixty-five 
(65) years.  

2.  Dependent Health Insurance Coverage: the County shall offer the insurance 
benefits outlined in this policy to the retiree only. The retiree may continue to 
cover his dependents at his/her own expense if the dependent’s coverage has been 
effective for six (6) months prior to the retiree’s retirement.  Dependent coverage 
cannot be added at retirement. Dependent coverage is the same group rate for 
which the County charges all regular full-time employees. 

E. The County reserves the right to require retirees to pay any portion of the premium.  
 
*Provisions of paragraphs C.3.a).3). and C.4.b. are clarifications of the language which was 
intended when adopted on December 1, 2002.  
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6.9    Dental Insurance 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water, County 
Commissioners 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County participates in a group dental insurance plan to assist employees in the 

payment of expenses resulting from dental care. Employees choosing to purchase this 
coverage may do so through payroll deductions. Current premium rates are on file with 
Human Resources. 

 
 
6.10  Life Insurance 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board, County Commissioners 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County provides full-time and part-time benefited employees with a life insurance 

policy. Employees may purchase additional coverage for themselves or their dependents 
and are responsible for paying the full cost of the additional coverage. 

C. Life Insurance for Employees 
1.  Death Benefit - the amount of life insurance will be payable to any beneficiary the 

employee names in the event of that employee’s death. 
2.  Conversion Privilege - if individuals leave County employment for any reason, 

their life insurance will be continued through the end of the month for which 
contributions have been made. During this period (and a grace period of 31 days), 
one may convert the insurance coverage to an individual policy. No medical 
examination will be required for this new policy. 

3.  Beneficiary - employees may name anyone whom they desire as beneficiaries.  
One may change the beneficiary at any time by completing the proper insurance 
form, which is kept in Human Resources. 

D. Life Insurance for Dependents 
1.  Definition of Dependent - the term "dependent" means the spouse of any 

employee and employee's unmarried children (including stepchildren, legally 
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adopted children or foster children) between the ages of fourteen days and 
nineteen years, or up to age twenty-six (26). 

2.  Death Benefit - the amount of the insurance provided for each dependent, shown 
in the life insurance schedule, is payable to the employee in the event of the 
dependent's death from any cause while insurance is in effect. 

E. Premium Payments While on Leave of Absence 
The County does not contribute to the premium of employees on any type of unpaid 
leave, with the exception of approved Family Medical Leave. The employee may 
continue the group coverage by paying the individual premium as well as dependent 
coverage, if applicable. All payments must be sent to Human Resources by the first day 
of the month for which payment is being made. 

 
 
6.11  Retirement 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. County employees who work a minimum of 1,000 hours per year are required to join the 

Local Governmental Employees' Retirement System of North Carolina. Sworn law 
enforcement officers shall become members of the North Carolina Local Government 
Employees’ Retirement System for Local Law Enforcement Officers. A qualified sworn 
law enforcement officer is an employee who possesses the power of arrest, has taken the 
law enforcement oath administered under the authority of the State of North Carolina, 
and is certified as a law enforcement officer under the provisions of NCGS 17C-2 or 
certified as a deputy sheriff under the provisions of NCGS 17E-2, and is employed in a 
sworn law enforcement position approved by the the County Board of Commissioners. 
The number of paid personnel employed as sworn law enforcement officers in the 
Sheriff’s Department and Detention Center may not exceed the number of sworn law 
enforcement positions approved by the the County Board of Commissioners.   

C. Required contributions to the retirement program are deducted from the employee’s 
paychecks and the County contributes a percentage of the employee’s salary determined 
by the Department of the State Treasurer. After five years of creditable service in the 
LGERS, employees are vested for purposes of retirement benefits in accordance with the 
eligibility requirements. After one year of creditable service, employees are eligible for a 
death benefit. In the event the employee dies while actively employed or within one 
hundred eighty (180) days of the employee's last day of work, the designated beneficiary 
will receive a lump sum payment which equals the highest 12 consecutive months of 
salary during the 24 months preceding death, but no less than $25,000 and no more than 
$50,000. 

https://www.myncretirement.com/
https://www.myncretirement.com/non-retirees/current-employees/benefits/leos
https://www.myncretirement.com/non-retirees/current-employees/benefits/leos
https://www.ncleg.gov/enactedlegislation/statutes/pdf/bysection/chapter_17c/gs_17c-2.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_17E/GS_17E-2.pdf
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6.12  Retirement Death Benefit 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. After one year of creditable service, the County provides a death benefit through theLocal 

Governmental Employees' Retirement System of North Carolina. If an employee dies 
while actively employed or within one hundred eighty (180) days of the employee’s last 
day of work, the designated beneficiary will receive a single lump sum payment. The 
amount is equal to the employee’s highest 12 months of salary during the 24 months 
preceding death, but no less than $25,000 and no more than $50,000.   

 
 
6.13  LEO Separation Allowance 
 

A. Applicability - this policy applies to: 
 

 Yes     
Retired sworn law enforcement      

 
B. The County provides, to qualified retiring sworn law enforcement officers, a separation 

allowance equal to eighty-five hundredths percent (0.85%) of the annual base rate of 
compensation multiplied by the officer’s total creditable service. The allowance shall be 
paid in equal installments on a bi-weekly basis. To qualify for the allowance, the officer 
must meet the following conditions: 

1.  possess the power of arrest, have taken the law enforcement oath administered 
under the authority of the State of North Carolina, is certified as a law 
enforcement officer under the provisions of NCGS 17C-2 or certified as a deputy 
sheriff under the provisions of NCGS 17E-2, and has been employed in a sworn 
law enforcement position approved by the the County Board of Commissioners; 

2.  have completed 30 or more years of creditable service with the North Carolina 
Local Government Employees’ Retirement System for Local Law Enforcement 
Officers, or have attained 55 years of age and completed 5 or more years of 
creditable service; and 

3.  not attained 62 years of age; and 
4.  have completed a minimum of 5 years of continuous service as a law enforcement 

officer immediately preceding a service retirement. Any break in continuous 
service required by disability retirement shall not adversely affect an officer’s 
qualification to receive the allowance, provided the officer returns to service 
within 45 days after the disability benefits cease and is otherwise qualified to 

https://www.myncretirement.com/
https://www.myncretirement.com/
https://www.ncleg.gov/enactedlegislation/statutes/pdf/bysection/chapter_17c/gs_17c-2.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_17E/GS_17E-2.pdf
https://www.myncretirement.com/non-retirees/current-employees/benefits/leos
https://www.myncretirement.com/non-retirees/current-employees/benefits/leos
https://www.myncretirement.com/non-retirees/current-employees/benefits/leos
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receive the allowance. 
C. Creditable service means the service for which credit is allowed under the retirement 

system, provided that at least fifty percent (50%) of the service is as a law enforcement 
officer. 

D. Payment to a retired officer shall cease at the first of: 
1. the death of the officer; 
2. the last day of the month in which the officer attains 62 years of age; or 
3. the first day of re-employment by a local government employer in any capacity. 

E. However a local government employer may employ retired officers in a public safety 
position in a capacity not requiring participation in the North Carolina Local Government 
Employees’ Retirement System for Local Law Enforcement Officers, and by doing so 
shall not cause payment to cease to those officers.  

 
 
6.14  401-K Supplemental Retirement 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Upon successful completion of an initial probationary period, the County will contribute 

3% of a full-time or part-time benefited employee’s annual salary into the state and 
federal tax sheltered 401-k plan approved by the State of North Carolina.  As required by 
state law, the County contributes 5% of the annual salary of a qualified sworn law 
enforcement officer on the first day of employment. A qualified sworn law enforcement 
officer is an employee who possesses the power of arrest, has taken the law enforcement 
oath administered under the authority of the state, is certified as a law enforcement 
officer under the provisions of NCGS 17C-2 or certified as a deputy sheriff under the 
provisions of NCGS 17E-2, and is employed in a sworn law enforcement position 
approved by the the County Commissioners. 

C. Employees may elect to contribute a portion of their salary through payroll deduction, not 
to exceed a maximum percentage of their annual salary as set by law. Upon termination 
of employment with the County, the employee may close the 401-k account and 
withdraw the funds or the account may be held in suspension until retirement age. 
Amounts withdrawn from the account are subject to ordinary income tax, and if taken 
before age 59½ may be subject to a federal income tax penalty and plan restrictions.  
Contributions to the fund may only be made through payroll deduction. 

  
  

https://www.myncretirement.com/non-retirees/current-employees/benefits/leos
https://www.myncretirement.com/non-retirees/current-employees/benefits/leos
https://www.ncleg.gov/enactedlegislation/statutes/pdf/bysection/chapter_17c/gs_17c-2.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_17E/GS_17E-2.pdf
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6.15  Cafeteria Plan 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board, County Commissioners 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. County employees participating in the Local Government Retirement System are eligible 

to participate in a flexible benefits program known as the Cafeteria Plan. Under the 
provisions of the plan an employee that elects to buy medical or dental insurance will do 
so with pre-tax dollars. This benefit also provides at the option of the employee, a pre-tax 
deduction from compensation to be held in reimbursement accounts for medical and 
dependent care expenses. 

 
 
6.16  Workers Compensation Insurance 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County participates in a workers compensation program at no cost to employees.  In 

cases of certified injuries or illnesses arising out of employment, the County pays hospital 
and doctor bills with a weekly cash benefit if employees are disabled. To be certain that 
employees may qualify for workers compensation benefits, they must report any job-
related injuries immediately to the Department Director and/or their designee. In turn, the 
Department Director and/or their designee shall file all applicable forms with the Risk 
Manager. The Risk Manager will assist employees and the Department Director and/or 
their designees in processing claims. 

C. Workers compensation payments are not made for the first seven calendar days of 
disability resulting from injury except as otherwise provided for by law. Compensation 
payments begin after the employee is out eight consecutive calendar days. Since there is 
no cash payment during the first seven calendar days of disability resulting from an 
injury, the County will permit employees to use accrued benefits such as sick leave, 
vacation leave, comp time, and floating holiday; however comp time and floating holiday 
accruals must be utilized prior to vacation leave. If the injury results in lost time of more 
than twenty-one (21) days, the employee will be paid for the first seven days at a rate 
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established under state law. Employees will not be permitted to draw an income in excess 
of his or her regular salary except for the first seven days of disability. In other words, 
employees will not be permitted to use sick leave, vacation leave, or other accrued leave 
when receiving workers compensation. While out on workers compensation, vacation and 
sick leave do not accrue.    

D. Employees who are out of work under the provisions of workers compensation are 
prohibited from engaging in any outside employment during the period of leave.   

E. If total disability exists, employees may have additional protection through Social 
Security and with vested interest in the Local Government Employees' Retirement 
System of North Carolina. 

 
 
6.17  Social Security 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board, County Commissioners 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. In accordance with the Social Security Act, the County deducts the appropriate 

percentage on every dollar earned up to a maximum income designated by law. For every 
social security tax dollar that the government requires the County to take out of 
employees' pay, the County must also pay an equal amount. 

C. Benefits provided by social security include retirement income, disability income, 
survivor's benefits, and the Medicare Program. More information about social security 
benefits may be obtained through the local Social Security Administration Office. 

 
 
6.18  Service Awards 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. To express its appreciation to its valued employees, the County developed a policy of 

recognizing continued dedicated service through a program of service awards. The 
Service Awards Program recognizes employees’ total County service in increments of 

https://www.ssa.gov/
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five years through retirement.  The value of the award increases in proportion to years of 
service. 

C. To receive an award, individuals must be eligible and employed as of June 30th with the 
exception of retirees. Retirees will receive their service award post-retirement if they met 
the eligibility requirements as of June 30th of the year in which they retired. An 
employee who has been dismissed from employment will not receive a service award.   

 
 
6.19  Employee Assistance Program 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County recognizes that a wide range of personal problems can affect an employee's 

job performance. These may include alcohol, and/or drug abuse, marital and family 
issues, or other problems, which cause stress or depression.  The Employee Assistance 
Program has been established to help employees and their family members cope with 
personal problems, improve job performance, and to reduce costs. The program is 
designed to identify the problem at the earliest possible stage, motivate the employee to 
seek help, and to direct the employee to appropriate assistance. The County believes it is 
in the interest of the employee, the employee's family, and the County to provide service, 
which deals with such persistent problems. 

C. The EAP is a professional, confidential counseling service available to help employees 
and their family members resolve personal issues and problems before they affect health, 
family relationships, or job performance.  Employees can talk to an EAP counselor about 
marital issues, financial issues, child or elder issues, problems with co-workers, balancing 
work and family responsibilities, alcohol or drug abuse, or dealing with the every day 
stresses in their life. Sessions with EAP counselors are a free service provided by the 
County. Sometimes, additional counseling or treatment may be required. The EAP 
counselor can help determine if extended services are needed or whether a referral is 
necessary. 

D. Client services include 24-hour crisis intervention, assessment, brief problem resolution, 
referral, and follow-up. Other direct services are management training, manager 
consultation, employee brochures, and employee posters. Services are free and available 
to employees and family members in the employee's household. 

E. When employees experience personal problems they should seek assistance from the 
EAP. Job security will not be jeopardized as a consequence of seeking EAP services, 
except where mandated by law. However employees who use the EAP are expected to 
adhere to job performance requirements and rules. With the approval of the Human 
Resources Director, a supervisor may make a mandatory referral to the EAP.  

https://intranet.rowancountync.gov/286/Employee-Assistance-Program-EAP
https://intranet.rowancountync.gov/286/Employee-Assistance-Program-EAP
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6.20  Employee Wellness Program 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Wellness is important in the performance of job functions and enhances quality of life.  

The County adopted a Wellness Program to promote a healthy lifestyle to include not 
using tobacco products, eating nutritiously, and participating in moderate physical 
activity. A Wellness Committee, comprised of County employees, coordinates County 
activities to promote wellness. To promote physical fitness, payroll deductions are 
available for several local fitness centers. 

C. Benefited County employees receive an overview of the Wellness Program in new 
employee orientation. To maintain employee confidentiality, the County contracts with a 
third-party wellness Provider to manage compliance with the Wellness Program 
requirements. Participants in the program complete an online Health Risk Assessment 
and a biometric screening annually. Employees who have had an annual physical within 
the past 90 days may submit their results to the wellness provider utilizing the approved 
reporting method. Employees are assessed a base premium for their individual health 
insurance coverage. However this base premium is waived for those who participate in 
the wellness program. 

D. In order to alleviate sickness in the winter season, free flu shots are offered to employees 
enrolled in the County health plan each year at the Health Department. 

 
 
6.21  Personal Liability Coverage 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County expects its employees and officers to perform their duties in an orderly, 

reasonable and prudent manner, and within the scope and course of their employment. 
The Board of Commissioners realizes allegations will be made at times that certain 
employees or officers have failed to perform their duties in such a manner. The County 
Manager shall keep the Board informed of such contentions. 

https://intranet.rowancountync.gov/247/Wellness
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C. After determining that an employee or officer has acted in accordance with County 
policy, the Board shall take one of the following actions: 

1. provide the employee or officer with legal counsel; 
2. compromise and pay any such claims. 

D. Adoption of this policy shall not be deemed an assumption of liability for payment of 
claims or judgments in excess of any funds established and budgeted by the Board of 
Commissioners for payment of claims or judgments. This policy shall not be construed to 
waive the defense of governmental immunity or any other defense available to the 
County or any officer or employee.  

E. Employees may be personally liable for actions and decisions made in the course and 
scope of their employment in the event of: 

1.  fraud, corruption or actual malice; or 
2.  the employee acts or fails to act as a result of his/her self-indulgence substantially 

impairing his/her judgment; or 
3.  the employee acts or fails to act, except in emergencies or the existence of 

extenuating circumstances, directly contrary to instructions from his/her 
supervisor or directly contrary to the County Attorney; or 

4.  the employee acts or fails to act in such a manner as to constitute a criminal act, 
i.e., misappropriation of property or money. 

F. The County Manager or his designee, with the advice of the County Attorney, is 
empowered to determine whether a claim or suit filed against an employee meets the 
requirements for defense indemnification.  

 
 
6.22  Uniforms/Clothing Allowance  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Certain County employees will be provided with uniforms or a clothing allowance.  

Uniform distribution is determined annually at budget time by the Board of County 
Commissioners. Questions concerning uniform distribution should be discussed with the 
appropriate Department Director and/or their designee. 
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Section 7 –  Leave of Absence 
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7.1    Family Medical Leave (FMLA) 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Employees who have worked at least twelve (12) months for The County and 1,250 hours 

in the past year are entitled to twelve (12) weeks of job-protected leave within a period of 
a year whether paid or unpaid for one or more of the following: 

1.  birth of a child (sick leave may be used for the actual disability period of 
childbirth.  Sick leave may also be granted for the parents during the period of 
hospitalization of the mother or child); 

2.  placement of a child for adoption or foster care;  
3.  caring for a spouse, child, or parent with a serious health condition (sick leave 

may be used) with written doctor certification. Also included are individuals who 
stood in loco parentis to the employee when the employee was a child and to 
children to which the employee stands in loco parentis;  

4.  the serious health condition of the employee (sick leave may be used) with written 
doctor certification; or 

5.  26 weeks for Military Caregiver Leave. 
C. A serious health condition is defined as inpatient care at a hospital, hospice, or residential 

medical care facility, or continuing care by a doctor of medicine or osteopathy. The 
employee is required to produce a doctor's certification of these serious health conditions. 

D. The most common serious health conditions that qualify for FMLA leave are: 
1.  conditions requiring an overnight stay in a hospital or other medical care facility; 
2.  conditions that incapacitate the employee or their family member (i.e. unable to 

work or attend school) for more than three (3) consecutive days and have ongoing 
medical treatment (either multiple appointments with a health care provider, or a 
single appointment and follow-up care such as prescription medication); 

3.  chronic conditions that cause occasional periods when an employee or their 
family member is incapacitated and requires treatment by a health care provider at 
least twice a year; or 

4.  pregnancy (including prenatal medical appointments, incapacity due to morning 
sickness, and medically required bed rest). 

E. The FMLA eligibility period will be calculated on a calendar-year basis. 
F. Employees who utilize leave under this law will return to their same job or a job with 

equivalent status and pay. In addition, the County will continue the employee's health 
benefits during the leave period (12 weeks) at the same level and conditions as if the 
employee had continued to work. If the employee chooses not to return to work for 
reasons other than a continued serious health condition, the County may recover from the 
employee the premium that the County paid for the employee's health coverage. The 
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employee may continue the group family coverage by paying the premium to Human 
Resources by the first day of the month prior to the month for which payment is being 
made. 

G. Under the act, an employee may take the twelve weeks of leave intermittently (take a day 
periodically when needed) or use the leave to reduce the workweek or workday, resulting 
in a reduced hour schedule. The Department Director and/or their designee and the 
employee must agree on these variations if the employee is taking leave for the birth, 
adoption, or foster care of a child. However for leave relating to a serious health 
condition, the employee will be allowed to take intermittent leave or work a reduced 
schedule. 

H. Employees will be required to deplete their earned vacation, sick leave, floating holiday, 
and comp time during FMLA before going on unpaid leave. If employees have accrued 
paid leave for less than twelve weeks, they may take the rest as unpaid leave to 
supplement the paid leave (sick leave shall be utilized for the actual illness or disability 
based on the doctor’s certification). Paid leave used for FMLA purposes is counted 
toward the 12 weeks of leave. 

I.    When an employee plans to utilize leave under this law, the employee is required to 
provide the supervisor with a thirty-days notice or, if this is not possible, as much notice 
as is practical. An individual undergoing planned medical treatment is required to make a 
reasonable effort to schedule the treatment to minimize disruptions to the County's 
operations. It is the responsibility of the employee’s supervisor to begin the process of 
placing the employee on leave. When the supervisor becomes aware of the employee’s 
reason for absence is a serious medical condition of the employee or the employee’s 
spouse, child, or parent, the following should occur: 

1.  the supervisor will immediately notify the Department Director and/or their 
designee; 

2.  the Department Director and/or their designee will notify Human Resources 
which will begin the process of determining whether the absence qualifies as 
FMLA; 

3.  if the employee qualifies for FMLA, Human Resources will inform the employee, 
the Department Director and/or their designee, and the Finance Department of the 
effective date of the leave. 

J.    An employee who is approved for FMLA for a personal illness or injury will not be 
permitted to return to work without a Fitness for Duty Certification and Notice of Intent 
to Return to Work Form completed by their physician.   

K. An employee who does not return to work within three working days after their FMLA 
expires will be considered to have resigned his/her position. Special consideration may be 
given for additional leave beyond the twelve weeks and authorized by the Human 
Resources Director. Authorization will be dependent upon the employee’s leave balance 
and the current needs of the department. 

L. Employees who are out of work under the provisions of the Family Medical Leave Act 
(FMLA), workers compensation, or leave-without-pay for sick leave purposes are 
prohibited from engaging in any outside employment during the period of leave.   
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7.2    ADA Leave  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. There may be times when, after exhausting FMLA if applicable, and employee may need 

an additional leave of absence while recovering from a qualified disability. Under the 
Americans with Disabilities Act, additional leave be granted as an accommodation if 
deemed reasonable. Employees in this situation should contact Human Resources to see 
if this option is applicable. 

C. Pregnancy, miscarriage, childbirth and recovery will be considered by the County as 
temporary physical disabilities under the County's leave program. Employees who are 
pregnant will not be required to discontinue work except at such time as is specified by 
their personal physicians.  

 
 
7.3    Civil Leave 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Witness Leave 

Leave with pay is provided to full-time and part-time benefited employees when serving 
on a jury or when subpoenaed as a witness. It is the responsibility of the employee to 
inform the supervisor when the duty is scheduled and the expected duration.   

C. Jury Duty Leave   
1.  Employees required to attend jury duty must provide their supervisors with 

pertinent information regarding their calls, including the date for reporting and the 
court of jurisdiction.   

2.  Time spent serving on jury duty during regularly scheduled work shall be with 
pay and without charge to accrued leave. Employees are expected to return to 
work if released from jury duty to the end of the scheduled workday, unless 
impractical and excused from returning to work by your supervisor.   

3.  Employees are entitled to fees received from jury duty. If jury duty occurs on a 
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scheduled day off, the employee is not entitled to additional time off. Time spent 
on jury duty is not included in total hours worked per week for overtime purposes. 

4.  The County Manager will not seek to have employees excused from jury duty 
unless their job duties cannot be temporarily delegated to someone else and their 
absence would adversely affect the services rendered.  The decision to ask that the 
employee be excused from jury duty for work related reasons will be based on a 
written request from the Department Director and/or their designee and will be 
approved by the County Manager. Requests for excuses will then be forwarded to 
the appropriate court for its approval.  

D. Job-Related Civil Leave 
1.  When an employee attends court in connection with official duties, no leave is 

required.   
2.  Fees received as a witness while serving in an official capacity shall be turned in 

to the Finance Department. If court is on a day that would normally be an off day, 
the time is to be considered as working time and included in the total hours 
worked per week. 

E. Court Attendance 
When an employee is subpoenaed or directed by proper authority to appear as a witness, 
civil leave with pay shall be granted. Any fees received shall be retained. An employee 
who is a party (plaintiff or defendant) in a court procedure is not considered a witness and 
therefore, the appropriate accrued leave must be used for the purpose of attending court.  

 
 
7.4    Military Leave  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County complies with the provisions of the Uniformed Services Employment and 

Re-employment Rights Act (USERRA) of 1994, which protects employees in the U.S. 
Military including the Armed Forces and Reserve Components (Army, Navy, Air Force, 
Marine Corps, Coast Guard, Army National Guard, and Air National Guard). No 
employee of the County or applicant for County employment shall be discriminated 
against because of their membership, application for membership, performance of 
service, application for service or obligation for service in the Uniformed Services. 

C. Full-time and part-time benefited employees will be eligible for eighty (80) hours of paid 
leave each calendar year to fulfill military active duty training. Leave will be pro-rated 
for part-time benefited employees. If additional military leave is needed, the employee 
may elect to use accrued vacation leave, sick leave and other types of accrued leave or be 
placed on leave without pay. Employees on military leave are not required to take 

https://www.dol.gov/agencies/vets/programs/userra
https://www.dol.gov/agencies/vets/programs/userra
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accumulated leave credits before being placed in a leave without pay status. Employees 
may continue their dependent health insurance by paying the employee premium for such 
coverage. 

D. Employees must provide notice that they intend to leave employment in order to perform 
military service. Although not required by USERRA, it is recommended that an 
employee provide 30-days notice prior to departure for uniformed service when it is 
feasible to do so.  If the employee is covered under the health plan, the employee will be 
entitled to elect continuing coverage for himself/herself and dependents for a period of 24 
months. 

E. Employees who take extended leave or leave County employment for active duty military 
service may be reinstated to the same position or one of like status in accordance with the 
time limits set by USERRA. In order to qualify for reinstatement, the former employee 
must be discharged or separated under honorable conditions. Employees who seek 
reinstatement after active duty military service will be subject to any disciplinary actions 
that were pending prior to their departure for military service. 

F. Employees who are called for “active duty” have re-employment rights if they: 
1. give advance notice either verbally or in writing; 
2. are absent for five (5) years or less; 
3. separate from military service under honorable conditions; and 
4. report for re-employment in a timely manner as defined under USERRA. 

G. To be eligible for protection under USERRA, the service member must report back to 
work or apply for re-employment within the following guidelines: 

1.  for one (1) to thirt (30) days of service, report to work no later than the beginning 
of the first full regularly scheduled work period on the first full calendar day after 
safe travel and eight (8) hours of rest; 

2.  for thirty one (31) to one hundred eighty (180) days of service, apply within 
fourteen (14) days after completion of service; 

3.  for one hundred eight one (181) or more days of service, apply within ninety (90) 
days after completion of service.  

H. If the period of service exceeds thirty (30) days, the employee must submit an application 
for re-employment and provide documentation to establish that: 

1.  the re-employment application is timely; 
2.  the employee has not exceeded the total time limit of five (5) years of military 

service; and  
3.  the employee’s separation from service was not under any other than honorable 

conditions. 
I.    The County will re-employ employees meeting the above criteria in the same position or 

one of like status with the same seniority rights, status, benefits, and pay rate had they not 
been on military leave. When the employee is considered to be separated from 
employment rather than on a leave of absence and meets the criteria for re-employment 
rights, the employee will be deemed to have been on furlough or an unpaid military leave 
of absence and employee benefits will be reinstated as follows: 

1.  health insurance coverage will be effective with no waiting period or pre-existing 
conditions; 

2.  service credits in the Local Government Retirement System and 401K 
Supplemental Retirement will include benefits that would have accrued during 
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military service; 
3.  accrual rate for vacation leave will be treated as if there was no break in service; 
4.  any unused accrued sick leave will be included in available balance; and  
5.  service awards and any other types of longevity benefits will be awarded as if 

there was no break in service. 
J.    In addition, USERRA gives employees who have served in the military limited protection 

from termination for a period following their return to work except for just cause. These 
stipulations include: 

1.  if the employee was away for more than thirty (30) days but less than one hundred 
eighty one (181) days, they cannot be terminated for eighty (80) days after the 
date of re-employment except for just cause; 

2.  if the employee was away for more than one hundred eighty (180) days, they 
cannot be terminated from employment for a period of one (1) year after the date 
of re-employment except for just cause. 

 
 
7.5    Service Member Family Leave  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The National Defense Authorization Act was signed into law January 28, 2008.  Section 

585(a) of the NDAA amended the FMLA to provide eligible employees working for 
covered employers two important new leave rights related to military service: 

1.  Qualifying Exigency Leave 
Eligible employees are entitled to up to twelve (12) weeks of leave because of 
“any qualifying exigency” arising out of the fact that the spouse, son, daughter, or 
parent of the employee is on active duty or has been notified of an impending call 
to active duty status in the Armed Forces.  

2.  Military Caregiver Leave  
An eligible employee who is the spouse, son, daughter, parent or next of kin of a 
covered service member or veteran who is recovering from a serious illness or 
injury sustained in the line of duty or was aggravated while on active duty is 
entitled to twenty-six (26) weeks of leave in a single twelve month period to care 
for the service member/veteran. The military caregiver leave is available during 
“a single twelve-month period” during which an eligible employee is entitled to a 
combined total of 26 weeks of all types of FMLA leave.  

 
 

https://www.congress.gov/bill/116th-congress/house-bill/2500
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7.6    Funeral Leave  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. When death occurs to a member of an employee's immediate family, the employee shall 

be granted necessary time off for the purpose of attending the funeral. The employee may 
use accumulated sick leave (maximum 5 days). If an employee has no sick leave accrued, 
the employee must use accrued non-exempt comp and floating holiday time before 
utilizing vacation leave. 

C. Funeral leave will be granted for: 
1.  members of an employee's immediate family; limited to the employee's spouse, 

children, parents, brothers, sisters, grandparents, grandchildren, individuals who 
stood in loco parentis to the employee when the employee was a child and a child 
in which the employee stands in loco parentis. Also included are the step, half, 
and in-law relationships. 

D. The Department Director and/or their designee or supervisor may require reasonable 
proof of the employee's eligibility, including a copy or the obituary notice and/or proof of 
his/her relationship to the deceased. 

E. Funeral leave will not be granted for any day that the employee is not scheduled to work. 
F. Whenever feasible, the employee should give prior notification to his/her supervisor in 

order to allow for necessary adjustment of work schedules to cover for his/her absence. 
G. With the approval of the Human Resources Director, additional sick time may be granted 

for a death in the immediate family.  
 

 
7.7    Shared Leave 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The purpose of this policy is to provide employees an opportunity to assist fellow 

employees affected by a catastrophic illness that requires absences from work for a 
prolonged period of time. Some prolonged medical conditions cause employees to 
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exhaust all available leave and as a result, be placed on leave without pay status. It is 
recognized that employees who are faced with this situation could be without income at a 
critical time in their work life. The Shared Leave Program allows fellow employees to 
donate some of their earned annual leave to help provide assistance to employees in need. 

C. Definitions 
1.  Recipient: the employee who receives the donated leave.   
2.  Donor: employee who donates leave.   
3.  Prolonged Medical Condition: a medical condition that requires the employee’s 

absence from work for a minimum of twenty (20) consecutive workdays. Only the 
recipient’s medical condition qualifies the employee to participate, not spouse, 
children, or other relatives. 

4.  Catastrophic Illness: a life threatening medical condition. 
D. Qualified Leave  

1.  An employee may donate only vacation leave to an employee who has requested 
and been approved to receive shared leave because of the employee’s own 
medical condition that will require absence from work for a prolonged period of 
time.   

2.  Sick leave may be transferred between two employees who are husband and wife 
on a specific designation basis.  

3.  The minimum donation will be four (4) hours of vacation and a maximum 
donation of up to an amount that would not drop the donor’s vacation balance 
below eighty (80) hours.   

4.  An employee may not intimidate, threaten, coerce, or attempt to intimidate, 
threaten or coerce any other employee for the purpose of interfering with any 
right which such employee may have with respect to donating, receiving, or using 
leave under this program. Such action shall be grounds for disciplinary action up 
to and including dismissal on the basis of personal conduct in accordance with 
policy 10.4 Employee Discipline.  

E. Eligibility 
1. In order to receive voluntary shared leave, an employee must meet the following 

   standards: 
a) must be a regular full-time or part-time benefited employee with two (2) 

years of consecutive service with the County; 
b) have a catastrophic illness that requires the employee’s absence for at least 

twenty (20) consecutive workdays; 
c) complete a request to receive voluntary shared leave and be approved; 
d) produce medical evidence from the treating physician documenting the 

need for leave and the period of absence (FMLA Certification); 
e) all applicable leave balances must be near exhaustion including vacation, 

sick, personal, floating holiday and comp time; 
f) must have received a satisfactory employee performance appraisal at 

his/her last evaluation and performance has continued to be satisfactory; 
g) must have responsibly managed earned leave during past years of service. 

F. There is no guarantee that one who qualifies for shared leave will receive any leave.  
There must be a balance of leave in the “Shared Leave Bank” or designated leave must be 
given by donors.  
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G. Employees on workers compensation or short-term disability are not eligible. Pregnancy, 
elective surgery, and short-term or sporadic conditions or illnesses do not qualify as a 
covered medical condition. 

H. Application Procedure 
1.  A prospective recipient must request leave through the “Shared Leave Program” 

in writing by completing the Shared Leave Request Form with the physician’s 
medical certification of the need for leave and the period of absence.   

2.  The employee may sign a release in order to inform the other departments and 
employees of the need for leave.   

3.  The request for leave must be reviewed and approved by the Department Director 
and/or their designee, the Human Resources Director, and the County Manager.   

4.  The prospective recipient must have responsibly managed his/her earned leave 
during the past two years and must have received a satisfactory performance 
appraisal.   

5.  An employee may not file a grievance/appeal if his/her request to receive 
donations is denied.  

I.    Once a Shared Leave Request Form has been approved, Human Resources will advise 
County employees about the request, releasing only the information authorized by the 
employee including name and medical condition. 

J.    The maximum amount of shared leave a recipient may receive is twelve (12) weeks based 
on the employee’s normal workweek. Extension can be made to a maximum of sixteen 
(16) weeks of shared leave with adequate justification and approval of the County 
Manager. Shared Leave and FMLA leave run concurrently. Shared Leave is not intended 
to extend an employee’s twelve (12) weeks of FMLA eligibility. Transfer of leave hours 
will be on a pro-rated basis according to the pay rate of the donor and recipient. Leave 
hours shall be credited to the recipient’s sick leave balance as needed and deducted from 
the donor’s leave account immediately.  

K. The donor must complete a Shared Leave Donation Form and submit it to Human 
Resources. All donations are confidential. Shared leave hours will be available to the 
employee after all of their paid leave accruals have been exhausted. While using 
voluntary shared leave, the employee continues to earn leave, holidays, and benefits 
under the County’s health insurance plan. Any donated leave is taxable to the recipient.  
The dollar amount of donated leave taken will be added to the recipient’s W-2 as income. 

L. Shared Leave Bank 
1.  A “Shared Leave Bank” will be established for use in this program. Leave in this 

bank will be used to carry out the Shared Leave Program and accepted based on a 
current employee’s need. Any donated leave that is not used by the recipient will 
remain in the “bank” for future use by employees in need. Donated leave will not 
be accepted into the “bank” when there is no current employee need.      

2.  Transfers of vacation leave into the “Shared Leave Bank” will be deposited based 
upon the donor’s rate of pay and withdrawn and transferred based upon the 
recipient’s rate of pay. 

M. Human Resources shall establish a system of leave accountability which provides a clear 
and accurate record for financial and management audit purposes. The record will 
account for leave donations and recipient use. Donations are voluntary and direct 
solicitation of employees is not permitted. Leave donated will be credited to the 
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recipient’s sick leave balance as needed and deducted from the donor’s vacation leave 
immediately. Once leave is donated, it cannot be returned to the donor.   

N. Leave donated shall be: 
1.  kept confidential. Only individual employees may reveal their donation or receipt 

of leave, and 
2.  credited to the recipient’s sick leave account for use on a current basis. 

O. Any shared leave not used by the designated recipient will be transferred to the “Shared 
Leave Bank”. If the recipient separates from employment due to resignation, death, or 
retirement, participation in the program ends.   

P. Certificates of Appreciation will be sent to each donor with the number of hours donated 
to the “Shared Leave Program.” 

 
 
7.8    Paid Administrative Leave 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. An employee may be placed on administrative leave with pay only: 

1.  to investigate allegations or conduct deficiencies that would constitute just cause 
for disciplinary action; 

2.  to provide time within which to schedule and conduct a pre-disciplinary 
conference;  

3.  to avoid disruption of the workplace and/or to protect the safety of persons or 
property; including but not limited to the receipt of a physical or psychological 
fitness for duty examination. 

C. The Human Resources Director or the County Manager must approve a request for an 
employee to be placed on paid administrative leave.   

D. A paid administrative leave may last no more than thirty (30) calendar days without prior 
approval of extension from the County Manager.  If no action has been taken by the end 
of the thirty (30) day period and no further extension has been approved, the Department 
Director and/or their designee must either take appropriate disciplinary action on the 
basis of the findings upon investigation or return the employee to active status.   

E. Under no circumstance is it permissible to use paid administrative leave for the purpose 
of delaying an administrative decision on an employee’s work status pending the 
resolution of a civil or criminal court matter involving the employee. 

F. Investigatory suspension with pay is not eligible for a grievance or appeal because this 
type of suspension is not punitive for the employee. 
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7.9    Payment While on Approved Leave  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The following rules shall apply to an employee who is on an approved leave of absence: 

1.  except for leave resulting from an approved workers compensation injury or call 
to active military service, an employee must use comp time and them any accrued 
vacation and floating holiday time prior to being placed on approved leave 
without pay status. For leave related to illness, all accrued sick leave must be used 
first, then comp time, then vacation time and floating holiday time prior to 
beginning leave without pay. 

2.  Accrual of vacation and sick leave while on approved leave without pay will be 
pro-rated based upon the number of hours worked and/or paid leave used during 
the pay period. 

3.  Failure to return from approved leave after its expiration date shall be considered 
a “voluntary resignation”.   

4.  If an employee who is on approved leave without pay decides to terminate 
employment, a letter of resignation is requested. 

5.  While on approved leave without pay, the employee may continue coverage under 
the County's health insurance program by paying the full premium cost plus any 
administrative fees. 

6.  Retirement will stay intact until employees exercise their option to withdraw their 
funds or return to the job. Employees must terminate their positions before they 
are eligible to withdraw retirement funds. 

7.  In certain situations, an employee may run out of available leave balances while 
on an approved leave. In these situations, the employee should speak with Human 
Resources to discuss eligibility for shared leave if applicable. If no leave payment 
is available, the employee may go into an approved dock-pay status through the 
remainder of the leave of absence,  

8.  The length of the leave will be determined by the circumstances surrounding the 
situation and each case will be considered on its own merit. However leave 
without pay normally shall not exceed six (6) months.   
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7.10  Health Insurance Payments While on Leave 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Employees on leave of absence other than Family and Medical Leave may continue their 

health care benefits by paying the premium to Human Resources. The employee may 
continue the group coverage by paying the individual premium as well as the dependent 
coverage, if applicable. Payments must be submitted to Human Resources by the first day 
of the month for which payment is being made. 

C. If employees wish to avoid any delay of coverage for the health insurance, they may 
exercise their option to pay the premium in advance. Questions and all the information 
required to continue insurance coverage will be provided by Human Resources. 

 
 
7.11  Returning from Leave 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Any employee returning from a leave related to any type of medical injury or condition 

will be required to submit certification from their physician authorizing them to return to 
work, with or without restrictions. The employee may not be able to report to their 
position unless the department has received clearance from Human Resources. 

C. There may be times where an employee wishes to return from leave, yet they are 
restricted from performing some of their assigned duties. Modifications to the duties of 
an employee’s position may be considered as follows: 

1. Returning from a Work-Related Injury 
a) Light duty is only available for employees on workers compensation who 

have suffered a work-related injury. Light-duty assignments are not 
guaranteed. These assignments are subject to availability depending upon 
the needs of the department and the restrictions of the employee. Light 
duty is defined as temporary work assignments within the worker’s 
physical abilities, knowledge, and skills which allow the employee to 
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return to work performing different duties until the employee is able to 
return to his/her original position. Light duty assignments are temporary 
assignments only; they are not vacant or permanent positions under any 
circumstances. Employees who need to request a light-duty assignment 
shall contact the Risk Manager. 

b) If at any point an employee is medically determined to have sustained 
permanent restrictions as a result of a work-related injury, the County will 
review the employee’s situation with the workers compensation insurance 
company separately to determine the appropriate steps to be taken, if any. 

2. Returning From a Medical or ADA Leave 
a) Employees returning from Medical or ADA leave must provide a return to 

work certification indicating if there are restrictions. 
b) Employees may be able to return to work from a medical or ADA leave 

with accommodations if restrictions are present and if the 
accommodations requested are deemed applicable and reasonable under 
the Americans with Disabilities Act (ADA). They must be able to perform 
the essential functions of their job with adjustments/modifications as to the 
methods or procedures of how the job is performed. Employees who need 
reasonable accommodations to return shall contact Human Resources.  

D. If at any point an employee is determined to be unable to return and perform the essential 
functions of their position, the County will review the employee’s situation separately to 
determine the appropriate steps to be taken under the Americans with Disabilities Act 
(ADA) if applicable. 

E. An employee may be dismissed when the employee and County are unable to reach 
agreement on a return to work arrangement that meets both the needs of the County and 
the employee’s condition when:  

1.  the employee remains unavailable for work after all applicable leave credits and 
leave benefits have been exhausted and the County does not grant leave without 
pay, if the employee is unable to return to all of the position’s essential duties as 
set forth in the employee’s job description or designated work schedule due to a 
medical condition or the vagueness of a medical prognosis; or 

2.  notwithstanding any unexhausted applicable leave credits and leave benefits, the 
employee is unable to return to all of the position’s essential duties as set forth in 
the employee’s job description or designated work schedule due to a court order, 
due to a loss of required credentials, due to a loss of other required certification, 
or due to other extenuating circumstances that renders the employee unable to 
perform the position’s essential duties as set forth in the employee’s job 
description or designated work schedule; or 

3.  notwithstanding any unexhausted applicable leave credits and leave benefits, 
when an employee is on workers’ compensation leave of absence, and the 
employee is unable to return to all of the position’s essential duties as set forth in 
the employee’s job description or designated work schedule due to a medical 
condition or the vagueness of a medical prognosis, a dismissal may occur on the 
earliest of the following dates:  

a) after the employee has reached maximum medical improvement for the 
work-related injury for which the employee is on workers’ compensation 
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leave of absence and the County is unable to accommodate the employee’s 
permanent work restrictions related to such injury; or 

b) twelve (12) months after the date of the employee’s work-related injury. 
 

 
 
7.12  Requesting an ADA Accommodation 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Employees are expected to perform all essential functions of their assigned position, with 

or without reasonable accommodations. 
C. Employees with disabilties may contact Human Resources if they wish to request a 

reasonable accommodation.  
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Section 8 –  Personnel Records 
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8.1    Employee Data Changes  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. If employees have a change of address, telephone number, marital status, or change in 

number of dependents, they can make these changes through Munis Employee Self-
Service (ESS). 

C. A change in marital status or number of dependents may require the employee to 
complete new federal and state withholding forms so that the appropriate amount of tax 
will be withheld from that employee’s paycheck. 

D. Any change in name requires the employee to secure a new social security card and 
driver’s licensce and to present it to Human Resources. 

 
 
8.2    Privacy of Personnel File Information 
  

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The official employee personnel files are maintained in Human Resources and are 

considered confidential in accordance with the requirements of North Carolina G.S. 
153A-98. It is the policy of the County not to release personal and/or confidential 
information without prior written consent from the employee unless otherwise directed 
by law. Personnel files are to be reviewed in Human Resources and are not to be taken 
outside of Human Resources. An employee of Human Resources shall be present while 
the file is being reviewed. 

C. Requests for information on current or former employees should be directed to Human 
Resources for response.  Human Resources will provide the requesting party information 
considered as public information according to the N.C. General Statutes 153A-98 
including dates of employment, job title, department, and salary. Requests from a 
prospective employer for information regarding whether a former employee is 
recommended for rehire must be accompanied by a signed release form from the former 
employee. 

https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_153A/GS_153A-98.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_153A/GS_153A-98.pdf
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D. As required by North Carolina G.S. 153A-98, any person may have access to the 
information listed below for the purpose of inspection, examination, and copying, during 
regular business hours, subject only to such rules and regulations for the safekeeping of 
public records as the Board of County Commissioners may have adopted. The following 
information with respect to each County employee (including former County employees) 
is a matter of public record: 

1.  name; 
2.  age; 
3.  date of original employment or appointment to County service; 
4.  the terms of any contract by which the employee is employed whether written or 

oral, past and current, to the extent that the County has the written contract or a 
record of the oral contract in its possession; 

5.  current position; 
6.  title; 
7.  current salary; 
8.  date and amount of each increase or decrease in salary with the County; 
9.  date and type of each promotion, demotion, transfer, suspension, separation or 

other change in position classification with the County; 
10.  date and general description of the reasons for each promotion with the County; 
11.  date and type of each dismissal, suspension, or demotion for disciplinary reasons 

taken by the County.  If the disciplinary action was a dismissal, a copy of the 
written notice of the final decision of the County setting forth the specific acts or 
omissions that are the basis for the dismissal; and 

12.  the office to which the employee is currently assigned. 
E. All information contained in a County employee’s personnel file, other than the public 

information as listed above, is confidential and shall be open to inspection only in the 
following instances: 

1.  the employee may examine all portions of his personnel file except (1) letters of 
reference solicited prior to employment, and (2) information concerning a medical 
disability, mental or physical, that a prudent physician would not divulge to his 
patient. A licensed physician designated in writing by the employee may examine 
the employee’s medical record; 

2.  a County employee having supervisory authority over the employee may examine 
all material in the employee’s personnel file; 

3.  by order of a court of competent jurisdiction; 
4.  an official of an agency of the state or federal government, or any political 

subdivision, may inspect any portion of a personnel file when such inspection is 
deemed by the Human Resources Director or his/her designee to be necessary and 
essential to the pursuance of a proper function of the inspecting agency; 

5.  an employee may sign a written release, to be placed with his/her personnel file, 
that permits the Human Resources Director or his/her designee to provide, either 
in person, by telephone, or by mail, information not designated as public record 
and specified in the release to prospective employers, educational institutions, or 
other persons specified in the release; or 

6.  The County Manager, with concurrence of the Board of County Commissioners, 
may inform any person of the employment or non-employment, promotion, 
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demotion, suspension or other disciplinary action, reinstatement, transfer, or 
termination of a County employee and the reasons for that personnel action.  
Before releasing the information, the County Manager or Board of Commissioner 
shall determine in writing that the release is essential to maintaining public 
confidence in the administration of County services or to maintaining the level 
and quality of County services. This written determination shall be retained by the 
Clerk to the Board, is a record available for public inspection, and shall become 
part of the employee’s personnel file. 

 
 
8.3    Objection to Documents in Personnel File 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Materials in the employee’s personnel file may not be removed with the exception of 

payroll deduction forms, benefit forms, or other administrative documents which are 
superseded or obsolete and no longer have any administrative value. Information retained 
in employee personnel files complies with the North Carolina Department of Cultural 
Resources’ Records Retention and Disposition Schedule in accordance with the 
provisions of Chapter 121 and 132 of the North Carolina General Statutes. 

C. Disciplinary actions may not be removed and are considered as permanent documents in 
the employee’s personnel file. An employee who objects to materials in his/her personnel 
file that he/she may feel is misleading or inaccurate may place a statement related to the 
materials in the file. 

  

https://archives.ncdcr.gov/government/retention-schedules
https://archives.ncdcr.gov/government/retention-schedules
https://www.ncleg.gov/Laws/GeneralStatuteSections/Chapter121
https://www.ncleg.gov/Laws/GeneralStatuteSections/Chapter132
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Section 9 - Employee Performance 
Expectations 
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9.1    Attendance 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Established Departmental Operating Hours 

It is the policy of the County to establish normal departmental operating hours. This is the 
only way citizens can be assured access to all County services. With the exception of 
twenty-four (24) hour operations and those departments which are open on weekends and 
holidays, the normal office hours are from 8:00 a.m. to 5:00 p.m. Where the activities of 
a particular department permit other schedules, the Department Director and/or their 
designee may request and have approved by the County Manager, deviations from the 
norm. 

C. Established Employee Working Schedules  
1.  Every employee, both non-exempt and exempt, shall have an established working 

schedule based on departmental needs as determined by the Department Director.  
2.  The normal workday for all full-time employees shall consist of eight (8) working 

hours plus a meal period. The normal workweek for full-time employees shall 
consist of forty (40) hours. 

3.  Employees are expected to adhere to their established working schedule and 
understand that unscheduled absences are detrimental to County operations and 
diminsh the level of service provided to the citizens of the County.  

4.  The Department Director and/or their designee may, at their sole discretion, allow 
an employee to deviate from their established working schedule. However no 
employee shall make these requests on a regular basis. For example, employees 
do not have an automatic right to come to work early and leave early, to work 
through an established meal period and leave work early, or to leave early and 
then complete work from home without the approval of the Department Director 
and/or their designee. 

5.  It shall be at the sole discretion of the Department Director and/or their designee 
to approve a request to make up time, and this should not be requested by an 
employee on a regular basis.  

6. Employees are required to obtain prior approval from their Department Director 
and/or their designee prior to working overtime.  

D. Meal Periods and Breaks 
1.  Meal Periods 

a) The normal meal period for full-time employees is usually one (1) hour 
but may vary from department to department. The length of meal periods 
for full-time employees should be at least thirty (30) minutes and should 
occur approximately half-way through the employee’s workday. The time 
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and length of meal periods is at the sole discretion of the Department 
Director and/or their designee and shall be based on the needs of the 
department.  

b) Employees are to be fully relieved of duty during the meal period.  
2. Breaks 

a) When the workload permits, the County allows for two ten (10) minute work 
breaks daily. The work break is not an employee right under State law. 

b) Breaks are considered as time worked.  
c) Break time may not be accumulated.   
d) Pay will not be made in lieu of break periods.   

E. Assigned Working Locations 
1.  A Department Director and/or their designee may assign employees to work at 

any location depending upon the needs of the department. This shall include 
changing of assigned office space(s) or reporting location(s). 

2.  Remote Work 
a) No employee at the County is authorized to have remote working 

schedules (either full-time or part-time) on an on-going basis without the 
approval of the County Manager; or unless approved as an 
accommodation or leave of absence. 

b) A Department Director and/or their designee may, at their sole discretion,  
authorize an employee to work remotely for a period of no more than five 
(5) working days for extenuating circumstances without the approval of 
the County Manager. Some examples of extenuating circumstances 
include, but but are not limited to: 

1) sudden illness of an immediate family member where an employee 
may be home for the day, yet otherwise available to perform work; 

2) a personal emergency such as transportation issues where an 
employee is stranded at home, yet otherwise available to work; 

3) a personal reason that otherwise cannot be accomplished during 
normal working hours (for example: while waiting for a home 
utility repair); 

4) a purpose deemed necessary to continue County operations such as 
authorizing key personnel to work from home during an inclement 
weather closure. 

c) It is understood that certain positions at the County do not allow for the 
employee to work remotely due to the nature of their job responsibilites. 
For example, an employee assigned to greet and process clients at a help 
desk would not be able to complete those duties remotely. Therefore there 
are certain positions whereby requests to work remotely, even for short 
periods of time, may be declined. 

F. Requesting Time Off 
1.  A Department Director and/or their designee is authorized to develop internal 

procedures for requesting time off of work and reporting absences.  
2.  Depending upon departmental operations, staff workloads, and staff availability at 

certain times of the year, a Department Director and/or their designee may deny 
leave requests in order to maintain adequate staffing, departmental operations, and 
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continuity of County services. 
3.  Employees are responsible for following their departmental procedures for 

requesting time off and recording absences. Requests for time off must be 
requested as far in advance as possible consistent with County and departmental 
policies and applicable law. It is the employee’s responsibility to request leave, 
submit appropriate documentation, and verify the request has been approved. 

G. Unscheduled Absences  
1.  Unscheduled absences are defined as failure to report to work on a scheduled 

workday, or not working the entire workday due to tardiness or leaving early, 
without a written and approved time off request or without an approved leave of 
absence. 

2.  Unscheduled absences due to a sudden illness require the use of sick time (unless 
the employee is on an approved leave of absence) in accordance with 6.3 Sick 
Time. Employees may not use vacation or compensatory time for this purpose. 

3.  Unscheduled absences for personal emergencies: 
a) shall only be paid when unscheduled absences are not excessive and only 

with approval of the Department Director and/or their designee. If 
payment is approved, the employee shall use time in the following order: 

1) compensatory time; then 
2) floating holiday; then 
3) vacation time.  

b) Sick time shall not be used for personal emergencies.  
4.  With the approval of the Human Resources Director, employees may be 

disciplined and have their pay docked for unscheduled absences (even when leave 
time is available and even when a doctor’s note is provided) whenever such 
absences become excessive. Excessive absenteeism includes but is not limited to: 

a) any unscheduled absence (regardless of number) that causes a disruption 
to departmental operations; 

b) frequent unscheduled absencess due to sudden illness without an approved 
leave of absence; 

c) frequent unscheduled absences for personal emergencies; 
d) unscheduled absences the day before or after a scheduled holiday, 

vacation, or personal day; 
e) unscheduled absences on a desirable day off, a specific day of the week,  a 

weekend, or while on-call; 
f) unscheduled absences on a specific or unique workday, including in order 

to avoid an assignment or training; 
g) unscheduled absences on a day that was previously requested off and 

denied; 
h) unscheduled absences after a disagreement with a supervisor, co-worker, 

disciplinary action, or any other disagreeable action or situation; 
i) depletion of available leave balances. Employees are expected to maintain 

adequate leave balances to cover any unplanned absences that may occur; 
or  

j) frequent tardiness to work or returning from meal periods/breaks. 
H. Position Abandonment  
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An employees who is absent for three (3) consecutive days without notification will be 
deemed to have voluntarily resigned their position because they are unavailable for 
continued employment and will be terminated accordingly. 

 
 

 
9.2    Respectful Workplace   
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of The County to maintain a professional and respectful work and public 

service environment. The County will not tolerate disrespectful behavior by or towards 
any employee or other individual. This policy provides for fostering a workplace which 
values diversity, personal dignity, courteous conduct, mutual respect, fairness and 
equality, and positive communication between people. 

C. Disrespectful behavior, includes but is not limited to offensive and inappropriate remarks, 
gestures, material and behavior, grouping or isolating, yelling, belittling, aggressive or 
patronizing behavior, bullying, embarrassing or humiliating behavior, covert behavior 
such as undermining or underhandedness.  

D. Disrespectful behavior related to a protected status shall be addressed through policy 9.3    
Reporting Discrimination, Harassment, and Retaliation.   

E. Supervisors and managers are responsible to immediately act upon any situation 
involving disrespectful behavior and will manage the situation towards a resolution 
between the parties if possible, with a view to correcting behavior and preserving long-
term working relationships. .   

F. Any employee found to have acted in violation of this policy shall be subject to 
disciplinary action up to and including dismissal in accordance with policy 10.4   
Employee Discipline.  
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9.3    Reporting Discrimination, Harassment, and Retaliation 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of the County to ensure equal employment opportunity without 

discrimination or harassment on the basis of race, color, religion, sex, sexual orientation, 
gender identity or expression, age, disability, marital status, citizenship, national 
origin, genetic information, political affiliation, veteran status or any other characteristic 
protected by law. The County prohibits any such discrimination or harassment.  

C. The County encourages reporting of all perceived incidents of discrimination or 
harassment. It is the policy of The County to promptly and thoroughly investigate such 
reports. The County prohibits retaliation against any individual who reports 
discrimination or harassment or participates in an investigation of such reports. 

D. Any employee who receives a complaint or witnesses an act of harassment has a 
responsibility to convey that complaint or incident to their supervisor, Department 
Director and/or their designee, or the Human Resources Director within one (1) business 
day regardless of the alleged victim’s desire that the matter not be reported.   

E. Any employee who is found to have harassed another employee, to have failed to report 
an observed or reported act of harassment, or to have engaged in retaliation against an 
employee who has made a complaint of harassment or who has participated in an 
investigation of a complaint of harassment shall be subject to disciplinary action; up to 
and including dismissal in accordance with policy 10.4 Employee Discipline.  

F. The County recognizes that false accusations of harassment and sexual harassment can 
have a devastating effect on innocent employees.  Individuals falsely accusing another of 
harassment or sexual harassment will be disciplined in accordance with the nature and 
extent of the false accusation and policy 10.4 Employee Discipline. 

G. Types of Harassment 
1. Sexual Harassment 

a) Sexual harassment constitutes discrimination and is illegal under federal, 
state and local laws. For the purposes of this policy, “sexual harassment” 
is defined as unwelcome sexual advances, requests for sexual favors and 
other verbal or physical conduct of a sexual nature when, for example: 

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

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

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

b) Title VII of the Civil Rights Act of 1964 recognizes two types of sexual 
harassment:  

1) quid pro quo; and 
2) hostile work environment.  

c) Sexual harassment may include a range of subtle and not-so-subtle 
behaviors and may involve individuals of the same or different gender. 
Depending on the circumstances, these behaviors may include unwanted 
sexual advances or requests for sexual favors; sexual jokes and innuendo; 
verbal abuse of a sexual nature; commentary about an individual’s body, 
sexual prowess or sexual deficiencies; leering, whistling or touching; 
insulting or obscene comments or gestures; display in the workplace of 
sexually suggestive objects or pictures; and other physical, verbal or visual 
conduct of a sexual nature. 

2. Harassment 
a) Harassment on the basis of any other protected characteristic is also 

strictly prohibited. Under this policy, harassment is verbal, written or 
physical conduct that denigrates or shows hostility or aversion toward an 
individual because of his or her race, color, religion, sex, sexual 
orientation, gender identity or expression, national origin, age, disability, 
marital status, citizenship, genetic information, veterans status, political 
affiliation, or any other characteristic protected by law, or that of his or her 
relatives, friends or associates, and that:  

1) has the purpose or effect of creating an intimidating, hostile or 
offensive work environment; 

2) has the purpose or effect of unreasonably interfering with an 
individual’s work performance, or  

3) otherwise adversely affects an individual’s employment 
opportunities. 

b) Harassing conduct includes epithets, slurs or negative stereotyping; 
threatening, intimidating or hostile acts; shunning; denigrating jokes; and 
written or graphic material that denigrates or shows hostility or aversion 
toward an individual or group that is placed on walls or elsewhere on 
County property or circulated in the workplace, on County time or using 
County equipment by e-mail, phone (including voice messages), text 
messages, social networking sites or other means. 

c) These policies apply to all applicants and employees, whether related to 
conduct engaged in by fellow employees or by someone not directly 
connected to the County (e.g., an outside vendor, consultant or customer). 

d) Conduct prohibited by these policies is unacceptable in the workplace and 
in any work-related setting outside the workplace, such as during business 
trips, business meetings and business-related social events. 

3. Retaliation 
a) Retaliation is an adverse employment action against an individual because 

of the individual's good faith report of discrimination or harassment. This 
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includes, but is not limited to: threats of retaliation, dismissal, 
discrimination in compensation, or discrimination in conditions of 
employment that are as a result of the disclosure of such information. 

b) The County strictly prohibits any form of retaliatory action against 
employees who raise issues of discrimination or harassment (including 
sexual harassment) or ask questions, make reports, participate in an 
investigation, refuse to participate in suspected improper or wrongful 
activity, or exercise workplace rights protected by law.  

c) It is the policy of the County that employees be free of intimidation, 
harassment, or retaliation when reporting to public bodies about matters of 
public concern, including offering testimony to or testifying before 
appropriate legal panels. 

d) No Department Director and/or their designee, supervisor, or other 
managing body shall dismiss, threaten or otherwise discriminate against a 
County employee regarding the employee’s compensation, terms, 
conditions, location, or privileges of employment because the employee, 
or a person acting on behalf of the employee, reports or is about to report, 
verbally or in writing, any activity described above.   

e) No County employee shall retaliate against another County employee 
because the employee, or a person acting on behalf of the employee, 
reports or is about to report, verbally or in writing, any activity described 
above. 

f) Employees found to have participated in discrimination, harassment or 
retaliation will be subject to disciplinary action up to and including 
dismissal from employment in accordance with 10.4 Employee Discipline.  

H. Reporting Discrimination, Harassment and Retaliation 
1.  The County encourages reporting of all perceived incidents of discrimination, 

harassment or retaliation, regardless of the offender’s identity or position.  
2.  The County encourages the prompt reporting of complaints or concerns so that 

rapid and constructive action can be taken before relationships become irreparably 
strained. Therefore, while no fixed reporting period has been established, early 
reporting and intervention have proven to be the most effective method of 
resolving actual or perceived incidents of harassment. 

3.  In addition, employees who believe they are being subjected to such conduct are 
encouraged to promptly advise the offender that his or her behavior is unwelcome 
and to request that it be discontinued. Often this action alone will resolve the 
problem. The County recognizes, however that an individual may prefer to pursue 
the matter through complaint procedures. 

4.  Employees who wish to file a complaint of discrimination, harassment or 
retaliation shall refer to 11.6 Employee Grievance/Appeal Policy (Non-DSS and 
Health Department Employees) or 11.7 Employee Grievance/Appeal Policy (DSS 
and Health Department Employees). 
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9.4    Reporting Immoral, Unethical, and Illegal Activities including Violations of County 
Policies 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of the County to uphold, promote, and demand the highest standards of 

ethics from all employees and officials, whether elected or appointed. Accordingly, 
County employees should maintain the utmost standards of personal integrity, 
truthfulness, honesty, and fairness in carrying out their public duties; avoid any 
improprieties in their roles as public servants; and never use their County position or 
powers for improper personal gain.   

C. No employee shall use his/her position for unauthorized personal gain. Employees must 
not have any financial interest in, or receive any financial benefit from, any acquisition or 
expenditure related to County activities that interferes or conflicts with the full discharge 
of their duties. The basis of any possible conflict shall be disclosed to the involved 
employee’s supervisor by the employee before any benefit there from is received by the 
employee.  

D. The County prohibits dishonest acts, fraudulent activity and illegal activity, and 
encourages County employees to report verbally or in writing to their supervisor, 
Department Director and/or their designee, Human Resources Director, or other 
appropriate authority evidence of activity by a County department, County employee, 
appointed or elected official constituting: 

1. a violation of a County policy; 
2. a violation of a state or federal law, rule or regulation; 
3. fraud; 
4. misappropriation of County resources; 
5. substantial and specific danger to the public health and safety;  
6. gross mismanagement, gross waste of monies, or gross abuse of authority; or 
7. alleged safety or health hazards. 

E. Depending upon the allegation, the County Manager shall appoint the appropriate   
individual(s) to investigate the matter. 

F. The term “fraud” as used in this policy includes, but is not limited to, the following: 
1.  any dishonest or fraudulent act; 
2.  forgery or alteration of a check, bank draft, or any other financial document or 

account; 
3.  misappropriation of funds, securities, supplies, or other assets; 
4.  impropriety in the handling or reporting of money or financial transactions; 
5.  accepting or seeking anything of material value from vendors, contractors, or 

other persons providing services/materials to the County; 
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6.  intentional violation of laws, policies or regulations involving or regulating work 
performed; 

7.  using County funds to make unauthorized purchases; 
8.  authorizing or receiving compensation for hours not worked; 
9.  any similar or related inappropriate conduct. 

G. No Department Director and/or their designee, supervisor, or other managing body shall 
dismiss, threaten, or otherwise discriminate against a County employee regarding the 
employee’s compensation, terms, conditions, location, or privileges of employment 
because the employee has refused to carry out a directive which in fact constitutes a 
violation of a state or sederal law, rule, or regulation, constitutes a violation of a County 
policy, or poses a substantial and specific danger to the public health and safety.   

H. No County employee shall retaliate against another County employee because the 
employee has refused to carry out a directive which may constitute a violation of a state 
or federal law, rule, or regulation, a violation of a County policy, or poses a substantial 
danger to the public health and safety. 

I.    Employees, supervisors, and/or Department Director and/or their designees found to have 
participated in fraudulent activity or in wrongful termination in violation of public policy 
will be subject to disciplinary action up to and including dismissal from employment in 
accordance with 10.4 Employee Discipline and possible criminal prosecution or civil 
action as appropriate.  

 
 
9.5    Care of Supplies, Equipment and Property   
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the primary responsibility of each employee to ensure that County supplies, 

equipment, and property are used in the manner most beneficial and economical for the 
citizens of Rowan County. The protection of property of visitors and employees is a 
similar responsibility. 

C. County employees have an individual responsibility to avoid waste and take proper care 
of supplies, equipment, and property with which they work. Employees should realize 
that County supplies and equipment are expensive and often difficult to obtain. Another 
point to bear in mind is that the employee is also a taxpayer and therefore, ultimately 
pays the bill for supplies, equipment and property. 

D. The following policies apply to the care of supplies, equipment and property: 
1.  if employees are operating or using equipment which is defective or not 

functioning properly, they are responsible for reporting it to their supervisors; and 
2.  deliberately damaging or wasting County supplies or equipment, which includes 
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defacing County property in any manner is prohibited.  Such damage or waste is a 
serious violation and the offenders are subject to disciplinary action.   

E. Any employee, regardless of position, who knowingly and willfully utilizes or removes 
County or employee property without authorization is subject to immediate dismissal in 
accordance with 10.4 Employee Discipline. In cases of dismissal for theft, the County 
Manager may consider pursuing some form of litigation.  

F. County property, fixtures, furniture, and equipment are intended for use by employees in 
the performance of their job duties only. Use of County property, fixtures, furniture, or 
equipment for personal pursuits is prohibited.   

G. The County reserves the right to inspect packages carried off the premises by an 
employee.   

H. The County reserves the right to open for inspection any of its’ property. At least three 
persons, including the Department Director and/or their designee, and the employee who 
might be affected, should be present for the inspection. 

I.    In order to work more efficiently and safely, many County employees are furnished 
communications equipment, computer equipment, personal protective equipment, and 
tools. An Employee Security Checklist will be completed by the employee’s supervisor 
and maintained on file in the employee’s department listing any equipment, uniforms, 
I.D. Badges, keys, etc. issued to the employee during their employment. It is the 
responsibility of the employee to protect them from harm or loss. The County 
understands that items can be legitimately lost, stolen, or broken in the normal course of 
business. However no County owned equipment should be lost, stolen, or broken because 
of employee negligence.  If an employee loses or breaks equipment in the normal course 
of County business while using the equipment for the purpose it was designed, the 
equipment will be replaced at the expense of the County. 

J.    When equipment or tools with a replacement cost of $1,000.00 or more are lost or 
damaged beyond economical repair due to the negligence of an employee, the department 
will pay a deductible of 25 percent of the cost of the replacement equipment, up to a 
maximum of $1,000.00. For example, if a radio costing $2,800.00 is lost or damaged 
beyond economical repair, because of employee negligence, the department will pay 
$700.00 toward the cost of repairs or replacement radio. The County will pay the 
remaining amount from the Liability Fund.  If the replacement cost of tools or equipment 
is less than $1,000.00, the department will pay a deductible of $250.00 or the actual cost 
of replacement if the item costs less than $250.00. Damaged equipment that can be 
economically repaired is the responsibility of the Department. 

K. If negligence on the part of an employee caused the loss or damage to equipment, 
disciplinary action may be taken up to and including dismissal in accordance with 10.4   
Employee Discipline. Should the department be unable to determine whether an 
employee was negligent, the Human Resources Director in conjunction with the Risk 
Manager will make the determination based upon the investigation.  

L. Upon resignation or dismissal from employment, the employee’s Department Director 
and/or their designee will be responsible for the collection of issued equipment as listed 
on the Employee Security Checklist. It is the Department Director and/or their designee’s 
responsibility to review the Employee Security Checklist for completeness and signatures 
and to ensure all equipment, keys, etc. have been returned and access to the County’s 
computer system has been terminated. Elected officials must return all County equipment 
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that was used in their duties of office at completion of their term. 
 

 
9.6    Operation of County Vehicles 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County will adopt NCGS 14-247 Private Use of Publicly Owned Vehicles governing 

the operations of County-owned vehicles. It shall be unlawful for any officer, agent or 
employee or agency of the state, to use for any private purpose whatsoever any motor 
vehicle of any type or description whatsoever belonging to the state, or to any County, or 
to any institution or agency of the state. 

C. County vehicles are insured for liability and the employee for workers compensation. 
Employees are reminded that hitchhikers or unauthorized personnel are forbidden to ride 
in County vehicles. No alcoholic beverages may be carried in county vehicles at any 
time, except where law enforcement agencies may be required to transport evidence in a 
criminal investigation. Abuse of this policy and or the regulations could result in the 
employee being prohibited from the use of County automobiles and may result in 
disciplinary action in accordance with policy 10.4 Employee Discipline. 

D. Any accident, in which a County vehicle is involved, regardless of severity, must be 
reported to the employee's supervisor immediately. An accident report will be forwarded 
to the Risk Manager. 

E. The County Manager has the authority to assign County automobiles to County 
employees. One determining factor that the County Manager will utilize in the 
assignment of automobiles will be the frequency and nature of emergency calls the 
employees may receive during scheduled time off. Re-assignment of County owned 
vehicles may be necessary when conditions of the position change. If a Department 
Director and/or their designee determines that an automobile should be assigned to an 
employee, he/she should submit written justification to the County Manager. 

  

https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_14/GS_14-247.pdf
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9.7    Parking Regulations 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Within the limitations of available parking areas, The County will provide parking to 

regular full-time and part-time employees. It is the responsibility of the Department 
Director and/or their designee to inform their employees of the parking locations and the 
regulations they are expected to follow. 

C. Employees who park their automobiles in unauthorized areas other than lots assigned to 
the County are subject to be towed away at owner's expense. Employees are prohibited 
from parking in areas of other organizations or places of business.   

 
 
9.8    Smoking and Tobacco Use  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Smoking and the use of smokeless tobacco products, including electronic cigarettes, is 

prohibited in County Buildings, County owned vehicles, and on any County owned or 
leased properties that are designated as tobacco free properties. 

C. This policy shall be enforced by supervisory and management personnel. Employees 
found to be in violation of this policy may be subject to disciplinary action up to and 
including dismissal in accordance with 10.4 Employee Discipline. 
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9.9    Gifts and Favors 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Receiving or giving of gifts or favors is not in the best interest of The County. Therefore, 

no officials or employee of the County shall: 
1.  accept any gift, favor or thing of value that may tend to influence them in the 

discharge of their duties; or 
2.  grant, in the discharge of their duties, any improper favor, service, or thing of 

value. 
C. Employees found to be in violation of this policy may be subject to disciplinary action up 

to and including dismissal in accordance with 10.4 Employee Discipline. 
 

 
 
9.10  Political Activities 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Every employee of the County has a civic responsibility to support good government by 

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

1.  engage in partisan or political activity while on duty or within any period of time 
during which they are expected to render services for which they receive 
compensation from the County; 

2.  use official authority or influence for the purpose of interfering with or affecting 
the results of an election or nomination for office; 

3.  be required, as a duty of their office or employment, or as a condition for 
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employment, promotion or tenure of office, to contribute funds for political or 
partisan purposes; 

4.  solicit, or act as custodian of, funds for political or partisan purposes while on 
duty as an employee of the County; 

5.  coerce or compel contributions while on duty as an employee of the County from 
another employee for political or partisan purposes; 

6.  use supplies or equipment of the County for political purposes; or 
7.  permit political advertising at any County facilities or on any County property   

including political advertisements attached to County vehicles. 
C. Elected officers are not to use public funds, goods, supplies, or material for partisan 

political purposes. Elected officials must return all County equipment that was used in 
their duties of their office at the completion of their term. 

D. No employee shall run for elected office in violation of State or Federal laws and 
regulations or any other local ordinances. No formal or informal campaign efforts may be 
performed during the operating hours as established by the County. 

E. An employee may be allowed to take up to two (2) weeks leave without pay before the 
primary and before the general election.  If the employee has accumulated vacation leave, 
floating holiday, or compensatory time, he/she may use this paid leave in lieu of leave 
without pay. Any violation of this policy shall be deemed improper conduct and may 
subject the employee to disciplinary action up to and including dismissal. 

 
 
9.11  Solicitation and Fund-Raising Activities 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County fully supports the efforts of employees to raise funds for charitable causes 

and non-profit organizations as long as these activities do not conflict with conducting 
County business during regular hours of operation. Soliciting, taking and delivering 
orders, receiving payments, and related activities shall not interfere with the employee’s 
work or the work of others. These activities should be restricted to employee breaks and 
lunch hours. 

C. Employees are prohibited from selling products or conducting transactions that benefit 
the employee personally or his/her business during working hours. However placement of 
sales pamphlets and magazines may be displayed in common areas and employee break 
rooms for employee review during breaks and lunch hours.Employees are strictly 
prohibited from selling products or conducting personal business transactions after work 
hours on County property. 
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9.12  Secondary Employment 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The employment responsibilities to the County are primary for an employee working full-

time or part-time with benefits; other employment in which that employee chooses to 
engage is secondary. Outside employment for salaries, wages, commission, or self-
employment must be approved by the employee's Department Director and/or their 
designee and the Human Resources Director. The purpose of this approval procedure is to 
determine that the secondary employment does not have an adverse effect on primary 
employment with the County and does not create a conflict of interest. The County 
Manager will review and approve requests for a Department Director to engage in 
secondary employment.   

C. Secondary employment shall not be permitted when it would: 
1.  create either directly or indirectly a conflict of interest; or 
2.  impair in any way the employee's ability to perform expected duties, to make 

decisions and carry out in an objective fashion the responsibilities of the 
employee's position. 

D. The employee shall submit the "Approval for Secondary Employment Form" through the 
proper channels for approval. Approval must be given before beginning secondary 
employment.  If approved, there shall be a periodic review during the time of secondary 
employment for any adverse effects. Approval of secondary employment may be 
withdrawn at any time. Engaging in conflicting outside employment will be grounds for 
disciplinary action up to and including dismissal in accordance with 10.4 Employee 
Discipline.  

E. Employee requests for approval of secondary employment, accompanied by required 
supporting information, shall be treated confidentially for all purposes other than review 
and action by appropriate officials; secondary employment is a private matter of the 
individual employee in all other respects. 

F. Employees who are out of work under the provisions of the Family Medical Leave Act 
(FMLA), workers compensation, or leave-without-pay for sick leave purposes are 
prohibited from engaging in any outside employment during the period of leave.  
Working on another job when the employee is out on leave will be grounds for 
disciplinary action up to and including dismissal in accordance with 10.4 Employee 
Discipline.  
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9.13  Employees Serving on Boards, Committees, Etc.  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Any citizen of the County is eligible to serve on the appointed boards or commissions of 

the County where such appointment is not prohibited by state or federal statute. All 
appointments are made according to the applicable statute, ordinance, resolution, or 
policy that created the board, council, or commission. 

C. County employees are prohibited from serving on any board, committee, council, or 
commission where appointments are made by the Board of Commissioners or where 
funding is provided by the County, including special study committees appointed for the 
purpose of recommending funding or policy. 

D. This policy does not prohibit County employees from serving in an ex-officio capacity on 
any of the above boards, councils, or commissions where required by law, when a 
position is reserved for a County employee to be designated by the Board of County 
Commissioners, or when such service is deemed by the Commissioners to be in the best 
interests of the County. 

 
 
9.14  Drug and Alcohol Policy       
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of the County to maintain an alcohol and drug free workplace to help 

ensure a safe, healthy, and productive drug-free work environment for The County 
employees and others on County property, to protect County property, and to ensure 
efficient operations. The County has zero tolerance for the use of alcohol, illegal 
substances, prescription medications not prescribed to the employee, or the misuse of 
legally prescribed medications during work hours or the presence of these substances in 
the body during work hours regardless of when consumed.  

C. Employees shall not engage in the manufacture, unlawful use, possession, sale or transfer 
of any controlled substance which may impair their ability to perform assigned duties or 
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otherwise adversely impact the County.   
D. Substances which may impair performance include but are not limited to: alcoholic 

beverages, drugs (whether legal or illegal), and any other intoxicant. This policy is 
effective during the time in which the employee is engaged in the performance of job-
related duties regardless of location and, at all times on County property including 
parking lots and County vehicles.   

E. An employee must notify Human Resources of any criminal drug statute conviction for a 
violation occurring in the workplace no later than five (5) calendar days after such 
conviction. Violation of this policy and/or alcohol or controlled substance-impaired 
behavior on the job shall be deemed unacceptable personal conduct which shall be cause 
for disciplinary action up to and including immediate termination in accordance with 10.4   
Employee Discipline. 

F. The County’s substance abuse testing program primarily involves three main 
components; the testing itself, applicable disciplinary procedures, and the implementation 
of the EAP (Employee Assistance Program) where applicable.  The testing will show:  1) 
what drugs and/or alcohol levels are present in the body and in what amounts, and 2) 
provide evidence whether or not the employee has used a controlled substance or alcohol. 

G. Employees with alcohol or substance abuse problems are encouraged to voluntarily seek 
appropriate help through the Employee Assistance Program (EAP) before it affects their 
job performance. Such action on the part of employee shall be considered responsible and 
shall be supported by management and supervisors. Efforts by employees to obtain such 
help will be respected and will be handled in utmost confidence. 

H. County employees are expected to report for work and remain at work in a condition to 
perform assigned duties and not under the influence of any substance which may impair 
performance. Safety sensitive employee shall not use alcohol within eight (8) hours 
before going on duty or operating a motor vehicle.  

I.    An employee shall notify his/her Department Director and/or their designee if charged off 
the job for driving while impaired (DWI) or driving under the influence (DUI) or for the 
use, sale, or possession of a controlled dangerous substance within forty-eight (48) hours 
of the incident. The Department Director and/or their designee, in consultation with the 
Human Resources Director or Risk Manager, will investigate the incident and if it is 
found to have a direct relationship to the employee’s job duties and responsibilities, 
appropriate action may be taken.  

J.    An employee who suspects that a co-worker may be under the influence of a substance 
which impairs performance should immediately notify his or her supervisor or some other 
member of management in order that the employee suspected of being impaired can be 
observed and evaluated by management and, if possible, medical personnel.  

K. The County may require any employee to submit to a drug or alcohol test for the 
following reasons: 

1.  as a routine part of a County-mandated pre-employment examination; 
2.  when there is reasonable suspicion of use of any substance which may impair job 

performance; 
3.  an at-fault accident while on County time; and/or 
4.  random drug/alcohol test of employees as mandated by the County. 

L. Failure or refusal of an employee to consent to a drug or alcohol test under this policy, or 
any attempt to alter, conceal or compromise test results, will be deemed a positive test 

https://intranet.rowancountync.gov/286/Employee-Assistance-Program-EAP
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result and shall subject that employee to immediate termination of employment in 
accordance with 10.4 Employee Discipline. Any of the following is considered a refusal 
to test: 

1.  refusing to sign the Drug Test Consent Form or refusal to submit to a 
drug/alcohol test; 

2.  engaging in conduct that clearly obstructs the testing process; 
3.  adulterating, contaminating, or tampering with a blood, urine, saliva, breath, or 

other sample; 
4.  failing to report to the designated test site as directed; or 
5.  leaving the test site without completing the test 

M. Positive Screening Test Findings 
a)  In a case where an employee tests positive for the use of alcohol and/or illegal 

drugs or is impaired by alcohol or illegal substances on County premises will be 
subject to immediate termination in accordance with policy 10.4 Employee 
Discipline. 

b)  An employee who does not pass the drug or alcohol test and is terminated will not 
be considered for re-employment for six (6) months following the date of the test 
and then will be considered only when he/she presents documentary proof of 
successful completion of a drug and/or alcohol abuse treatment or rehabilitation 
program and he/she passes a pre-employment drug and/or alcohol test. 

c)  Employees who are determined to be impaired by their own prescription or who 
are taking an amount of their own prescription drug in excess of the 
recommended dosage will be subject to the following: 

1) employee will be suspended without pay for a period as determined by 
management on a case-by-case basis; 

2) employee shall be required to seek treatment for substance abuse from a 
treatment specialist and/or institution and successfully complete the 
treatment program (Employee Assistance Program) as a condition of 
continued employment;   

3) failure to attend and actively participate in the Employee Assistance 
Program (EAP) and/or failure to be cleared by the EAP Provider as having 
completed all recommended actions shall be grounds for termination; 

4) the employee will not be permitted to return to work until a follow-up test 
indicates negative or normal-level results; and 

5) employees who have been suspended for positive test results from their 
own prescription and allowed to return to work may be required at any 
time during the 12-month period following their return to work, to submit 
to follow-up tests for drugs.  If such an employee tests positive on any 
subsequent test, he or she shall be terminated.   

N. The County may conduct a search of County property based on reasonable suspicion of 
possession of substances which may impair performance. The County has a right to 
search County property, including County vehicles and lockers, at any time without 
notice.  The employee must be present if possible during the search. 

O. An employee determined by an administrative investigation to be in possession of or 
involved in the manufacture, distribution, dispensing, or selling of controlled substances 
and/or alcohol on County premises, workplaces, or officially sponsored activities during 
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scheduled work hours shall be terminated. 
P. Confidentiality 

1.  Information and records relating to testing, searches or disciplinary action 
pursuant to this policy shall be kept confidential. All information obtained in the 
course of testing, examining, counseling, rehabilitating, and treating applicants 
and employees pursuant to this policy shall be protected under HIPAA regulations 
as confidential medical information. 

2.  Any tests for the presence of alcohol or controlled substances authorized by this 
policy shall be designed to protect the privacy of the applicant or employee being 
required to undergo testing.   

Q. No sample obtained for the purpose of conducting tests for the presence of alcohol or 
controlled substances pursuant to this policy shall be used to perform any diagnostic 
examinations that would detect any hidden or latent physical or mental infirmity, disease, 
or condition. The analysis of such sample is limited to such procedures as are devised to 
detect the presence of alcohol or controlled substances. 

R. Types of Testing 
1.  Pre-employment Testing 

Prospective employees will be subject to a pre-employment drug test following 
conditional job offer. If as a result, the applicant is found to be under the influence 
of any substance, which may impair the employee's performance, employment 
will be denied. Applicants who test positive cannot apply with the County for six 
(6) months, unless he/she brings proof of receiving treatment for substance abuse 
and being free of the controlled substance. An applicant who refuses to submit to 
a drug test pursuant to this policy will not be considered for employment with the 
County. 

2.  Reasonable Cause or Suspicion  
a) If an employee's speech, behavior, body odor, or physical appearance on 

duty indicate to the supervisor that the employee may be under the 
influence of alcohol and/or narcotics (whether legal or illegal), then 
reasonable cause for testing exists. Ideally, at least two superiors should 
witness the employee's conduct/behavior. However if only one superior is 
available, then one witness is sufficient for determining reasonable cause.  
The Human Resources Director should be contacted concerning the 
situation prior to any action being taken by the supervisor or Department 
Director and/or their designee.  

b) The Human Resources Director will determine whether to order testing of 
the employee based upon the documented observations of the Department 
Director and/or their designee after receiving a completed “Reasonable 
Suspicion Drug Testing Determination” form. The supervisor and all other 
employees who witness the aberrant behavior will describe their 
observations in writing with specific reference to the facts and the 
deviations from normal behavior. These detailed observations may include 
slurred speech, mumbling, confused, sleepy or drowsy, glassy or dilated 
eyes, hostile, irritable, nervous, talkative, clumsy, stumbling, staggering, 
swaying, falling, or lack of coordination. In addition, the detailed 
observations should include specific actions in relation to the performance 
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of job duties. The documentation will be sent to the Human Resources 
Director. The documentation supporting reasonable suspicion will be 
retained confidentially by Human Resources. Observations or complaints 
from the general public in reference to the suspected substance abuse 
should be included. The employee's behavior that triggers this process 
may be observed on a one-time only basis or preferably over a period of 
time with each incident documented by the supervisor and/or other 
witnesses. If the situation permits, cumulative observation is more 
valuable in detecting a pattern of suspected substance abuse.  However it 
is the decision of the supervisor as to when an employee's behavior 
requires immediate intervention or when cumulative observation and 
documentation is the best course of action. Cumulative observation should 
be two weeks or less. The Human Resources Director will be advised of 
an on-going problem and is available at any time for consultation.  
Another management staff member may be used as a witness when the 
supervisor confronts the employee and sends them for testing. If more than 
one employee exhibits the same or similar behavior as the one under 
suspicion, then all who exhibit similar behavior must also be tested. The 
employee will be tested for drugs, alcohol, or both at the discretion of the 
County.   

c) In approaching the employee suspected of being impaired, the supervisor 
must advise the employee of the suspicions and describe the observed 
deviation from normal behavior, action, or practices and state that he/she 
will be taken immediately for testing. The supervisor should have one 
additional witness present when the employee is confronted. Refusal by 
the employee to be tested may result in termination. Under no 
circumstances is the employee to be allowed to drive to the test site or 
return home on his/her own. The County may be held liable if an impaired 
employee is permitted to leave the premises on their own and injures a 
third party or themselves. It is the responsibility of the respective 
department to transport the employee to the test site immediately after the 
employee is notified of the suspicions.   

d) If the employee tests positively for drugs or has a blood alcohol content 
(BAC) of 0.02 or more, they will be immediately transported to their home 
from the test site. Testing positively for drugs or blood alcohol content 
will result in the employee’s termination from employment. 

3. Post-Accident 
a) An employee involved in an at-fault motor vehicle accident while on 

County business will be directed to submit to a drug and/or alcohol test.  
The employee’s supervisor will provide or arrange appropriate 
transportation for testing. An employee required to submit to drug and/or 
alcohol testing following an accident or moving traffic violation must 
make himself/herself available for the testing within three (3) hours of the 
accident or violation. Failure to be available within such time will be 
considered a refusal to submit to testing unless there is a clear hindrance 
such as life-threatening injuries. If the employee is in need of medical 
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attention, he/she should seek required medical care first. 
b) If a vehicle operator who is required to submit to a drug and/or alcohol test 

following a vehicle accident is unable to report to the regular testing site 
due to injuries, and the drug and/or alcohol test is administered pursuant to 
medical treatment, the employee shall provide the Risk Manager with an 
authenticated record of the test results. 

c) When there is an on-the-job accident requiring treatment by a licensed 
physician, the employee is required to be drug tested. Failure to comply 
with the drug test is grounds for disciplinary action up to and including 
dismissal. 

4. Random Testing  
a) Public safety and safety sensitive employees will be subject to a random 

drug test. Random testing shall be unannounced. The Medical Review 
Officer (MRO) in Salisbury, NC will utilize random selection by position 
number of individuals subject to testing. The annealed rate of testing will 
equal 10% or more of this class of employees. The testing frequency and 
selection are such that an individual's chance of selection continues to 
exist throughout his/her employment. 

b) A position list will be submitted to our MRO annually. The MRO will 
notify Human Resources of which employees have been selected for 
testing. Human Resources will notify the employee’s supervisor who will 
notify the employee of the random selection. The employee will sign 
notification at the time it is handed to the employee and maintained in 
his/her medical file. The employee will report to the designated medical 
facility and submit a specimen at the time of notification. If for some 
reason the specimen was not submitted within an acceptable period of 
time (four hours), the employee may be subject to disciplinary action up to 
and including dismissal.   

S. Definitions 
1.  Employee: any person employed in a position in which wages are paid for 

services rendered, regardless of employment status or hours worked. 
2.  Applicant: any person whose offer of employment is contingent upon the 

production of a negative drug test.   
3.  Public Safety and Safety Sensitive Position: any job classification or position 

which has been evaluated and determined by the Human Resources Director and 
Risk Manager to be of such a critical nature in terms of public services or public 
safety and that involves such a significant risk of injury to others that even a 
momentary lapse of attention can have disastrous consequences that random drug 
testing has been determined to be a necessary public policy. Such positions 
include, but are not limited to, law enforcement officers, emergency service 
personnel, nurses, other medical personnel, and other safety sensitive positions.  

4.  Drug: a controlled substance as defined in North Carolina General Statute 90-
87(5) or a metabolite thereof. These substances include but are not limited to 
marijuana, cocaine, heroin, prescription drugs, alcohol, opiates, amphetamines, 
and synthetically produced drugs or other impairing substances.  Drugs, unless the 
context indicates otherwise, does not include non-controlled, over-the-counter 

https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_90/GS_90-87.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_90/GS_90-87.pdf
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drugs. 
5.  Alcohol and substance abuse consists of any of the following:   

a) use of illegal drugs or controlled prescription drugs obtained unlawfully; 
or 

b) excessive use of lawfully obtained prescription drugs or over the counter 
drugs or alcohol when such use impairs job performance, alters work 
behavior, and/or safety of the employee or others.  

6.  Employee Assistance Program: a program of counseling and referral services for 
employees and their families including assessment, evaluation, referral for 
treatment, and follow-up services provided by The County. 

7.  Approved Laboratory: laboratory which is federally approved and certified by the 
U.S. Department of Health and Human Services to conduct employee and job 
applicant drug testing. 

8.  Medical Review Officer (MRO): a licensed physician whose services are obtained 
by the County, to whom all positive laboratory tests will be sent, and who reviews 
and interprets such laboratory test results. 

9.  Chain of Custody: procedures designed to assure proper handling, labeling,      
identification, confidentiality, and documentation of test samples. 

10.  Reasonable Suspicion: the belief that an employee or applicant is in all 
probability using or has recently used drugs or alcohol in violation of the County's 
policy. This belief shall be based upon specific, objective and articulate facts, 
observations, and reasonable inferences concerning the appearance, behavior, 
speech, body odors, or performance of the employee. 

11.  Positive Drug Test: a positive technical analysis of a biological specimen such as 
urine, blood, or oral fluid/saliva that has determined the presence of specified 
drugs or their metabolites including the use of a breathalyzer for alcohol. 

T. Drugs Included in Testing    
1. When a drug screening is required under the provisions of this policy, a urinalysis 

test will be given to detect the presence of the following drugs:   
a) Amphetamines; 
b) Barbiturates; 
c) Benzodiazepines; 
d) Cocaine Metabolite; 
e) Methaqualone; 
f) Methadone; 
g) Opiates; 
h) Marijuana Metabolite (THC);  
i) Phencyclidine (PCP); and  
j) Propoxyphene. 

2.  In addition, any employee found to have abused prescription drugs will be subject 
to the terms and conditions of this policy.   

3.  When an alcohol screening is determined to be appropriate, a blood sample may 
be drawn or a breathalyzer conducted by an approved laboratory or medical 
provider to detect the presence of alcohol. 

U. Threshold Levels 
The threshold levels established by the Department of Health and Human Services for 
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Federal Work Place Drug Testing programs are hereby adopted by reference and shall 
automatically include any later amendments and editions unless herein amended. The 
content level of each substance needed to determine whether an employee or applicant 
has consumed a drug or alcohol covered by this policy will be determined by a certified 
toxicologist of the approved laboratory. 

 
 
9.15  Employment of Relatives 
 

A. Policy 
1.  An employee may not be employed in the same department as an immediate 

family member (either full-time or part-time, permanent or temporary, or on a 
contractual basis); or 

2.  be employed anywhere in the County where employment will result in an 
immediate family member having influence over another member’s employment, 
promotion, salary administration, or other related management or personnel 
considerations.  

B. The term “immediate family” shall be defined as wife, husband, mother, father, brother, 
sister, son, daughter, grandmother, grandfather, grandson, granddaughter, aunt, uncle, 
niece, and nephew as well as the various combinations of half, step, in-law, great, and 
adopted relationships. 

 
 
9.16  Resignation from Employment 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Personnel, whether probationary or regular status, desiring to terminate their 

employment, should submit a written resignation to their immediate supervisor. A written 
resignation is preferred; however a verbal resignation can be accepted in the absence of a 
written form. 

C. It is preferred that a resignation be received two (2) weeks before the effective date to 
allow time to secure a replacement.  

D. There may be times where the County does not feel it is in its best interest to allow an 
employee who has resigned to remain at work. In these cases, the Human Resources 
Director or the County Manager may elect to either: 

1.  place the employee on paid administrative leave through the remainder of the 
notice period; or 

2.  alter the effective acceptance date of the resignation, and only pay the employee 
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through the hours actually worked in accordance with North Carolina Department 
of Labor regulations.  

E. Upon resignation, the employee’s Department Director and/or their designee will be 
responsible for the collection of issued equipment as listed on the Employee Security 
Checklist. 

F. Accrued vacation for which the employee is entitled will be paid to the employee 
following termination in accordance with 6.2 Vacation Time.  Earned vacation days 
should not be used in fulfilling the required days of notice. The termination date for the 
employee being paid, for the purposes of the record, is the last day the employee works.  
An employee who voluntarily resigns from employment has no appeal rights. Prior to 
resigning, an employee who perceives that unlawful or intolerable employment practices 
or conditions exist within a department may exercise his/her right to present his/her 
concerns in accordance with the procedures described in policy 10.5 Employee 
Grievance/Appeal Policy (Non-DSS and Health Department Employees) or 10.6   
Employee Grievance/Appeal Policy (DSS and Health Department Employees). 

G. An employee who is absent from work and does not contact the supervisor for (3) three 
consecutive workdays may be separated from employment as a voluntary resignation in 
accordance with 9.1 Attendance.  Employees will be deemed to have voluntarily resigned 
their positions because they are unavailable for continued employment.  Such separations 
create no right of grievance or appeal. However if there are extenuating circumstances 
beyond the control of the employee and the employee is unable to notify their 
Department Director and/or their designee, reinstatement will be considered after 
objectively evaluating the facts. 
 

 
9.17  Improper Sexual or Romantic Relationships 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Purpose 

Employees are supported in carrying out the mission of the County through an 
atmosphere of professionalism, integrity, trust, and respect. Relationships between 
supervisors and the employees they supervise impose a special burden of responsibility 
and accountability. Anyone employed in a supervisory capacity needs to heed the fact 
that personal relationships with employees who report to them, either directly or 
indirectly, may be perceived as favoritism, misuse of authority, or potentially, sexual 
harassment. 

C. Definitions 
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1. Supervisory capacity - any employee (regardless of job title) who directly or 
indirectly influences the terms and conditions of another’s employment at the 
County; including but not limited to: pay, promotions, demotions, performance 
evaluations, or benefits.  

2. Improper sexual or romantic relationships - any sexual or romantic relationship 
between a person employed in a supervisory capacity and an employee with 
whom they have direct or indirect influence over the terms and conditions of the 
person’s employment. 

D. Policy 
1. No one employed in a supervisory capacity shall initiate, pursue, or be involved in 

an improper sexual or romantic relationship with any employee whom they have 
direct or indirect influence over the terms and conditions of the person’s 
employment. 

2. Friendships are not affected by this policy, nor is it the intent of this policy that 
such non-romantic relationships be discouraged or limited in any way. 

3. Any County employee may report an alleged improper sexual or romantic 
relationship to his/her immediate supervisor. If the relationship involves the 
immediate supervisor, or if the employee prefers, the employee may report the 
relationship to the next level of management or to the Human Resources Director. 

4. Improper sexual or romantic relationships may involve conduct violating the 
County Discrimination/Harassment Policy. In this case, employees shall refer to 
policy 10.3 Reporting Discrimination, Harassment, and Retaliation. 

5. The County will not tolerate improper sexual or romantic relationships, nor will it 
tolerate any form of retaliation against any employee who has brought good-faith 
concerns to the attention of the County or who has properly participated in the 
investigation or resolution of such concerns. Employees involved in an improper 
sexual or romantic relationship or in any retaliatory activity will be deemed to 
have engaged in personal misconduct as defined in policy 10.4 Employee 
Discipline and will be subject to discipline up to and including dismissal.  

6. The County recognizes that romantic relationships may develop between certain 
employees, that if undisclosed, would lead to situations in violation of this policy. 
In such circumstances, the County encourages the employees involved in such a 
relationship to disclose its existence to the Human Resources Director. In 
circumstances where such early, voluntary disclosure is made, the County shall 
have the option of waiving the disciplinary procedures contained in this policy 
and addressing the relationship through other means, including reassignment. 
While no right of continuing employment of one or both parties to the relationship 
is guaranteed, the County will, when appropriate, seek a resolution where no 
violation of this policy would result.  
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9.18  Technology Use 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary, Interns, 
Volunteers 

 Employees of Board of 
Elections Office  

 

 
B. Purpose 

This policy covers the use of all technology resources belonging to Rowan County. It 
includes but is not limited to computer systems of any size and function and their 
attached peripherals, phones, mobile devices, faxes, voice mail systems, email systems, 
network resources and Internet resources referred to as County technology resources. The 
Information Technology (IT) Department must approve all technology resource related 
purchases including services and goods. All IT related equipment must conform to IT 
standards and protocols. Technology resources owned by Rowan County are in place to 
enable the County to provide its services in a timely and efficient manner. This is the 
primary function of these resources and any activity or action that interferes with this 
purpose is prohibited. Because technology systems are constantly evolving, Rowan 
County requires its users to use a commonsense approach to the rules set forth below, 
complying not only with the letter, but also the spirit of this policy. 

C. Scope 
This Policy applies to all Rowan County Departments. Where a conflict exists between 
this Policy and a Department’s policy, the more restrictive policy will take precedence. 

D. Disciplinary Action 
Compliance with this policy is mandatory. The Rowan County IT Department will 
monitor compliance and non-compliance with this policy. In accordance with this policy, 
violations relating to this policy will be reviewed by the IT Department with the Human 
Resources Department to determine if disciplinary action is necessary. 

E. Definitions 
1.  County technology resources: any physical devices, systems, software platforms 

and applications required to maintain or carry out essential work for Rowan 
County. 

2.  De Minimis Use: personal use that is brief and infrequent, incurs negligible or no 
additional cost to the county and does not interfere with the conduct of county 
business. 

3.  Electronic Communication: the distribution of messages, documents, files, 
software, or images by electronic means over a phone line or a network 
connection. 

4.  Geolocation: the process or technique of identifying the geographical location of a 
person or device by means of digital information processed via the Internet. 

5.  Jailbreaking/Rooting: the process used to modify the operating system on a 
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mobile device. The act of “jailbreaking” or “rooting” a mobile device allows the 
user control over the device including removing any vendor-imposed restrictions 
on the products. 

6.  Least Privilege: providing only the access necessary to perform assigned duties, 
shall be implemented to ensure the confidentiality, integrity, and availability of 
County technology resources. 

7.  Mobile Device Management (MDM): is a type of security software to manage, 
inventory, monitor compliance, and secure mobile devices that are county owned. 

F. Roles and Responsibilities 
Information security extends well beyond Information Technology (IT). Information 
security is a critical business function that touches all aspects of an organization. Rowan 
County is fully committed to information security and asserts that every person employed 
by or on behalf of the County has important responsibilities to maintain the security of 
County technology resources and data. 

1.  Users  
Users are all workforce members (employees or any other individual performing 
work on behalf of, or with approval of Local Agencies) authorized to access 
County technology resources and are responsible for: 

a) Complying with County Information Technology and Security policies; 
b) Maintaining the security of County technology resources and data 

associated with their role(s) as defined in this Policy; 
c) Storing original local Department data on the Rowan County network to 

ensure compliance with County or Department-specific records retention 
policy, 

d) Protecting Sensitive information against loss, unauthorized use, access, or 
disclosure, by the following: 

e) Using Sensitive information only for the stated legal and/or business 
purpose; 

f) Disclosing Sensitive information as permitted by law or with the express 
consent of the Data Owner; 

g) Not making copies of Sensitive information except as required in the 
performance of assigned duties;  

h) Keeping Sensitive information out of plain sight; 
i) Not sharing user accounts and passwords; 
j) Creating, changing and storing passwords in accordance with established 

policies and standards; 
k) Locking or logging off unattended devices; 
l) Not violating copyright law and conforming to software licensing 

restrictions by only using software that has been installed by the IT 
Department or other authorized personnel; 

m) Not engaging in any use of County technology resources that violates 
federal, state, local laws, County or Department policy; 

n) Reporting any known or suspected Cybersecurity incident to their 
manager/supervisor, Information Security Representative or IT 
Department; and 

o) Compliance with Mobile Computing section if using a mobile device to 
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work on or access County technology resources or data. 
2.  Department Directors  

Department Directors are responsible for: 
a) Enforcing this policy within their Department; 
b) Ensuring all users of County technology resources and data are made 

aware of County Information Technology Use and Security Policies and 
that compliance is mandatory; 

c) Ensuring all users receive education regarding their security 
responsibilities before accessing County technology resources and data; 

d) Establishing supplemental information technology and security policies, 
standards, procedures, or guidelines as needed for their business purposes, 
provided they are not less restrictive than County policies. Prior to final 
approval Department Director and/or Designee are responsible for: 

1) Providing supplements to Human Resources for review. 
2) Providing notice to Users regarding any proposed supplements. 
3) Providing supplements to the IT Department to review for 

consistency with County and Department security policies. 
4) Providing training in support of established procedures and 

guidelines; 
5) Obtaining a signed acknowledgment from Users that they have had 

an opportunity to read and will comply with this policy before 
accessing County technology resources and data; and 

6) Designating or serving as an Information Security Representative. 
3.  Information Security Representative 

The Information Security Representative is designated by each Department 
Director to coordinate information security within their Department and is 
responsible for: 

a) Assisting in the development of any department-specific information 
technology and security policies; 

b) Reviewing any applicable Departmental information technology and 
security policies for compliance with County policies; and 

c) Representing the Department’s information security concerns countywide. 
4.  Data Owner 

The Data Owner is each Department Director or other individual authorized by 
law, regulation or policy to collect and manage the data that supports their 
business operations and is responsible for: 

a) Identifying applicable law, regulations, or standards that contain 
information security requirements for the data they own; 

b) Classification of Department data and technology resources they own 
based upon law, regulation, common business practice, liability or 
reputational factors; 

c) Establishing as needed, Department policies and procedures for the data 
and technology resources they own; 

d) Responsible for ensuring mitigation of known or suspected Cybersecurity 
incident, and notification to individuals or agencies in the event of a data 
breach involving unencrypted personal information; 
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e) Implementing protection requirements for the data and technology 
resources; and 

f) Authorizing access to Department data in accordance with the 
classification of the data. 

5.  Information Technology Department 
The Information Technology Department is responsible for: 

a) Providing network infrastructure, network access, data storage and 
electronic messaging services to Rowan County; 

b) Procure and/or approve all enterprise technology resources as needed for 
County use. 

c) Maintaining an inventory of County technology resources; 
d) Configuring County technology resources in accordance with Rowan 

County Information Technology Use and Security policies and standards; 
e) Implementing and maintaining technology services that adhere to the 

intent and purpose of information technology use and security policies, 
standards and guidelines; 

f) Investigation, remediation, and documentation of any Cybersecurity 
incident; 

g) Establishing and implementing standards, procedures and guidelines as 
needed for this policy; 

h) Implementing the necessary safeguards to protect Department data and 
technology resources at the level classified by the Data Owner; 

i) Complying with any additional security policies and procedures 
established by the Data Owner; 

j) Advising the Data Owner of vulnerabilities that may present a threat to 
their Department data and of specific means of protecting that data; and 

k) Notifying the Data Owner of any known or suspected Cybersecurity 
incident; and 

l) Notifying the appropriate State agencies of any known Cybersecurity 
incident per NCGS 143B-1379 (c). 

6.  Chief Information Security Officer 
The Rowan County Chief Information Officer serves as the Chief Information 
Security Officer and is responsible for overseeing and managing the County 
Information Technology and Security Program, this includes: 

a) Developing and maintaining the Rowan County information security 
strategy; 

b) Providing information security related technical, regulatory and policy 
leadership; and 

c) Facilitating the implementation of County Information Technology Use 
and Security Policies. 

G. Information Technology and Security Governance 
Security measures for County technology resources and data must be implemented to 
provide: 

1.  Confidentiality - Ensures information is accessible to only those authorized to 
have access. 

2.  Authentication - Establishes the identity of the sender and/or receiver of 
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information. 
3.  Data Integrity - Ensures information is complete, accurate and protected against 

unauthorized modification. 
4.  Availability - Ensures information is accessible to authorized users when 

required. 
5.  Accountability - Ensures correct use and individual responsibility of County 

technology resources and data. 
6.  Auditing - Ensures the collection of data and processes to provide assurance of 

the effectiveness of controls. 
7.  Appropriate Use – Ensures Users conform to County rules, ordinances, policies, 

state and federal laws. 
H. General Use and Ownership 

1. Information transmitted by, received from, or stored on County technology 
resources are the property of Rowan County and as such, are subject to inspection 
by County officials. 

2. Users should be aware that the data they create or is created on County technology 
resources remain the property of Rowan County and is not private, unless the data 
is personal health information covered by HIPAA or other personal information 
protected by the NC General Statutes or other privacy laws. 

3. County technology resources and data are to be used for conducting business 
authorized by and related to County operations. County data must only be used 
for authorized purposes and must not be disclosed to anyone not authorized to 
receive such data. 

4. Users should be aware that deleted data and logs may be recovered. 
5.  Users of County technology resources and data must sign an acknowledgment of 

this Policy prior to being granted access. 
I.    Technology Resource and User Monitoring 

1.  The County reserves the right for business purposes to enter, review and monitor 
the information on systems, including voice mail, electronic mail and information 
stored on computer systems or media, without advance notice. This may include 
investigating theft, unauthorized disclosure of confidential business or proprietary 
information, personal abuse of the system or monitoring workflow and 
productivity. 

2.  The IT Department may monitor and log all activities on the County technology 
resources and data they own, control or manage for security, network 
maintenance, and/or policy compliance. 

3.  At the written request of a Department Director for one of his/her respective users 
and upon authorization of the County Manager in consultation with the Human 
Resources Director; the Chief Information Officer or designee has the authority to 
access, without notice, data, pagers, cell phones (and cell phone records), email, 
voice-mail boxes, and any other employer provided County technology resources. 
The County reserves the right to monitor all usage to ensure proper working 
order, appropriate use by users, the security of County data, and to retrieve the 
contents of any employee communication in these systems. Failure to monitor in 
any specific situation does not constitute a waiver of the County’s right to 
monitor. 
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J.    No Expectation of Privacy 
1.  Users are advised that they have no privacy rights and that there is no reasonable 

expectation of privacy when using County technology resources. 
2.  County technology resources may utilize features that store and/or transmit 

geolocation data. Users are advised that geolocation data shall be used for 
business purposes to carry out business operations as designated by the 
Department Director and approved by the County Manager. 

K. Public Records Compliance and Records Retention 
1. The North Carolina Public Records Law declares that all records and information, 

regardless of physical form, made or received by users in connection with the 
transaction of public business are public records which may be inspected and 
copied byany person for any reason. Electronic communications sent and received 
by users in connection with County business are, therefore, public records and 
their retention, disclosure, and disposition will be governed by the Public Records 
Law and the Rowan County Records Retention and Disposition Schedules, as 
approved by the Department of Cultural Resources. 

2.  Only use County IT Department supplied and supported email addresses for 
official county related business. Users should not use their county assigned email 
to sign up for personal activities including but not limited to online banking, 
utilities, shopping, and social media. 

3.  To ensure compliance with County or Department records retention policies, 
original Department data must be stored on the Rowan County or IT Department 
authorized resource. 

4.  No record involved in a pending, ongoing or reasonably anticipated audit, legal, 
or other official action may be destroyed before that audit or action is resolved. 

L. Personal Use of County Technology Resources 
1. Users may use County technology resources for personal purposes, but only where 

such use: 
a) involves de minimis additional expense to the County; 
b) does not interfere in anyway with the operations of the County; and 
c) is otherwise permissible under applicable State and Federal laws and 

regulations. 
2.  This does not grant to the user or create an inherent right to use County 

technology resources, and one should not be inferred. 
3.  Use of County technology resources in support of or in connection with a private 

business with which a user is associated is not considered a personal purpose and 
is not authorized. 

4.  The privilege to use County technology resources for personal purposes may be 
limited or revoked at any time by an appropriate official (e.g., a supervisor in the 
user’s organizational chain of command). 

5.  Circumstances that may result in a supervisor’s curtailing or halting an users’ 
personal use of County technology resources include uses that: 

a) result in a loss of productivity; 
b) interfere with official duties; 
c) compromise the operations of the County; 
d) exceed de minimis expense to the County; 
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e) violates County Policies or State and Federal laws and regulations. 
M. User Accounts and Passwords 

1.  Each user is responsible for all actions taken while using their user login, 
password, and/or access credentials. Therefore, none of these can be shared with 
anyone else, including other users, at any time. The use of another user’s login, 
passwords, and/or access credentials are also strictly prohibited. Exceptions are 
allowed only by authorized use of IT Department created or approved shared 
access credentials. 

2.  Data owners shall implement operational procedures and technical controls with 
the IT Department to ensure access to County technology resources is based upon 
the principle of least privilege and an authorized need to know and access. 

3.  Security device tokens will be issued to County users to providing access with 
multi-factor authentication. Routine wear and tear or theft of the token does not 
incur a charge for replacement, however loss of the token carries a $10 
replacement fee. 

4.  Except as provided elsewhere in this policy the examination, modification, 
copying, or deletion of files or data belonging to other users without their prior 
consent is prohibited. 

5.  County shall maintain a formal process to modify user accounts to accommodate 
events such as name changes, accounting changes, and permission changes. 

6.  In the event a device is lost, stolen or compromised, immediately notify your 
Information Security Representative who shall notify the IT Department of the 
incident. 

7.  With use of an IT supported MDM solution installed on the County technology 
resources, any geolocation data will be utilized, and a remote wipe request of 
county data will be issued. 

8.  When unauthorized connections or malicious behaving technology resources are 
detected, regardless of county ownership: 

a) an alert shall be sent to appropriate personnel; and 
b) the offending technology resource will be isolated from the network. 

9.  Video surveillance equipment in and around county owned property is for 
business related matters and for customer and employee protection. No user 
should have an expectation of privacy when in view of such equipment. 
Surveillance signs will be posted within camera view range for all video 
surveillance equipment. 

N. Use of Sensitive Information 
Sensitive information as defined in this Policy is information classified as either 
Confidential - Information protected from use and/or disclosure by law, regulation or 
standard, and for which the highest level of security measures, or Restricted -Information 
that requires special precautions to protect from unauthorized use, access, or disclosure. 
To protect Sensitive information against loss, unauthorized use, access, or disclosure the 
following must be adhered to: 
1.  Sensitive information must only be used or disclosed as permitted by law and/or 

policy 
2.  Sensitive information that is not controlled by law or policy can only be disclosed 

withexpress consent of the Data Owner. 



            129 
 

3.  Copies of Sensitive information must not be made except as required in the 
performance of assigned duties. 

4.  Sensitive information must be kept out of plain sight and must not be displayed in any 
form when it is not being used. 

5.  Use the &quot;logoff&#39; or &quot;lock&quot; feature with password protection 
anytime you leave a technology resource unattended to minimize potential for 
unauthorized use. 

O. Use of Authorized Software 
All software installation and use must conform to licensing restrictions. These products 
include those that are not appropriately licensed for use by the County or those that  
patent or other intellectual property, or similar laws or regulations, including, but not 
limited to, the installation or distribution of “pirated” or other software is prohibited. 
1.  Only software that has been installed by the IT Department or other authorized 

personnel may be used. 
2.  Software purchased by the Department must not be loaded on a personally owned 

device, unless specifically authorized by IT and/or the Data Owner and the software 
licensing agreement. 

P. Appropriate Use 
1.   At all times when an employee is using County technology resources and data, he or 

she is representing the County. Use the same good judgment in all resource use that 
you would use in written correspondence or in determining appropriate conduct. 

2.  While in the performance of work-related functions, while on the job, or while using 
publicly owned or publicly provided County technology resources, users are expected 
to use them responsibly and professionally. They shall make no intentional use of 
these resources in an illegal, malicious. inappropriate or obscene manner. 

3.  When sending or forwarding electronic communications, either internally or 
externally, all users shall identify themselves clearly and accurately. Anonymous or 
pseudonymous posting is expressly forbidden. 

4.  Users have a responsibility to make sure that all public information disseminated via 
the Internet is accurate. Users shall provide, in association with such information, its 
source and the date at which it was current and an electronic mail address or 
telephone number allowing the recipient to contact the staff responsible for making 
the information in its current form. 

Q. Mobile Computing 
This section establishes requirements for the use of mobile devices (both personally 
owned, and County provided) to work on or access Department resources and data. 

1.  Personal Owned Devices 
Personal owned devices include, but are not limited to, smartphones, laptops, 
notebooks, tablets (e.g. iPads, Android). This does not include any such devices 
for which County provided funds were used to purchase the device in whole or in 
part. 

a) The Expectation of Privacy: Rowan County will respect the privacy of a 
user’s voluntary use of a personal owned device to access County 
technology resources. Users cannot be required and/or can refuse to use 
their personal owned devices to work on or access Department resources. 

b) Rowan County will only request access to the personal owned device and 
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password in order to implement security controls; to respond to litigation 
hold (aka e-discovery) requests arising out of administrative, civil, or 
criminal directives, Public Records Requests, and subpoenas; or as 
otherwise required or permitted by applicable state or federal laws. Such 
access will be performed by an authorized IT Department staff member or 
designee using a legitimate software process. 

c) Users should be aware that the Data Owner retains ownership of 
Department data created or stored on their personally owned device. Users 
should also be aware that they can view but not store and/or download 
confidential or restricted data when technically feasible on their personally 
owned device. 

d) Users are responsible for backing up their personal data, settings, media, 
and applications on their personally owned device. 

e) Users should be aware that some personally owned devices may require 
the purchase of a software application and corresponding software license 
and/or subscription, to allow the device to comply with County and/or 
Department policy and/or standards, and that they may be responsible for 
all costs of required software applications. 

f) Users are responsible for maintaining their personally owned device with 
the manufacturer’s security and operating system updates. Access may be 
denied to County data if devices do not meet minimum patch levels 

g) Users will not install software on their personally owned device that 
bypasses the  “rooted” will not be allowed to access County technology 
resources. 

h) Users should use the built-in encryption feature on their personally owned 
device when available. 

i) Users should remove Department data from their personally owned 
device, prior to removing access to County technology resources or data, 
leaving county employment, or disposing of their personally owned 
device. 

j) Users should be aware that it is their responsibility to immediately report a 
lost or stolen personally owned device that was used to access County 
technology resources to their manager/supervisor and Department 
Technology Liaison. Users should be aware that if their personally owned 
device is lost or stolen, their personally owned device will attempt to be 
remotely wiped of all County data. 

k) Users should be aware that is their responsibility to setup their individual 
cellular plan with their provider and to pay all or a portion of the charges 
incurred, in accordance with applicable law. Any service or billing issues 
with the cellular or data provider may be the user’s sole responsibility and 
obligation. 

l) Physical Protection: Unattended mobile devices must be physically stored 
in a safe and secured manner. 

2.  County Owned Devices 
a) The Data Owner retains the right of ownership to all data created or stored 

on mobile devices in support of County business. 
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b) Use of a mobile device to work on or access County technology resources 
and data must be first approved by the User’s supervisor/manager based 
on its benefit to Department operations. 

c) County will install MDM security controls to manage the County owned 
mobile device. 

d) Right to IT Resource Monitoring: The IT Department has the right to 
monitor any and all aspects of County data access and use from mobile 
devices. 

e) Physical Protection: Unattended mobile devices must be physically stored 
in a safe and secured manner. 

f) Users of mobile devices accessing or storing County data must comply 
with all applicable local, state and federal laws related to the use of mobile 
devices. 

g) Data Security Measures: All users of mobile devices must employ security 
measures in accordance with County IT standards. 

h) County issued mobile devices must enable a screen lock and full device 
encryption. 

i) Disposition: Departments must ensure that prior to reuse, recycle, or 
disposal of any mobile device, that County data is removed. Any mobile 
device assigned to an employee no longer employed by the county that 
was used to access or store County data must be remotely wiped of all 
data. Loss or Theft: The loss or theft of any mobile device used to access, 
or store Department data must be reported as soon as possible to the 
User’s manager/supervisor, Information Security Representative or IT 
Department. Departments must ensure that the IT Departmentis informed. 

R. Information Security Incident Management 
This section establishes requirements for reporting and responding to information 
security events and vulnerabilities. 

1. Information Security Incident Reporting 
a) Users must immediately report any known or suspected Information 

Security Incident (e.g., virus/worm attacks, actual or suspected loss or 
disclosure of confidential data) or system vulnerability to their 
manager/supervisor and Information Security Representative. Departments 
must ensure that the IT Department is informed.  
 
The above requirement does not authorize or condone an intentional 
search for system weaknesses and/or malfunctions. 

2.  Information Security Incident Response 
The IT Department must have a current documented working plan for reporting 
on, responding to, recovering from and preventing recurrence of information 
security incidents. The plan must be labeled Confidential and distributed on a 
need-to-know-basis. 
 
The plan must incorporate the following practices: 

a) Collection and protection of evidence, to include a chain-of-custody; 
b) Documentation of information security incidents; 



            132 
 

c) Implementation of remediation strategies; 
d) Notification to the County or Departmental Privacy Officer of information 

security incidents involving actual or suspected loss or disclosure of 
electronic protected health information (ePHI); 

e) Notification to the Data Owner of information security incidents involving 
actual or suspected loss or disclosure of personal information; 

f) Reporting to the Chief Information Security Officer (CISO) and/or 
authorized designee and 

g) Application of lessons learned from incidents. 
S. Security Awareness Training 

Security awareness training is designed to educate users of their responsibilities to 
protect County technology resources and data, and to provide the knowledge and skills 
necessary to fulfill IT security responsibilities for the Rowan County. 

1.  Users must be made aware of County and any Department information and 
technology security policies and their security responsibilities, prior to accessing 
County technology resources and data. 

2.  IT Department and Data Owners will ensure Users receive appropriate security 
awareness training and education relevant to their assigned job function, 
addressing topics including: 

a) appropriate use of County technology resources and data; 
b) responsibilities to report and/or respond to Information Security incidents; 
c) incident response procedures; 
d) expectation of privacy; 
e) right to monitor; 
f) ownership and classification of data; 
g) personally owned devices; and 
h) virus, ransomware and malicious code protection. 

3.  Users will have their security awareness training not less than every two years or 
upon a change in their access to County technology resources and data. 

4.  As applicable, users must be informed of updates and/or changes to County 
Technology Use and Security Policies. 

5.  Users must be provided periodic reminders that cover general security topics. 
6.  Records of user security awareness training must be documented and maintained 

by the Department Director, Information Security Representative or Designee. 
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9.19  Social Media  
 

A. Applicability -  this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary, Interns, 
Volunteers 

 Employees of Board of 
Elections Office  

 

 
B. Roles and Responsibilities  

1. Rowan County Information Technology (IT) is responsible for managing the 
official County social media accounts.  

2. Departments are responsible for creating and moderating their own social media 
accounts. A social media moderator (moderator) is defined as any employee or 
agent of a Rowan County department who is assigned to post, share, or monitor 
content through the department’s social media account(s).  

3. To open a departmental social media account, the designated moderator must 
complete the Social Media Account Request Form, which states that the 
moderator will abide by the rules and guidelines stated in this policy.  

C. Acceptable Use  
All use of social media networking sites by County employees and persons 
communicating as an agent of Rowan County will comply with applicable state, federal 
and local laws, regulations and County policies. This includes adherence to established 
laws and policies regarding copyright, records retention, North Carolina’s public records 
law, First Amendment, privacy laws, and Rowan County acceptable use and information 
sensitivity and security policies. All social media is governed by these policies laws and 
policies, as well as the policies outlined in this document.  

D. Rowan County Branding  
Social media account profiles will identify the account as representing Rowan County 
and will make clear which agency or department the account supports. Account profiles 
may use the County logo or department branding image as the profile image. The profile 
image will properly represent the department and be easily recognizable.  

E. Public Rules and Disclaimer  
All Rowan County social media accounts must provide a link to our Public Rules & 
Disclaimer which states:  

1. Representatives of Rowan County Government communicate via this site. 
Consequently, any communication via this site (whether by a government 
employee or the general public) is subject to the North Carolina Public Records 
Law and may be subject to monitoring and disclosure to third parties.  

2. We value your comments and questions and encourage you to utilize our online 
Feedback Form through the County’s website. Feedback that includes citizen 
complaints or comments must be maintained based on the General Records 
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Retention and Disposal Schedule; Standard 1, Item 17 specifies a one-year 
retention schedule for records of this nature.  

3. This page is not intending to create a public forum and Rowan County reserves 
the right to remove comments entirely if they violate our decency policies or are 
outside of the topics or information provided within this page. We will not 
remove or censor comments because they are critical of a department, county 
officials, or any other aspect of county government or because a moderator 
personally disagrees with them. However, moderators are allowed to delete 
inappropriate comments if they are vulgar, threatening, libelous, or harassing. 
Further, Rowan County also reserves the right to delete comments that contain the 
following:  

a) Spam, advertising or links to other sites  
b) The promotion of any illegal activity  
c) Promotions for any particular services, products, or political organizations  
d) Copyrighted or trademarked material  
e) Personally identifiable information such as an address, phone number, 

social security number, or other sensitive information.  
F. Public Records: Public Comments and Record Retention  

1. Like email, communication via government-related social networking sites is a 
public record. This means that both the posts of the employee administrator and 
any feedback by other employees or nonemployees, including the public, become 
part of the public record if they are posted on the county’s social media page(s).  

2. Moderators who receive messages through the private message service offered by 
some social media sites, including direct messages, should encourage users to 
contact the appropriate department or employee using a County-issued email 
address or website link. Any private messages received through a social media 
account should be treated the same as constituent emails and, therefore, as public 
records. As best practice, moderators or authorized staff members should reply 
using their county government email account whenever possible.  

3. Information posted on any of the County’s social media accounts, regardless of 
who posted it, may be considered a record of public information as defined under 
the North Carolina’s public records law. There is not, neither should there be, any 
expectation of privacy with any social media postings on the County’s site(s).  

4. All employees are required to assume responsibility for public records and 
comply with the retention period under the NC General Statutes. Any department 
with a social media account should contact Rowan County Information 
Technology to set up a retention schedule and system.  

5. It is especially important NOT to remove or censor comments because they are 
critical of a department, county officials, or any other aspect of county 
government or because a moderator personally disagrees with them. However, 
moderators are allowed to delete inappropriate comments if they are vulgar, 
threatening, libelous, or harassing. Further, Rowan County also reserves the right 
to delete comments that contain the following:  

a) Spam, advertising or links to other sites  
b) Contains personally identifiable information  
c) The promotion of any illegal activity 
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d) Promotions for any particular services, products, or political organizations  
G. Official Rowan County Social Media Accounts  

Officially, Rowan County has two social media profiles, which are managed by the IT 
Department:  
Twitter - http://twitter.com/rowancountync 
Facebook - http://www.facebook.com/RowanCountyNC 
 

  

http://twitter.com/rowancountync
http://www.facebook.com/RowanCountyNC
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Section 10 – Employee Relations 
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10.1   Annual Performance Evaluations 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. For probationary period performance evaluation requirements, refer to Policy 3.10 New 

Employee Probation. 
C. The Department Director and/or their designee shall determine the job standards for each 

position. The Supervisor shall communicate an understanding of these standards to each 
employee. 

D. Full-Time and Part-Time Non-Probationary Employees 
1.  Evaluation of non-probationary full-time or part-time benefited employees shall 

be recorded on the established County performance evaluation form. 
2.  Annual performance evaluations are due to Human Resources by June 15. It is 

essential that Department Directors and/or their desinee adhere to this deadline in 
order for eligible employees to receive longevity/merit pay. 

3.  The employee's immediate supervisor is responsible for conducting the 
performance appraisal. This supervisor is required to discuss with every 
employee, in private, his or her performance appraisal. At this interview, the 
supervisor will offer suggestions that will aid the employee in improving work 
performance. 

4.  Employees are requested to sign the performance appraisal form and a copy may 
be provided for their personal records upon their request. The original must be 
filed in Human Resources. Should the employee refuse to sign the form, it should 
be noted and signed by the supervisor. 

5.  The Department Director and/or their designee and the supervisor shall emphasize 
and maintain the confidentiality of each performance review.   

E. Performance appraisals are not eligible for appeal.  
 

 
10.2   Conflict Resolution Process 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  
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B. Conflict resolution is an informal process whereby full-time non-probationary and part-

time benefited non-probationary employees resolve workplace disputes that do not 
involve allegations of any of the following: 

1.  a violation of a County policy a violation of a state or federal law, rule or 
regulation; fraud; misappropriation of County resources; substantial and specific 
danger to the public health and safety; gross mismanagement, gross waste of 
monies, or gross abuse of authority; alleged safety or health hazards including  
unsatisfactory facilities, surroundings, materials, or equipment (for these types of 
complaints, refer to Policy 10.3 Reporting Immoral, Unethical, and Illegal 
Activities or Violations of County Policies); or 

2.  dissatisfaction with an action of demotion; suspension without pay; dismissal; or 
an allegation of discrimination/harassment (including sexual harassment). For 
these types of complaints, refer to Policy 11.6 Employee Appeals for Non-DSS 
and Health Department Employees or Policy 11.7 Employee Appeals for DSS and 
Health Department Employees.  

C. Types of conflicts handled through this process, which are not eligible for appeal, include 
but are not limited to: 

1.  dissatisfaction with a supervisor; 
2.  problems with a co-worker(s); 
3.  dissatisfaction with a performance appraisal; 
4.  disagreement with a disciplinary action that does not involve a suspension with 

pay; a demotion; or dismissal; 
5.  denial of a requested working schedule or location; 
6.  denial for a request for time off; 
7.  dissatisfaction with pay or benefits; 
8.  disagreement with an established County policy or departmental procedure; 
9.  dissatisfaction or disagreement with an assignment or job responsibilities; or 
10.  any other matters that are within the normal scope of supervisory responsibilities.  

D. Conflict Resolution Procedure 
1.  Employees should bring to the attention of their supervisor any work-related 

problems as soon as possible after they arise.  
2.  If attempts to resolve the issue with the immediate supervisor are unsuccessful, 

the employee should proceed within the departmental administrative chain until 
the conflict is resolved or reaches the Department Director and/or their designee. 

3.  Employees do not have a right to representation by a third-party during the 
conflict resolution process.  

4.  Informal conflicts will ultimately be decided upon by the Department Director 
and/or their designee. 

E. It is not the intent of the Human Resources Director to assume the normal scope of 
supervisory responsibilities for non-HR employees unless he/she is advised of an alleged 
violation of a County policy or an alleged illegal practice. Therefore the Human 
Resources Director’s role in the informal conflict resolution process is primarily advisory 
in nature as follows: 

1.  employees may contact the Human Resources Director to determine if their 
workplace conflict rises to the level of a formal appeal, determine if any 



            139 
 

employment rights are being violated, obtain information about applicable 
policies, and/or obtain information about additional available resources such as 
the Employee Assistance Program.  

2.  Department Directors and/or their designee may contact Human Resources for 
any information or resources needed to help resolve the conflict. Department 
Directors and/or their designees are highly encouraged to utilize the services of 
the Employee Assistance Program for informal conflict resolution resources. They 
may also request that the Human Resources Director assist in the mediation of the 
conflict.  

 
 
10.3   Reduction in Force 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Separation of employees through a reduction in force should not occur until management 

has evaluated alternatives. Therefore a reduction in force decision should be reached only 
after measures such as a hiring freeze on vacant positions, limits on purchasing and 
travel, retirement options, and work schedule alternatives have been reviewed. 

C. In determining which positions will be subject to a reduction in force, temporary and 
non-benefited part-time employees in the areas of the reduction in force may be separated 
from employment prior to the effective date of the reduction in force. These employees 
would not be considered part of the reduction in force. 

D. A reduction in force necessarily compels a thorough evaluation of the accomplishments 
of specific programs, the need for particular positions, and the relative value of specific 
employees so that a department can provide the highest level of service possible with a 
reduced work force. The determination as to the retention or separation of a particular 
employee should include an evaluation of length of service, skills, education, experience, 
work performance, and organizational needs.  

E. Guidelines for reduction in force would include, in addition to or in lieu of other factors, 
the following criteria: 

1.  determination of the number of positions that must be deleted to meet the 
established goal; 

2.  the feasibility of eliminating entire programs or parts of programs;. 
3.  identification of areas where the number of positions must be reduced or 

eliminated; 
4.  identification of the classification of positions to be eliminated to determine 

whether personnel can be interchanged with other work units;  
5.  the needs of the department to deliver services; 
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6.  exploration of measures that would avoid the involuntary separation of 
employees; 

7.  documentation of steps followed in reduction in force; and/or 
8.  an impact analysis of proposed reduction in force on the department's workforce 

demographics. 
F. Following the County Manager’s decision, Human Resources will inform the affected 

employees in writing of their impending dismissal due to a reduction in force including 
the scheduled date of separation, benefits, instructions regarding scheduling an exit 
interview, and their appeal rights.   

G. Employees affected by the reduction in force will receive a thirty (30) calendar-day 
notice plus four (4) weeks of severance pay. The Department Director and/or their 
designee may request the thirty (30) day notice be waived and the employee paid for that 
period of time. If the employee is currently on the health care insurance program they 
will continue to receive the same benefit for a maximum of ninety (90) calendar days 
from the date of termination. Employees will receive their accumulated vacation leave.  
Sick leave will be reinstated if re-employed in any County department within three (3) 
years or the employee may elect to transfer sick leave within the three (3) year period to 
another governmental entity who has agreed to accept the transfer of unused sick leave.  
Employees may also utilize the Employee Assistance Program (EAP) for a period of time 
following their separation. 

H. Human Resources may provide outsource assistance to separated employees who wish to 
seek employment in the private sector. Such assistance will typically include resume 
preparation, interviewing skills, and coordination with the Employment Security 
Commission. 

I.    Dismissals of regular employees as a result of a reduction in force are eligible for appeal 
in accordance with 10.5 Employee Grievance/Appeal Policy (Non-DSS and Health 
Department Employees) or 10.6 Employee Grievance/Appeal Policy (DSS and Health 
Department Employees). 

 
 
10.4   Employee Discipline 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. While the policy does not apply to non-regular benefited employees, it is recommended 

that these employees be counseled concerning their job performance and future 
employment with the County and duly documented. 

C. The County recognizes that it is important that disciplinary action be administered in as 
near a uniform manner as possible. Therefore training will be conducted for all 

https://des.nc.gov/des
https://des.nc.gov/des


            141 
 

supervisors on the proper use of the disciplinary policy and other employment matters 
through the Employee Relations Training Program offered by Human Resources.   

D. Employees shall not be disciplined or dismissed, except for just cause. When just cause 
exists, employees may be warned, demoted, suspended without pay, or dismissed by the 
County Manager, DSS Director, or Health Department Director and/or their designee as 
applicable. The degree and type of action taken shall be based upon sound judgment and 
in accordance with the provisions of this policy.   

E. Employees do not have a right to representation by an attorney or any other third-party 
during any step of the disciplinary process. However employees who are dismissed and 
deemed eligible to file an appeal have a right to representation at a hearing, if requested, 
in accordance with Policy 11.6 Employee Appeals (Non-DSS and Health Department 
Employees) and Policy 11.7 Employee Appeals (DSS and Health Department 
Employees). 

F. There are two established reasons for disciplinary action: 
1. Unsatisfactory Job Performance  

a) requires both a first and a final written warning before dismissal may 
occur; 

b) is defined as any work-related performance that fails to meet job 
requirements as specified in the job description or as directed by the 
employee’s immediate supervisor(s) and/or Director. Some examples 
include, but are not limited to: careless errors, poor quality, un-timeliness, 
failure to follow policies, instructions or procedures, insufficient quality or 
quantity, excessive absenteeism (whether or not these absences are 
covered by available leave), failure to request leave in advance, inability 
to get along with employees or the public, or any other type of 
performance-related activity deemed unsatisfactory by the employees 
immediate supervisor and/or Director. 

2. Unacceptable Personal Conduct 
a) does not require any previous disciplinary action before dismissal can 

occur (a first or final written warning is optional and at the sole discretion 
of the Director); 

b) may be created by intentional or unintentional acts;   
c) is defined as follows: 

1) conduct on or off the job that is related to the employee’s job 
duties and responsibilities for which for which no reasonable 
person should expect to receive prior warnings; 

2) conduct that constitutes violation of a State or federal law; 
3) dicrimination, harassment, or sexual harassment; 
4) the willful violation of work rules, policies, or procedures; 
5) conviction of a felony that is detrimental to or impacts the 

employee’s service to the County; 
6) the willful violation of work rules, policies, or procedures; 
7) conduct unbecoming an employee that is detrimental to the 

County’s service;  
8) the abuse of client(s), patient(s), or a person(s) over whom the 

employee has charge or to whom the employee has a 
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responsibility; or of an animal owned in the custody of the County; 
9) falsification of an employment application or other employment 

document; 
10) insubordination (willful failure or refusal to carry out an order      

from an authorized supervisor or County administrator); 
11) absence from work after all authorized leave credits and benefits    

have been exhausted (unless granted a leave of absence); 
12)  failure to maintain or obtain credentials or certifications; and/or 
13)  grossly inefficient job performance that results in: 

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

ii. the loss of or damage to agency property or funds that 
result in a serious impact on the County or the department. 

d) Some examples of unacceptable personal conduct include, but but are not 
limited to: inappropriate workplace behavior such as horseplay, abusive, 
offensive, or threatening language toward others; fighting; or exhibiting 
behavior, attitude, demeanor, speech, or verbal/written communications 
that adversely affects the employee’s performance of duties, reflects badly 
upon the supervisor and/or the department, causes others to question the 
employee’s or department’s ability to perform departmental functions, or 
in any way exhibiting a lack of respect for the chain of command. 

G. Types of Discipline 
1. Verbal Warning  

Before issuing a written warning, Supervisors and/or Directors may consider 
giving an employee a verbal warning depending upon the seriousness of the 
infraction. Verbal warnings are not required to be placed in an employee 
personnel file; but may be included if further disciplinary action is necessary. 
Verbal warnings are not required before proceeding to further disciplinary action 
and are issued at the sole discretion of the County.  

2. First Written Warning 
a) A first written warning must include all of the following information: 

1) a statement that it is a written warning, and not some other non-
disciplinary process such as counseling; 

2) specific issues that are the basis for the warning; 
3) specific corrections, if applicable, that must be made to address 

these specific issues; 
4) the time frame allowed for making the required corrections 

(immediate correction is required for unacceptable personal 
conduct or grossly inefficient job performance); 

5) the consequences of failing to make the required corrections. 
3. Final Written Warning 

a) A final written warning must include all of the following information: 
1) a statement that it is a final written warning, and not some other 

non-disciplinary process such as counseling; 
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2) specific issues that are the basis for the warning; 
3) specific corrections, if applicable, that must be made to address 

these specific issues; 
4) the time frame allowed for making the required corrections 

(immediate correction is required for unacceptable personal 
conduct or grossly inefficient job performance); 

5) the consequences of failing to make the required corrections. 
4. Dismissal 

a) Before the decision to dismiss is made, the Department Director and/or 
their designee shall consult with the Human Resources Director to ensure 
that all policies are followed. 

b) After consultation with the Human Resources Director, the Director and/or 
their designee and the employee’s supervisor (s) shall conduct a pre-
disciplinary conference. No attorneys or other such representatives for 
either party shall be present at this conference. During this conference, the 
specific reason for the proposed dismissal shall be discussed. It is 
recommended to allow the employee to respond to the specific reason for 
the proposed dismissal. In some cases this may affect the Department 
Director and/or their designee's decision on whether or not to dismiss the 
employee.  

c) At the end of the conference, the Department Director may decide to 
proceed with dismissal, decide dismissal is not warranted, decide that a 
different course of disciplinary action should occur, or decide that more 
time is needed to make a decision. 

d) If the decision is made to dismiss the employee, the employee must be 
given a written dismissal notice that contains the specific reasons and the 
employee's right of appeal. 

e) Upon dismissal, the Department Director and/or their designee will be 
responsible for collection of issued equipment, uniforms, I.D. badges, 
keys, etc.  

5. Optional Disciplinary Actions  
a) Demotion 

1) An employee may be demoted as a disciplinary measure at the sole 
discretion of the County as follows: 

• for unsatisfactory job performance (so long as the 
employee has received at least one prior written warning); 
or 

• for personal conduct, including grossly inefficient job 
performance (no prior disciplinary action is required). 

2) Disciplinary demotions may be accomplished in three ways: 
• the employee may be demoted to a lower pay grade with a 

reduction in salary as long as the new salary does not 
exceed the maximum of the salary range for the new lower 
pay grade; 

• the employee may be demoted to a lower pay grade without 
a reduction in salary as long as the new salary does not 
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exceed the maximum of the salary rate for the new lower 
pay grade; or 

• the employee may be demoted while retaining the same pay 
grade with a reduction in salary. 

3) In no event shall an employee’s salary be reduced to less than the 
minimum for the applicable pay grade. 

4) Prior to the decision to demote an employee for disciplinary 
reasons, the immediate Supervisor(s) and Department Director 
shall conduct a pre-disciplinary conference with the employee. No 
attorneys or other such representatives for either party shall be 
present at this conference. During this conference, the specific 
reason for the proposed demotion shall be discussed. It is 
recommended to allow the employee to respond to the specific 
reason for the proposed demotion. In some cases this may affect 
the Department Director and/or their designee's decision on 
whether or not to demote the employee. 

5) At the end of the conference, the Director may decide to proceed 
with demotion, decide not to proceed with demotion, decide that a 
different course of disciplinary action should occur, or decide that 
more time is needed to make a decision. 

6) If the decision is made to demote the employee, the employee must 
be given a written demotion notice that contains the specific 
reasons and the employee's right of appeal. 

b) Suspension Without Pay 
1) An employee may be suspended without pay as a disciplinary 

measure at the sole discretion of the County as follows: 
• for unsatisfactory job performance (so long as the 

employee has received at least one prior written warning); 
or 

• for personal conduct, including grossly inefficient job 
performance (no prior disciplinary action is required). 

2) Prior to the decision to suspend an employee without pay for 
disciplinary reasons, the immediate Supervisor(s) and Department 
Director shall conduct a pre-disciplinary conference with the 
employee. No attorneys or other such representatives for either 
party shall be present at this conference. During this conference, 
the specific reason for the proposed suspension shall be discussed.  
It is recommended to allow the employee to respond to the specific 
reason for the proposed suspension. In some cases this may affect 
the Department Director and/or their designee's decision on 
whether or not to suspend the employee. 

3) At the end of the conference, the Department Director and/or their 
designee may decide to proceed with suspension, decide not to 
proceed with suspension, decide that a different course of 
disciplinary action should occur, or decide that more time is 
needed to make a decision. 
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4) If the decision is made to suspend the employee without pay, the 
employee must be given a written suspension notice that contains 
the specific reasons and the employee's right of appeal. 

5) All unpaid suspensions shall be for no less than one full work day, 
but not more than two full work weeks. 

 
 
10.5   Employee Grievance/Appeal Policy (Non-DSS and Health Department Employees) 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. This policy provides a procedure whereby full-time non-probationary and part-time 

benefited non-probationary employees may be heard regarding the following actions 
without fear of interference, coercion, restraint, discrimination or reprisal: 

1. suspension without pay; 
2. demotion; 
3. dismissal; or 
4. discrimination/harassment (including sexual harassment). 

C. This policy applies to all full-time non-probationary and part-time benefited non-
probationary employees with the following exceptions: 

1.  the County Manager, County Attorney, Tax Collector, Tax Assessor, Clerk to the 
Board, Elections Director, or the Soil and Water Director; 

2.  employees of the Sheriff’s Office or of the Register of Deed’s Office; 
3.  employees of the Department of Social Services and the Health Department DSS 

and Health Department employees shall refer to Policy 11.6 Employee 
Grievance/Appeal Policy (DSS and Health Department Employees). 

D. Step 1 – Appeal to the Human Resources Director 
1.  An eligible employee (or a former eligible employee who has been dismissed) 

who wishes to appeal a demotion, suspension without pay, dismissal, or a claim of 
discrimination/harassment (including sexual harassment) may submit a Request 
for Appeal Form to the Human Resources Director within fifteen (15) working 
days after the date of the action. 

2.  If needed, the Human Resources Director may conduct investigational meetings 
with all concerned parties. The Human Resources Director will inform the 
Department Director and/or their designee and the employee within ten (10) 
working days of his/her recommendations. The deadline may be extended with 
the approval of the County Manager if more time is necessary to complete the 
investigation. 

3.  If the Human Resources Director fails to meet this deadline, the employee may 
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advance to Step 2. 
E. Step 2 – Request for a Hearing 

1.  If the employee is not satisfied with the decision in Step 1, he/she may request 
their matter be heard by a hearing panel.  

2.  The employee shall submit the Request for Hearing Form to the County Manager 
within fifteen (15) working days from the receipt of the decision of the Human 
Resources Director. 

3.  Upon receipt of an eligible request for a hearing, the County Manager and the 
Human Resources Director shall appoint an impartial hearing panel in accordance 
with established procedures and shall schedule a hearing to be conducted within 
fifteen (15) working days. An extension to this deadline may be approved by the 
County Manager if deemed necessary in order to properly conduct the hearing. 

4.  The employee and the hearing panel members shall be provided with a copy of 
the hearing procedures prior to the hearing. 

5.  The hearing shall be public and each party shall have the option to be represented 
by an attorney. The hearing shall be recorded so that a record may be prepared 
and forwarded to Superior Court upon request.  

6.  The hearing panel shall make a recommendation to the County Manager within 
five (5) working days from the adjournment of the hearing. 

7.  The County Manager shall render a written decision within five (5) working days 
from the receipt of the hearing panel’s recommendations.  

8.  The County Manager’s decision shall be final.  
9.  The existence of this appeal procedure does not preclude any individual from 

pursuing any other remedies available under law. 
 

10.6   Employee Grievance/Appeal Policy (DSS and Health Department Employees) 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. This policy provides a procedure whereby full-time non-probationary and part-time 

benefited non-probationary employees who are covered under N.C.G.S. Chapter 126 of 
the State Human Resources Act (DSS and Health Department employees only) may be 
heard regarding the following actions without fear of interference, coercion, restraint, 
discrimination or reprisal: 

1. suspension without pay; 
2. demotion; 
3. dismissal; or 
4. discrimination/harassment (including sexual harassment). 

C. Step 1 – Appeal to the Human Resources Director 
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1.  An eligible employee (or a former eligible employee who has been dismissed) 
who wishes to appeal a demotion, suspension without pay, dismissal, or a claim of 
discrimination/harassment (including sexual harassment) may complete a Request 
for Appeal Form and submit it to the Human Resources Director within fifteen 
(15) working days after the date of the action. 

2.  If needed, the Human Resources Director may conduct investigational meetings 
with all concerned parties. The Human Resources Director will inform the 
Department Director and/or their designee and the employee within ten (10) 
working days of his/her recommendations. The deadline may be extended with 
the approval of the Department Director and/or their designee if more time is 
necessary to complete the investigation.  

3.  If the Human Resources Director fails to meet this deadline, the employee may 
advance to Step 2. 

D. Step 2 – Request for a Hearing 
1.  If the employee is not satisfied with the decision in Step 1, he/she may request 

their matter be heard by a hearing panel.  
2.  The employee shall submit the Request for Hearing Form to the County Manager 

within fifteen (15) working days from the receipt of the recommendations of the 
Human Resources Director. 

3.  Upon receipt of an eligible request for a hearing, the County Manager and the 
Human Resources Director shall appoint an impartial hearing panel in accordance 
with established procedures and shall schedule a hearing to be conducted within 
fifteen (15) working days. An extension to this deadline may be approved by the 
County Manager if deemed necessary in order to properly conduct the hearing. 

4.  The employee and the hearing panel members shall be provided with a copy of 
the hearing procedures prior to the hearing. 

5.  The hearing shall be public and each party shall have the option to be represented 
by an attorney. The hearing shall be recorded so that a record may be prepared 
and forwarded to Superior Court upon request.  

6.  The hearing panel shall make a recommendation to the Department Director 
and/or their designee within five (5) working days from the adjournment of the 
hearing.  

7.  The Department Director and/or their designee shall render a written decision 
within five (5) working days from the receipt of the hearing panel’s 
recommendations.  

8.  The Department Director and/or their designee’s decision shall be final.  
9.  The existence of this appeal procedure does not preclude any individual from 

pursuing any other remedies available under law. 
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Section 11 – Safety 
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11.1    Statement of Policy 
  

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of the County to provide safe working conditions, personal protective 

equipment (PPE) as required, safe equipment, proper job instructions, adequate 
supervision and frequent review of working practices to assure that employees can 
perform their jobs safely and productively. 

C. Workplace accidents place an unnecessary financial burden on taxpayers. Most accidents 
can be prevented by training, common sense, and diligence from employees and 
supervisors.  Therefore it is the responsibility of each employee, and especially those in a 
supervisory capacity, to ensure that work is planned, performed, and supervised with 
safety in mind, and that all necessary safety requirements are in place. 

D. It is the policy and intention of the County that a comprehensive safety program will be 
followed. 

E. In support and recognition of the importance of a vigorous safety program, the Risk 
Manager is hereby directed to implement a comprehensive safety program in accordance 
with the The County Safety Guidelines.  

 
 
11.2    Personal Protective Equipment Program 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. OSHA Standard 1910.132 

"Protective equipment including personal protective equipment for eyes, face, head, and 
extremities, protective clothing, respiratory devices and protective shields and barriers, 
shall be provided, used and maintained in a sanitary and reliable condition wherever it is 
necessary by reason of hazards or processes or environment, chemical hazards, 
radiological hazards, or mechanical irritants encountered in a manner capable of causing 
injury or impairment in the functions of any part of the body through absorption, 
inhalation or physical contact." 
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C. General Policy Statement 
The County, in compliance with state and federal guidelines concerning personal 
protective equipment and for the protection of its employees, shall develop a personal 
protective equipment program, which shall operate under the guidelines contained herein. 

D. Personal Protective Equipment (PPE) Program Guidelines  
1. Scope  

a) This program shall apply to those employees exposed to hazards while on 
or off County property while engaged in County business within the scope 
of their prescribed duties. 

b) The Personal Protective Equipment Program shall consist of the following 
elements: 

1) responsibilities of Risk Management, Directors/Supervisors, and 
employees; 

2) hazard assessment and PPE selection; 
3) employee training; 
4) cleaning and maintenance of PPE; and 
5) documentation. 

E. Responsibilities of Risk Management 
1. Responsibilities of Directors and/or Supervisors 

a) Directors and/or Supervisors have the primary responsibility for 
implementing and enforcing PPE use in their work area.  This involves: 

1) providing appropriate PPE and making it available to employees; 
2) ensuring that employees are trained on the proper use, care, and 

cleaning of PPE; 
3) ensuring that employees properly use and maintain their PPE and 

follow The County’s PPE policies and procedures; 
4) notifying Risk Management when new hazards are introduced or 

when processes are added or changed; and  
5) ensuring that defective or damaged PPE is immediately disposed 

of, repaired, or replaced. 
2. Responsibilities of Employees 

a) The PPE user is responsible for following the requirements of the PPE 
Program.  This involves: 

1) properly wearing PPE as required; 
2) attending required training sessions; 
3) properly caring for, cleaning, maintaining, and inspecting PPE as 

required; 
4) following the County’s PPE policies and procedures; and 
5) informing the supervisor of the need to repair or replace PPE. 

3. Failing to utilize protective equipment issued by the County in situations requiring 
such equipment may result in disciplinary action up to and including dismissal in 
accordance with 10.4 Employee Discipline. 
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11.3    Bloodborne Pathogens 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Bloodborne pathogens are disease-causing micro-organisms that may be present in 

human blood, tissues, or bodily fluids. The Occupational Safety and Health 
Administration (OSHA) has adopted a Standard (29CFR 1910.1030) that is intended to 
protect workers from Bloodborne pathogens such as the Hepatitis B Virus (HBV) and the 
Human Immunodeficiency Virus (HIV) or AIDS. 

C. The County seeks to protect its employees from the occupational acquisition of 
communicable diseases.  Employees, volunteers, students, trainees, and observers whose 
job functions might involve the potential of occupational exposure to blood or body 
fluids as a result of contact with patients and clients must follow The County’s Exposure 
Control Plan.  All employees are expected to follow this policy whether care is provided 
in a County department, home laboratory, or in the community. The blood and body 
fluids of others will be treated as potentially infected. Universal precautions will be 
followed.  It is the responsibility of the employee to follow all precautions including use 
of PPE (Personal Protective Equipment). Willful violations of the Exposure Control 
tenets or negligence may result in disciplinary action up to and including dismissal in 
accordance with 10.4 Employee Discipline. Any exposure must be reported immediately 
to the supervisor. 

D. Hepatitis B Vaccinations  
1.  As a part of a comprehensive safety program, the County shall make the Hepatitis 

B vaccination series available to all employees whose job functions might involve 
the potential of occupational exposure. Post-exposure evaluation and follow-up 
shall be given to all employees who have an exposure incident. 

2.  The County has deemed certain positions to potentially encounter an occupational 
exposure.  All employees performing such job functions must begin receiving the 
vaccine series within ten (10) working days of initial assignment unless the 
employee has previously received the complete Hepatitis B vaccine series, 
antibody testing has revealed that the employee is immune, or the vaccine is 
contradicted for medical reasons. 

3.  If the employee initially declines the Hepatitis B vaccine, the County shall require 
the employee to complete the Waiver for Hepatitis B Vaccine Form in compliance 
with OSHA Standard 1910.1030. The completed form will be kept in the 
employee’s medical file in Human Resources. If at a later date, while still covered 
under OSHA 1910.1030, the employee decides to accept the vaccination, the 
County shall make it available at that time. The employee will be required to 
provide a completed authorization form for each visit to the The County Health 

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_id=10051&p_table=STANDARDS


            152 
 

Department in order to receive each dosage of the Hepatitis B vaccine series.  
There is no charge to the employee or the department. 

 
 
11.4    Driver Qualifications and Responsibilities  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. In keeping with the County’s commitment to creating and maintaining a safe 

environment for County employees and the general public, this policy sets forth 
minimum standards for drivers of County vehicles and employees who drive private 
vehicles to carry out County business. All employees who operate motor vehicles on 
County business are subject to the guidelines of the policy and are expected to do so in a 
safe and responsible manner, and adhere to all applicable motor vehicle laws. 

C. Authorized Use 
1.  The use of a County vehicle and equipment owned or leased by the County are for 

Official Use Only. The County has adopted the North Carolina General Statutes 
governing the operation of vehicles. NCGS 14-247 Private Use of Publicly 
Owned Vehicles states that it shall be unlawful for any officer, agent or employee 
of the state to use for any private purpose whatsoever any motor vehicle of any 
type or description whatsoever belonging to the state, or any county, or any 
institution or agency of the state. Vehicles and equipment will not be used for 
personal business or gain. Only authorized County employees or authorized 
contract personnel may drive or operate a County owned or leased vehicle, heavy 
equipment, tractor, mower, tools or other County property. The only passengers 
permitted are County employees, clients, contractors, contract personnel or other 
persons normally transported as a function of the mission of the departments.  
Employees whose positions necessitate taking County vehicles home should 
travel to and from their worksite by the safest, shortest route. Approved 
commuters are permitted the use of County vehicles assigned to them for:   

1) travel between work and home, or  
2) to obtain meals and other work-related necessities while on duty. 

2.  Ride along programs that are part of services provided to The County citizens (i.e. 
internships, senior projects, Leadership Rowan Project) are authorized as long as 
a waiver of liability is completed and each individual is fully aware of the risks of 
the “Ride Along Program”.   

D. Driver Qualifications   
1.  As part of pre-employment screening, applicants for positions that routinely 

require operation of a motor vehicle will have their Motor Vehicle Records 

https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_14/GS_14-247.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_14/GS_14-247.pdf
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(MVR) reviewed prior to hiring. Excessive traffic violations may disqualify the 
prospective employee. Current employees who routinely operate a motor vehicle         
on County business will have their MVR’s routinely monitored through the North 

                Carolina Department of Transportation “Transportation Notification System.” 
2.  County employees who routinely (at least once per week) drive a County vehicle 

are required to report convictions of moving violations to their supervisor, who 
will inform the Risk Manager. This report is required whether or not the offense 
occurred on personal or county time. Further, any suspension, revocation, 
cancellation of an employee’s driver’s license or loss of qualification must be 
reported to the supervisor and the Risk Manager. The report must be in writing by 
close of business (COB) on the day the conviction or loss of privilege occurs.  
The supervisor will forward these reports to the Risk Manager by the COB on the 
following work day.   

E. Driving Privileges 
1.  The County drivers that do not meet the driving standards will lose driving 

privileges. This policy applies to employees who drive a County or personal 
vehicle on County business. The following criteria shall be followed in 
determining an unacceptable driving record for job applicants and for the 
evaluation of existing County employees: 

a) a current suspended, revoked, expired or otherwise invalid driver’s 
license; 

b) one (1) conviction of manslaughter or death by vehicle; 
c) one (1) conviction of driving while intoxicated, impaired, or under the 

influence of drugs or alcohol within the last three (3) years; 
d) willful refusal to submit to a blood or breath alcohol test within the last 

three (3) years; 
e) two (2) convictions of driving while intoxicated, impaired, or under the 

influence of drugs or alcohol within the last five (5) years; 
f) two (2) speeding violations of driving over 15 miles per hour at a speed 

higher that 55 mph in the last three (3) years; 
g) two (2) convictions of reckless driving within the last three (3) years; 
h) a combination of any three (3) or more moving violations or at-fault 

automobile accidents within the last three (3) years; 
i) a combination of any two (2) or more moving violations or at-fault 

automobile accidents within the last year; and/or 
j) currently operating a vehicle without insurance. 

2.  A conviction is based on a decision by a judge or an admission of guilt by signing 
the backside of the citation and paying the fine. The fact that a plea of nolo 
contendere was accepted or that a prayer for judgment or limited driving 
privileges was granted shall not affect the determination of an unacceptable 
driving record.  An employee’s driving record will be considered unacceptable 
and County driving privileges will be suspended during the period charges are 
pending a court decision.  

3.  An employee who loses County driving privileges will be subject to disciplinary 
action up to and including dismissal. An employee in a position for which driving 
constitutes an essential function and loses County driving privileges will be 
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dismissed if the Department Director and/or their designee determines that no 
other position is available. 

F. Alcohol, Drugs, Tobacco, and Firearms Prohibited 
Alcoholic beverages, tobacco products or any illegal drugs are not permitted in County 
vehicles at any time. Law enforcement personnel may transport lawfully confiscated 
alcoholic beverages or drugs. Firearms are also prohibited in County vehicles at any time 
unless controlled by a sworn law enforcement officer or an employee with a valid 
concealed carry permit. 

G. Vehicle Safety  
1.  Vehicles, when left unattended for any reason, must have the keys removed, 

windows closed and the doors locked to prevent unauthorized use or theft of the 
vehicle or its contents. The employee shall remove and safely store equipment 
that cannot be adequately secured inside the vehicle to prevent theft of equipment. 

2.  To assure the safety of all personnel, safety belts must be worn by operators and 
passengers in all vehicles operated by the department at all times. The driver of 
the vehicle is responsible for insuring compliance by all occupants of the vehicle 
they are operating. 

3.  No person shall operate a department vehicle in which any safety belt in the 
driver’s seating position is inoperable. No person shall be transported in a seating 
position in which the safety restraint is inoperable. 

4.  Employees are expected to refrain from using a cell phone while driving. Safety 
must come before all other concerns. If a call must be placed or taken, employees 
are required to pull off the road to a safe location to complete the call. If calls are 
regular and frequent in performing the duties of the position, hands-free 
equipment is highly recommended. County employees are prohibited from 
sending or receiving text or email messages while driving. 

H. Maintenance and Repair 
In the event of a mechanical breakdown or an auto accident, the vehicle should be towed 
to the County approved facility chosen by the County. 

I.    Vehicle Inspection Before Driving 
Before operation, the driver will check the vehicle for any damage to the body or interior.  
All operators of County vehicles should check the tires to ensure that all tires have 
adequate tread and the tire pressure is maintained in accordance with vehicle 
specifications. Any defects that would affect the safe operation of the vehicle shall be 
reported to the driver’s supervisor for correction before the vehicle is used. 

J.    Incidents and Accidents 
1.  All vehicle operators are required to report any accident or other event involving a 

County vehicle immediately, or as soon as possible, to their direct supervisor and 
the Risk Manager.  In the event of an accident, the vehicle operator shall: 

a) contact 911 for dispatch of law enforcement regardless of the extent of 
damages; 

b) not discuss the circumstances of the accident with anyone other than the 
investigating officer, County Risk Manager, supervisor, or individuals 
conducting an internal investigation; 

c) make no attempt to reach a settlement; 
d) get the name, address, and phone number of all involved parties and 
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witnesses; and 
e) take photographs of the accident (i.e. all vehicle damages, skid marks, 

signage). 
2.  A County Vehicle Incident Report must be completed in its entirety by the 

employee immediately following the accident, or as soon as possible, and sent to 
the Risk Manager. If a police report is prepared, the driver and the supervisor or 
Department Director and/or their designee shall be responsible for getting a copy 
of the report and forwarding to the Risk Manager. If there is a serious injury, 
death, or property damage the Risk Manager and County Manager must be 
contacted immediately. 

K. Post-Accident Drug Testing 
As soon as possible after an accident, but no later than three (3) hours, the driver of the 
vehicle will take a drug test at an accredited facility chosen by the County. Failure to 
report for testing within three (3) hours after an accident may result in disciplinary action 
in accordance with 10.4 Employee Discipline. A seriously injured driver, who cannot 
provide a sample at the time of the accident, must provide necessary authorization for the 
County to obtain hospital or other records that would indicate the absence or presence of 
drugs and/or alcohol. Failure or refusal of a driver to be tested or to authorize the release 
of pertinent medical records will result in disciplinary action up to and including 
dismissal. 

L. Defensive Driving Training 
1.  Each employee who is assigned a County vehicle or who drives a personal vehicle 

to conduct County business shall be required to attend defensive driving courses 
facilitated by the Risk Manager. 

2.  County employees involved in a preventable motor vehicle accident, while 
operating a County vehicle, may be required to take a driver refresher course.  
The course will be scheduled by the Risk Manager and conducted as necessary.  
Failure to satisfactorily complete the course may result in suspension of driving 
privileges in County vehicles. 

M. Inclement Weather 
In the event of inclement weather, when it is unsafe to operate a County vehicle due to 
snow, ice, sleet, high winds, etc., County vehicles may be grounded at the direction of the 
County Manager. 

N. Employer Responsibilities 
The Risk Manager will maintain a record of driving related information on drivers 
employed by the County, including the notices of conviction or disqualification. No 
supervisor may allow anyone to operate a County motor vehicle while under a 
disqualification. The Department Director and/or their designee may suspend an 
employee's privilege to drive County vehicles or operate equipment, if the Department 
Director and/or their designee determines the employee is unsafe or it is not in the best 
interest of the County for the employee to drive or operate equipment. 

O. Conclusions 
These regulations are of a serious nature and consequently could affect the ability of an 
employee to earn a livelihood.  It is the responsibility of the supervisors to communicate 
these regulations to their employees. 
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11.5    Fit For Duty Policy 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. County employees are expected to report for work and remain at work in a condition to 

perform assigned duties and not under the influence of any substance which may impair 
performance. Safety sensitive employees shall not use alcohol within eight (8) hours 
before going on duty or operating a motor vehicle.  

C. An employee shall notify his/her Department Director and/or their designee if charged off 
the job for driving while impaired (DWI) or driving under the influence (DUI) or for the 
use, sale, or possession of a controlled dangerous substance within forty-eight (48) hours 
of the incident. The Department Director and/or their designee, in consultation with the 
Risk Manager, will investigate the incident and if it is found to have a direct relationship 
to the employee’s job duties and responsibilities, appropriate action may be taken.  

D. Prescription or Over-The-Counter Drug Requirements for Safety-Sensitive Employees 
1.  In the interest of protecting employees and others, safety-sensitive employees 

must make sure that any prescribed drug or any combination of drugs being taken 
will not adversely impact their ability to perform assigned duties. The prescribing 
physician must approve the medications to ensure that the employee’s job duties 
can be performed safely. This approval must be reported to the Risk Manager.  
Employees can obtain a Medication Approval Form from Risk Management.  
This form must be returned to Risk Management within seven (7) days from the 
date of return to work or from the start of taking the medication(s), whichever is 
earlier. If an employee or supervisor has any questions, the employee should 
contact the Risk Manager. 

2.  Employees will be provided a copy of their job description for their treating 
physician and must additionally explain their job duties in depth to their doctor 
and ensure that use of prescribed medications will not pose a safety risk to 
themselves, other employees, or the general public. 

3.  If the employee’s use of prescription or non-prescription drugs has endangered 
the employee, other employees or the public, or has contributed to an accident, the 
employee may be subject to discipline, up to and including dismissal in 
accordance with 10.4 Employee Discipline. 

4.  Side Effects 
Employees who experience side effects or do not feel fit for duty, regardless of 
medications or previous approvals, must consult their personal physician and 
immediately refrain from performing hazardous activities, including driving and 
working with machinery. 

5.  Confidentiality of Records and Verification 
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Medication approval forms will be kept in the employee’s confidential medical 
file located in Human Resources. Compliance with HIPPA regulations will be 
adhered to at all times. 

E. Employees Suspected of Being Impaired 
An employee who suspects that a co-employee may be under the influence of a substance 
which impairs performance should immediately notify his or her supervisor or some other 
member of management in order that the employee suspected of being impaired can be 
observed and evaluated by management and, if possible, medical personnel. For further 
information regarding Reasonable Cause or Suspicion Testing, refer to 9.15 Drug and 
Alcohol Policy. 

 
 
11.6    Lockout/Tagout (LOTO)  
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of the County to ensure a lockout or tagout is performed in accordance 

with OSHA Standard 1910.147 before attempting any servicing or maintenance of 
machines/equipment in which the unexpected energization, start-up, or release of stored 
energy could cause injury to employees. Lockout is the preferred method, and will be 
used when possible, of isolating machines or equipment from energy sources. 

C. Lockout/Tagout Procedures 
1.  Scope:  this procedure covers the necessary safety precautions and procedures for 

servicing and maintenance of machines and equipment in which the unexpected 
energization or start up, or release of stored energy could cause injury to 
employees. 

2.  Purpose: this procedure covers the minimum requirements for lockout and/or 
tagout of energy isolating devices to protect employees from hazardous energy 
including electrical, mechanical hydraulic, pneumatic, or other energy. It will be 
used as a facility-wide general procedure for isolating all potentially hazardous 
energy (lockout/tagout) before employees perform any servicing and maintenance 
activities where unexpected energizations, start up or release of stored energy 
could cause injury. This procedure, when used is conjunction with the specific 
information recorded on the attached pages of this procedure, provides the 
necessary information for lockout/tagout. 

3.  Responsibility: the responsibility for seeing that this procedure is followed is 
binding upon all employees. All employees shall be instructed in safety 
significance of the lockout procedure by the Department Director and/or their 
designee. Each new or transferred affected employee shall be instructed by the 

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.147
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director or supervisor tasked in the purpose and use of the lockout procedure. 
4.  Preparation for Lockout: employees authorized to perform lockout shall be certain 

as to which switch, valve, or other energy isolating devices apply to the 
equipment being locked out. More than one energy source (electrical, mechanical, 
or others) may be involved. Any questionable identification of sources shall be 
cleared by the employees with their supervisors. Before lockout commences, job 
authorization should be obtained. 

5.  Sequence of Lockout Procedure 
a) Only trained, authorized employees can lockout/tagout. 
b) All affected and other employees working in or entering work areas where 

lockout/tagout is performed must be trained. 
c) Determine all energy isolating devices requiring lockout/tagout to ensure 

effective control of hazardous energy. 
d) Determine the type and magnitude of the energy and required controls. 
e) Notify all affected employees of the plans to lockout/tagout. 
f) Shutdown the equipment / process by normal procedures. 
g) Locate the necessary energy isolating device(s) to equipment/process and 

operate them to isolate energy sources and affix lockout/tagout devices. 
h) Relieve all stored or residential energy and take appropriate measures to 

ensure it does not reaccumulate. Affix lockout/tagout device as necessary. 
i) Verify energy isolation and relief of stored energy after ensuring 

employees are not exposed and before beginning work. After start buttons 
are activated, press the stop button. 

j) Perform the servicing and maintenance. 
k) To safely restore machines, equipment or process to normal production 

operations, replace all guards and safety devices, remove all personnel, 
and remove all tools and equipment. 

l) Notify affected employees. 
m) Remove lockout/tagout devices (by authorized employee installing 

lockout/tagout devices).  
6.  Lockout/Tagout Device Removal: when it becomes necessary to remove the 

lockout/tagout devices of an employee who is unavailable at the facility, it can be 
done only by an authorized employee.  A “Turn over Report” must be completed 
prior when a lockout might need to be removed by another authorized employee.   

7.  Group lockout/tagout: when a lockout/tagout job involves numerous 
lockout/tagout devices and many employees, a group lockout/tagout procedure 
may be used. A separate, special written procedure or permit is required. 

8.  Contractors: all contractors must comply with the lockout/tagout procedures 
specified by an authorized employee. Authorized employees of the County must 
not violate the contractor’s lockout/tagout.   

 
 
11.7    Confined Space  
 

A. Applicability - this policy applies to: 
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 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. It is the policy of the County to comply with OSHA Confined Space Standards 

(1910.252, 1926.21, 1926.352, 1926.353, and 1910.146) and proposed NIOSH Standards. 
C. The Confined Space Policy describes the guidelines and procedures to be followed by 

employees when entering and working in confined spaces and to reduce the incidence of 
confined space accidents, injuries, and illnesses. The procedures and guidelines apply to 
all County employees (temporary, regular, part-time, and full-time) who, while 
performing their jobs, are exposed to or enter confined spaces. Visitors, vendors, 
contractors and any other non-employee will not be allowed to enter any confined space 
owned by the County unless a valid “Hold Harmless Agreement” is on file for such 
person(s) and all specified safety procedures have been covered. 

D. Detailed policy guidelines and procedures can be resourced in the Confined Space Policy 
Manual. Confined Space Policy Manuals are located at applicable County locations. 

 
 
11.8    Emergency Action and Fire Plan 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County requires that during every emergency an organized effort be made to protect 

personnel from injury and to minimize property damage. All of the County’s resources 
can be made available to respond to an emergency. Each Department Director and/or 
their designee must know what to do during an emergency and must be certain that 
employees understand their roles. The County’s Master Emergency Response Plan 
(MERP) delineates lines of authority and responsibility for emergency response. In this 
context, a major emergency may be one of the following: a major loss to a building or 
facility; and emergency involves more than one building or facility; a situation in which a 
choice must be made in the assignment of relative levels of authority among emergency 
response groups; potential hazard to the surrounding community; threat; civil 
disturbances or alerts; natural disasters such as earthquakes, floods, or severe weather; 
and countywide electrical power or other utility failure. 

C. During response to such major events, if deemed necessary by the County Manager or the 
Emergency Services Chief, fire or police may be summoned, and the Director of 

https://www.osha.gov/SLTC/confinedspaces/standards.html
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Emergency Services would take charge. The primary responsibility of the Emergency 
Services Chief is to ensure that priorities are established, that the response is appropriate 
and adequately implemented, and that the proper notifications are made.  In most cases 
the direct involvement of local supervision and remedial action will be necessary.  
Adequate emergency response will be made at the county level, with support from fire, 
medical, protective services and other support organizations. 

D. The underlying philosophy of the emergency response plan is the recognition that each 
employee has a vital role and basic responsibility in the area of safety and emergency 
action. The only reasonable expectation is that at the onset of an emergency the initial 
response will be at the individual level. 

E. Levels of responsibility proceed downward from top management while action and 
response levels proceed upward from the first person involved. Don't be afraid to call 
outside assistance like police and firefighters. Dial 911. When the police, firefighters or 
paramedics arrive, they will take control of the situation. Notify management as soon as 
practical, which means after all immediate responses have been exercised. 

F. On-Scene Command 
1.  The 911 Operator will dispatch the appropriate emergency response unit, based 

on the nature of the incident. An orderly transfer of responsibility is then made 
from the local building or facility organization to this responding unit. The 
examples listed below identify the most likely outside incident commander for the 
following types of emergencies: 

 
Injury:                                               EMS Personnel 
Fire:                                                  Ranking Fire Officer 
Civil Disturbance:                             Ranking Police Officer 

Chemical Spills:                               Ranking Fire Officer, Special Toxic 
Clean up crew or alternate 

Power Outage:                                  Electric Company personnel, or County 
Facilities 

Mechanical Utility 
Failures:             

County Facilities Management 
Department Supervisor or Designee 

Department Personnel: Management 
 

2.  In most emergencies the person who should be in charge is obvious. However an 
emergency might arise that requires the major involvement of more than one 
emergency-response group.  In such a case the ultimate authority among those on 
the scene will be the Emergency Services Chief. In this event, the County 
Manager should be consulted for direction. 

G. Supervisory Responsibilities 
1. During an emergency, the supervisor must: 

a) ensure that those under his or her supervision are familiar with the plan for 
the building, particularly the recommended exit routes and how to report 
an emergency; 

b) render assistance to the person in charge during an emergency, as 
required; 
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c) maintain familiarity with the shutdown procedures, if applicable, for all 
equipment used by those under his or her supervision; 

d) know the location and use of all safety equipment on his or her floor or 
area of responsibility; 

e) keep employees from reentering an evacuated area until reentry is deemed 
safe and is permitted by cognizant emergency personnel; and 

f) ensure that employees not involved in the emergency stay away from the 
scene and follow the instructions issued over the public address system or 
directly from the person in charge. The sounding of a fire bell or voice 
alarm (where fire bells are not installed) means immediate evacuation by 
the nearest exit. Employees must not reenter an area that they have 
evacuated until notified that it is safe to return. 

H. Employee Responsibilities 
1.  Employees, other than emergency-response groups, involved in any emergency 

greater than a minor incident are expected to act as follows: 
a) if there is threat of further injury or exposure to hazardous material, 

remove all injured persons, if possible, and leave the immediate vicinity.  
If there is no threat of further injury or exposure, leave seriously injured 
personnel where they are; 

b) report the emergency immediately by phone to the 911 Operator. State 
what happened, the specific location, whether anyone was injured, and 
your name and phone number. Proceed with first aid or attempt to control 
the incident only if you can do so safely and have been trained in first aid 
or the emergency response necessary to control the incident; 

c) show the ranking emergency-response officer where the incident occurred, 
inform him or her of the hazards associated with the area, provide any 
other information that will help avoid injuries, and do as he or she 
requests; and 

d) during severe weather, such as tornadoes or violent thunderstorms, 
employees should retreat to central hallways, closets or other areas 
without windows. Stay there until the danger has passed. Do not stay in an 
area with windows if severe storms are occurring where you work. Do not 
venture outside until the storm has passed. After the storm has passed, 
report injuries and damage to the 911 operators. If electricity and 
telephone lines are down, send someone to the nearest police, fire or 
ambulance station for help, if needed. Even if there are no injuries or 
damage, report this to the 911 operators or nearest emergency response 
site so that we will know you are all right. 

I.    Department Director and/or their designee Responsibilities 
A specific emergency plan for each building or facility must be prepared under the 
direction of the Department Director and/or their designee with assistance from the Risk 
Manager. 

J.    Fire Warden and Deputy Fire Warden 
1. A Fire Warden and Deputy Fire Warden must be appointed and oriented for each 

building or complex. Generally, the Fire Warden is the person in charge of a 
building or facility. The Fire Warden has specific responsibility, under the 
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guidance of the Department Director and/or their designee, for the preparation, 
updating, and implementation of the emergency plan for this area. This 
responsibility includes recommending personnel to attend indoctrination and 
training programs.  Specifically, each plan must contain the following information 
and procedures as appropriate for each building: 

a) the names of the Fire Warden, Deputy Fire Warden, and Assistant Fire 
Warden(s); 

b) a list of people with specific duties during an emergency and a description 
of their duties.  For example, specific people should be assigned to 
supervise evacuation and to carry out a rapid search of the area (If this can 
be done safely without further risk of injury or death); 

c) floor plans showing evacuation routes, the location of shutoff switches and 
valves for the utility systems (water, gas, electricity) and the locations of 
emergency equipment and supplies (including medical), if applicable; 

d) indications on the floor plans of areas where specific hazards (i.e., toxic, 
flammable, and/or radioactive materials) exist. Location and description of 
special hazards or hazardous devices should be included in the text 
together with shutdown procedures, if applicable; 

e) designation of a primary assembly point for evacuees, well away from the 
building.An alternate site should also be designated in case the first choice 
cannot be used; 

f) reentry procedures. No one should reenter an evacuated building or area 
without specific instruction from the Fire Warden or other person in 
charge; and 

g) departments should schedule at least one building evacuation drill per 
calendar year. For buildings that house more than one department, all 
tenants will participate in the evacuation drill. Drills will be coordinated 
with the Risk Manager, who will notify the necessary emergency response 
agencies to inform them of the drill. During drills, at least one employee 
should remain in each office for security. One employee should be posted 
at each entrance to prevent the general public from entering the building 
during the evacuation drill. 

K. Bomb Threat 
1. If the incident is a bomb threat, the person who receives the call should: 

a) keep the caller talking as long as possible, signal a co-worker to call 911 
while you are talking. Ask the caller where the alleged bomb is located 
and when it is scheduled to explode and why he/she is doing this; 

b) listen carefully to the caller's voice so that identification may be possible if 
the caller is arrested; 

c) as soon as the caller hangs up, start evacuating the building if evacuation 
has not already started; and 

d) if police have not been called, call 911 now, as you leave the building. 
L. Threats from Other Employees, Relatives or Clients 

1.  If a disgruntled employee, client, or other person threatens or attempts to harm a 
County employee, that employee or another employee should call 911 and ask for 
assistance. If there is no weapon present, other employees should come to the aid 
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of the person threatened or attacked. If the individual shows a weapon or says 
they have a weapon, do not attempt to subdue the person. Employees who are 
immediately threatened should cooperate if the individual is armed. Other 
employees should call 911 and leave the building quickly and quietly. Do not 
shout, call attention to yourself, or otherwise alarm the person with the weapon.  
Employees should be prepared to give a description of the individual along with 
the following information to the police: 

a) where the person is in the building; 
b) who they are, if known; 
c) if there are any hostages, who they are and their condition; 
d) what the individual's demands or grievances are if known; and 
e) the type of weapon(s) if known. 

M. Fire Safety 
1.  Policy and planning for fire safety at the County takes into account the special fire 

hazards for specific operating areas, the protection of high-value property, and the 
safety of employees. These ends are met by: 

a) non-combustible or fire-rated materials and construction practices suitable 
to the assigned uses of buildings and facilities; 

b) alarm systems and automatic extinguishing systems; 
c) availability of suitable hand extinguishers and local hose lines for use 

before firefighters arrive; and 
d) access to professional fire department, always staffed and trained in the 

control of emergencies that could occur at the County offices. 
2.  Fire Safety includes keeping work and storage areas clean, with papers files and 

other combustible materials picked up and stored properly. Hallways must be kept 
clear of furniture, equipment and/or other items that could impede egress during 
an emergency. 

N. Fire Responsibilities 
1.  The Salisbury Fire Department is responsible for protecting people and property 

from fires, explosions, and other hazards through prevention and expeditious 
control of such events within the city limits of Salisbury. For County offices in 
other jurisdictions, the town or township fire department where the office is 
located has primary responsibility. All fires and emergencies in the County are 
reported by calling 911. In addition, the County EMS, the Salisbury Fire 
Department, and Rowan Rescue Squad provide first-response rescue and 
transportation services in medical emergencies. 

2.  The Salisbury Fire Department's inspection staff is responsible for ensuring 
compliance with fire safety and protection requirements within the city limits.  
They also review plans and procedures for compliance with these requirements 
and are responsible for inspecting alarms; for conducting fire safety and 
protection inspections; and for providing fire prevention recommendations. 

3.  Fire protection and response functions are performed in conformance with OSHA 
regulations, state law, the County policies, and nationally recognized standards 
and guidelines for fire and life safety. 

4.  The Fire Chief and the Fire Marshal have the authority to enforce applicable 
requirements of the Uniform Building Code; the Uniform Fire Code; National 
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Fire Protection Association Codes (including the Life Safety Code), Standards, 
and Recommended Practices; and the fire protection provisions of OSHA Orders. 

5.  Employees must immediately report fires and/or smoke, to the Fire Department 
(call 911). Potential fire hazards should be reported to the supervisor or the Risk 
Manager. 

6.  Employees must conduct their operations in such a way as to minimize the 
possibility of fire. This means applying rules such as keeping combustibles 
separated from ignition sources, being careful about smoking, and avoiding 
needless accumulations of combustible materials. 

7.  The Department Director and/or their designee is responsible for keeping their 
departments safe from fire. The Risk Manager and the fire department will 
provide guidance and construction criteria with respect to fire and life safety as 
well as inspections. The provision and maintenance of fire detection systems and 
both automatic and manual fire extinguishing equipment is the responsibility of 
the County’s Facilities Management Director. But the Department Director and/or 
their designee, who best knows the day-to-day nature of his/her operations, is 
responsible for notifying the Risk Manager of operations that change the degree 
of fire risk and will therefore require a change in the planned fire protection 
provisions. 

8.  Department Directors with assistance from the Risk Manager must ensure that 
their personnel are properly instructed regarding potential fire hazards involved in 
their work and around their workplaces, the proper precautions to minimize fires, 
and the procedures in case of fire. The local fire department and the Risk Manager 
offer training of fire prevention and response, specifically on fire safety and fire 
extinguisher operation. 

O. Fire Prevention 
1.  Class A combustibles are common materials such as wood, paper, cloth, rubber, 

plastics, etc. Fires in any of these fuels can be extinguished with water as well as 
other agents specified for Class A fires. They are the most common fuels to be 
found in non-specialized operating areas of the work place such as offices. The 
first priority at all fires is to sound the alarm, evacuate the building and call the 
fire department. After the alarm has been sounded, employees who have been 
trained in the operation of manual fire extinguishers may try to put out the fire 
with an extinguisher. 

2.  If the employee has any doubts as to whether or not they can put out the fire, they 
should leave the building and leave the fire to trained firefighters. 

3.  There are many combustible materials, including electrical equipment, oxidizing 
chemicals, fast-reacting or explosive compounds, and flammable metals, which 
present specialized fire safety and extinguishing problems. While the County 
normally does not use or stock such items, if you have any questions, contact the 
Risk Manager. 
a) Class A Fires - Safe handling of Class A combustibles means: 

1) Disposing of waste daily. 
2) Keeping work area clean and free of fuel paths, which can spread a 

fire, once started.   
3) Keeping combustibles away from accidental ignition sources such as 
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hot plates, coffee makers, office equipment, soldering irons, or other 
heat or spark-producing devices. 

4) Keeping all rubbish, trash, or other waste in metal or metal-lined 
receptacles with tight fitting covers when in or adjacent to buildings.  
(Exception: wastebaskets of metal or of other material and design 
approved for such use, which are emptied each day, need not be 
covered.) 

5) Smoking is not permitted inside of County buildings or vehicles.  
When smoking in designated smoking areas outside of buildings, use 
sage ash trays for disposal of smoking materials in and make sure that 
the contents are extinguished and cold to the touch before emptying 
them into a safe receptacle. 

6) Planning the use of combustibles in any operation so that excessive 
amount need not be stored. 

7) Storing paper stock in metal cabinets and rags in metal bins with lids 
that close automatically. 

8) Making frequent inspections and checks for noncompliance with these 
rules in order to prevent fires from occurring. 

b) Class B Fires 
1) Class B combustibles are flammable and combustible liquids 

(including oils, greases, tars, oil-base paints, lacquers) and flammable 
gases.  Flammable aerosols (spray cans) are treated here. 

2) The use of water to extinguish Class B fires (by other than trained 
firefighters) can cause the burning liquid to spread carrying the fire 
with it. Flammable-liquid fires are usually best extinguished by 
excluding the air around the burning liquid. Generally, this is 
accomplished by using one of several approved types of fire-
extinguishing agents, such as the following: 

i. Carbon dioxide 
ii. ABC multipurpose dry chemical 

iii. Halon 1301 (used in built-in, total-flood systems) 
iv. Halon 1211 (used in portable extinguishers) 

3) Fires involving flammable gases are usually controlled by eliminating 
the source of fuel, i.e., closing a valve. 

4) Technically, flammable and combustible liquids do not burn.  
However under appropriate conditions, they generate sufficient 
quantities of vapors to form ignitable vapor-air mixtures.  As a general 
rule, the lower the flash point of a liquid, the greater the fire explosion 
hazard. It should be noted that many flammable and combustible 
liquids also pose health hazards. 

5) NOTE: The flash point of a liquid is the minimum temperature at 
which it gives off sufficient vapor to form an ignitable mixture with 
the air near the surface of the liquid or within the vessel used. 

6) It is the responsibility of the user to ensure that all Class B 
combustibles are properly identified, labeled, handled, and stored. If 
assistance is required, contact the Risk Manager. Safe handling of 
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Class B combustibles means: 
i. Using only approved containers, tanks, equipment, and 

apparatus for the storage, handling, and use of Class B 
combustibles. 

ii. Making sure that all containers are conspicuously and 
accurately labeled as to their contents. 

iii. Dispensing liquids from tanks, drums, barrels, or similar 
containers only through approved pumps taking suction from 
the top or through approved self-closing valves or faucets. 

iv. Storing, handling, and using Class B combustibles only 
approved locations, where vapors cannot reach any source of 
ignition, including heating equipment, electrical sparks, etc. 

v. Never clean with flammable liquids within a building except in 
a closed machine approved for the purpose. 

vi. Never store, handle, or use Class B combustible in or near 
exits, stairways, or other areas normally used for egress. 

vii. In rooms or buildings, storing flammable liquids in excess of 
ten (10) gallons in approved storage cabinets or special rooms 
approved for the purpose. 

viii. Knowing the locations of the nearest portable fire extinguishers 
rated for Class B fires and how to use them. 

P. Electrical Fires 
Electrical fires may occur in wiring, electric switches, motors, electric distribution panels, 
transformers, HVAC equipment, light fixtures, office equipment and numerous other 
devices that are electrically powered. When an electrical fire occurs, de-energize the 
circuit.  By cutting the power to the circuit, the cause of the fire is stopped and you are 
normally left with a Class A and in rare instances a Class B fire. Never use water on an 
electrical fire because of the danger of electrocution. If you do try to put out an electrical 
fire, always use an extinguisher that is approved for electrical fires. Check the label on 
the extinguisher to confirm that it is approved for use on electrical fires before you use it. 

Q. Welding, Cutting, Grinding 
1.  Never smoke, weld, cut with a torch, grind, use an open flame or unapproved 

electrical appliances or equipment, or otherwise create heat that could ignite 
vapors near any Class B combustibles. 

2.  As part of the County's and the Salisbury Fire Department's program to control 
and reduce fire hazards, a permit or inspection may be required in an occupied 
building, prior to welding, burning, or other operations with a high fire hazard. 

3.  Operations in occupied buildings that may require a permit or inspection are: 
a) welding (arc, oxyacetylene, or heliarc) 
b) soldering (which requires an open flame) 
c) use of a torch (for cutting, bending, forming, etc. 
d) use of tar pots (for road work or roofing, etc.) 
e) open fires for any purpose 
f) spray painting 

4.  To obtain additional information contact the Risk Manager. The use of these 
devices, whether contractor or County owned, is allowed only where there is no 
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chance of causing injury to personnel or of creating a fire hazard. This provision 
obviously requires common sense in safely locating such devices and ensuring 
that they do not operate when they are unattended. 

5.  These welding, cutting or grinding devices may not be used in locations where: 
a) flammable or explosive vapors or dusts may be present; 

sSmoking, eating, or drinking are prohibited because toxic or radioactive 
materials may be present; or 

b) the area has been designated as unsafe for such devices. 
R. Portable Heaters 

1. The following practices should be carried out when operating portable heating 
appliances (110 Volts): 

a) Do not place the appliance on unstable or readily combustible materials.  
Electric space heaters should only be placed on flat, level surfaces. 

b) Maintain a clearance of at least 36 inches between the appliance and 
combustible material (plastic trash containers, wood office furniture, 
cubicles with fabric walls, combustible waste in trash containers, paper 
products, and corrugated boxes). 

c) Each electric portable heater must meet the current standards set forth by 
the Underwriters Laboratory, Inc. (i.e. UL of FM); the heater must be 
equipped with an automatic shutoff switch that activates if the unit is 
tipped over. Portable heaters that do not meet these criteria are not 
approved for use in any County facility under any circumstance. Use of 
heaters in areas where electrical overloads frequently occur as a result of 
the heaters is prohibited. 

d) Connect the appliance directly to the proper electrical outlet using only the 
cord with which it was originally equipped. Do not use extension cords in 
lieu of permanent wiring. Never use adapters or alter the plug 

e) Do not operate such appliances during off hours and unplug when not in 
use.  

f) Inspect the electric space heater cord periodically to look for frayed wire 
or damaged insulation.  

g) The Department Director and/or their designee shall survey their 
departments annually (each November) to ensure compliance with 
guidelines and shall submit a report to the Risk Manager with the number 
and location of heaters in their respective departments. Heaters that do not 
meet the requirements should be removed from the building. 

h) Cords should be kept out of the foot traffic paths to avoid tripping. 
2. Notification of Emergency Personnel 

For fire, ambulance, and law enforcement assistance, dial 911. Be precise when 
providing information about the emergency-to-emergency personnel.  

 
 
11.9    Hazard Communication Program  
  

A. Applicability - this policy applies to: 
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 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. This program will describe how the County intends to protect the safety and health of our 

employees that are exposed to hazardous chemicals in the workplace, and to comply with 
provisions of 29 CFR 1910 1200. 

C. The Risk Manager has been assigned the title of Hazard Communication Program 
Monitor and is responsible for monitoring related activities to ensure compliance with 
both the intent and specifics of this program. 

D. Each supervisor is responsible for strict adherence to these policies and will closely 
monitor activities involving hazardous chemicals. 

E. Employees will carefully follow established work practices and promptly report observed 
or potential problems to the supervisor. 

F. There is no job with the County so vital or urgent to justify the risk of employee 
overexposure to a hazardous chemical. Proceed with a job only after being satisfied that it 
is safe to do so. 

G. A list of hazardous chemicals for each workplace has been prepared and is readily 
available, upon request, to any employee. It is located at the department where the 
chemicals are used and Human Resources. 

H. A Material Safety Data Sheet (MSDS) for each hazardous chemical on the list referenced 
above is on file at the department where the chemicals are used. The MSDS for 
hazardous chemicals will be available for review by employees. 

I.    The Department Director and/or their designee is responsible to ensure that the list of 
hazardous chemicals is kept current and that a current MSDS for each hazardous 
chemical used is on hand. A chemical that is not shown on the current list will not be 
ordered without prior coordination with the Safety Office. 

J.    Containers of hazardous chemicals in each workplace will be conspicuously labeled with 
the identity of the chemical (same as on the applicable MSDS), and the appropriate 
hazard warnings. If the chemical is a known or suspected cancer-causing agent 
(carcinogen), or if it is known to affect a specific organ of the body, this information will 
be placed on the container label. The person having supervisory responsibility for the 
storage or use of each hazardous chemical will ensure that such labels are not defaced 
and that they remain legible. 

K. The Department Director and/or their designee is responsible for anticipating, as much as 
possible, the hazards that would be present for non-routine tasks, such as a chemical spill 
or container rupture. Clean-up procedures and proper personal protective equipment shall 
be considered and adequate training for such task shall be addressed. 

L. When an outside contractor will be used, it will be the responsibility of the applicable 
Department Director and/or their designee to advise the contractor of any hazardous 
chemicals to which their employees may be exposed and the appropriate protective 
measures to be taken. Conversely, it will be the same Department Director's 
responsibility to determine if the contractor will be using hazardous chemicals during this 

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1200
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work that would expose the County employees. Appropriate training and protective 
measures must be taken in order to protect the County employees. The Risk Manager is 
to be notified prior to work being performed by an outside contractor involving 
hazardous chemicals. It is the contractor's responsibility to provide MSDS information to 
the County for every chemical used on County property. 

M. Adequate training of employees who may be exposed to hazardous chemicals will be 
given by the Risk Manager or designee as needed.  

N. Employees exposed to hazardous chemicals will complete an information and training 
program, which includes at least the subjects listed below. New employees must 
complete similar instruction before initial exposure to hazardous chemical in the 
workplace. 

O. Employee information for this program will include:  
1.  The purpose and need for such a program, including the basic concept that gives 

employees the right to know about hazardous chemicals with which they work. 
2.  The location and availability of the written Hazard Communication Program, plus 

the list of hazardous chemicals and their corresponding MSDS. 
3.  The identity upon request, of any chemical to which the employee is exposed.  In 

the case of a trade secret chemical, the name shown on the MSDS will be 
provided. 

P. Employee training shall include the following:  
1.  Methods and observations used to detect the presence or release of a hazardous 

chemical in the work area such as monitoring devices, appearance, or odor. 
2.  The physical and health hazards associated with each chemical, as specified in the 

MSDS. 
3.  Action that employees can take to protect their safety and health, including 

specific procedures that have been established for normal work practices, 
emergency procedures, and policies on the use of personal protective equipment. 

4.  Details of the Hazard Communication Program, including an explanation of the 
labeling system used on in-house containers of hazardous chemicals. Also, details 
of how employees can obtain and use information contained in the MSDS. 

Q. It is the intent of the County to protect the safety and health of each employee, our most 
valuable and valued asset. By following correct procedures, no employee should 
experience any harmful effects from working with chemicals in their workplace.  

 
 
11.10  Workplace Violence 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  
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B. The County is committed to providing a workplace which is safe, secure and free of 
harassment, threats, intimidation and violence. In order to achieve this goal, the County 
maintains a zero tolerance policy for violence and violent acts. 

C. Scope 
The County’s prohibition against violence and violent acts applies to County personnel, 
contract employees, temporary workers, and volunteers on County property or engaged in 
County business. All acts or threats of physical violence between employees in the 
workplace or in job related contacts with citizens or persons outside County employment 
will not be tolerated. Violators of this policy will be subject to discipline in accordance 
with policy 10.4 Employee Discipline and legal action as appropriate. Violations by a 
County employee may be grounds for disciplinary action up to and including dismissal.  
This also includes an act of off-duty violent conduct that has a potential adverse impact 
on an employee’s ability to perform their duties and responsibilities. 

D. Definition 
1.  Workplace violence includes, but is not limited to, intimidation, bullying, 

stalking, threats, physical attacks, domestic violence, unauthorized possession or 
use of any dangerous weapon, or property damage committed by employees or 
other individuals against County employees while on County property or while in 
the performance of their duties. This includes, but not limited to buildings and the 
surrounding perimeters, including parking lots, field locations, client homes, and 
traveling to and from work assignments. 

2.  Intimidation is engaging in actions that includes but is not limited to behavior 
intended to frighten, coerce, or induce duress.  

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

4.  Stalking involves harassing or pestering an individual, in person, in writing, by 
telephone or electronic format. Stalking also involves following an individual, 
spying on them, alarming the recipient or causing them distress and fear. 

5.  Threat is an expression of intent to cause mental or physical harm to persons or 
property.  

6.  Physical attack is the unwanted or hostile physical contact including, but not 
limited to, hitting, fighting, pushing, shoving or throwing objects.  

7.  Domestic Violence is the use of abusive or violent behavior, including threats and 
intimidation, between people who have an ongoing or prior intimate relationship.  
This could include people who are or have been married, who are or have lived 
together or who are or have dated.   

8.  Property damage is any intentional damage to property owned by the County, 
employees, citizens, visitors or vendors.  

9.  Deadly or Dangerous Weapon is a firearm or any other object designed, made, or 
adapted for the purposes of inflicting death or serious physical injury.  
Specifically exempted are ordinary pocket knives carried in a closed position. 

E. Possession of Weapons  
1.  Employees are prohibited from the unauthorized possession of a firearm or any 

deadly or dangerous weapon on County property or in County owned or leased 



            171 
 

vehicles. This prohibition does not apply to the following authorized persons: 
a) Sworn Law Enforcement Officers; 
b) Employees who are required to possess a weapon as a part of their job 

duties; or 
c) Any person who has a valid concealed handgun permit issued in 

accordance with Chapter 14, Article 54B of the North Carolina General 
Statutes or considered valid under NC G.S. 14-415.24 and the person is 
carrying the concealed handgun in accordance with the scope of the 
handgun permit as set out in NC G.S. 14-415.11(c). This does not 
otherwise authorize said person to carry a concealed or deadly weapon(s) 
itemized in NC G.S. 14-269(a).  

2.  Employees with a concealed handgun permit must safely secure their handgun in 
a trunk, glove box or other enclosed compartment in a locked vehicle when the 
weapon is not properly secured and concealed on the person. 

3.  Unauthorized possession of a firearm or other deadly weapon shall mean not 
specifically authorized by the County or North Carolina State law. Any 
unauthorized possession of a firearm or deadly weapon by an employee will lead 
to disciplinary action up to and including dismissal.   

F. Workplace Violence Prevention 
1.  It is important for all employees to be alert to the possibility of violence by 

employees, volunteers, former employees, clients and citizens. Safety should be 
the highest concern. While County employees are not expected to be skilled at 
identifying potentially dangerous persons, employees are expected to exercise 
good judgment and to immediately inform their supervisor and director if any 
employee or individual exhibits behavior which could be a sign of a potentially 
dangerous situation. Supervisors and directors that receive such information 
should investigate the incident and initiate appropriate action. The Risk Manager 
and Human Resources Director should be notified of the incident and/or the 
potential for violence along with written documentation and the completion of the 
The County Workplace Violence Incident Report. 

2.  Employees should promptly inform their supervisor or director of any protective 
or restraining order that they have obtained that lists the workplace as a protected 
area. Employees are also encouraged to report safety concerns with regard to 
intimate partner violence. The County is committed to supporting victims of 
violence and will not retaliate against employees making good-faith reports of 
violence, threats or suspicious individuals or activities.  The Employee Assistance 
Program is available for employees who feel a need for counseling or other types 
of assistance. 

3.  Supervisors and the Director, with the assistance of the Risk Manager, will be 
responsible for developing a response plan for actions to be taken to potential 
immediate violent incidents for department employees. The action plan will 
determine direct exit routes for groups of employees in different locations of the 
building(s), possible hiding places, methods to alert other employees, meeting 
places outside of the building, and the need to contact local law enforcement. 

4.  Training is essential and will be provided to employees.  Training will include 
workplace violence awareness, recognizing the warning signs, appropriate 
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methods in handling violent or threatening situations, and workplace safety. 
G. Workplace Violence Response 

1.  If anyone commits a violent act or makes a direct threat while on County 
property, the person will be asked to leave by a supervisor. Should the person 
refuse to leave, local law enforcement should be contacted to assist in removing 
the person.   

2.  Employees should not attempt to handle a violent or potentially violent incident.  
When facing an imminent threat or act of violence, an employee should first 
secure his/her own safety, contact local law enforcement and, if possible, alert 
persons in the immediate area. Employees threatened, assaulted or attacked, while 
on official duty in the field, shall immediately report such incidents to local law 
enforcement and their supervisor. 

3.  Employees who encounter or are confronted by an armed or dangerous person 
should not attempt to challenge or disarm the individual. Employees should 
remain calm, make constant eye contact and talk to the individual.  If a supervisor 
can be safely notified of the need for assistance without endangering the safety of 
the employee or others, such notice should be given.  Otherwise, cooperate and 
follow the instructions given. 

H. Right to Search 
As part of the County’s efforts to prevent workplace violence, the County reserves the 
right to search County vehicles, County work spaces, offices and other County property. 
Any illegal object found will be turned over to law enforcement authorities.  
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Section 12 - Exposure Control 
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12.1    Policy Statement 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The County is committed to providing a safe working environment for employees.  This 

policy was formed to meet that goal and to comply with applicable sections of the 
Occupational Safety and Health Standards for General Industry (29 CFR Part 1910).  The 
County seeks to protect its employees from the occupational acquisition of 
communicable diseases. To do these employees, volunteers, students, trainees and 
observers whose activities might involve contact with patients, clients, or their blood and 
body fluids must follow these guidelines.  

C. Exposure is defined as coming into contact with, but not necessarily being infected by, a 
disease causing agent. 

D. Exposure Incident means a specific eye, mouth, other mucous membrane, non-intact skin, 
or parenteral contact with blood or other potentially infectious materials that result from 
the performance of an employee's duties. 

E. OSHA has developed three categories to describe an employee's occupational exposure to 
communicable disease.   

1.  Category 1: jobs involve activities with direct contact with blood or other body 
fluids to which Universal precautions1  apply. 

2.  Category 2: jobs involve activities performed without blood exposure but 
exposure may occur in an emergency. 

3.  Category 3: jobs involve activities that do not entail predictable or unpredictable 
exposure to blood.  

F. Human Resources will periodically review and will indicate the appropriate category on 
all job descriptions.   

G. All workers will follow this policy whether care is provided in a county department, 
home, laboratory or in the community. The blood and body fluids of all clients will be 
treated as potentially infected. Universal precautions will be followed. It is the 
responsibility of each employee to follow this policy. Willful violations of the Exposure 
Control tenets may result in severe disciplinary action. All employees should be alert for 
potential exposures.  Any exposure must be immediately reported to the supervisor. 

H. Universal or Standard Precautions are described in Appendix A. 
 

 
12.2    Orientation with Employees and Students 
 

A. Applicability - this policy applies to: 
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 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. This policy will be reviewed with each new category I and II employee.  Rider observers, 

students or trainees who will be performing category I and II tasks with county agencies 
must complete training in exposure control practices prior to starting. Universal 
precautions will be stressed.  Employees who fail to follow universal precautions may be 
disciplined. Volunteers, students and trainees who fail to follow universal precautions 
may not be allowed to continue their work or internship. 

 
 
12.3    Physical Examination and Immunizations 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Physical examinations may be required prior to employment. 

1. All components of the required forms should be completed. 
2. Subsequent physicals may be indicated by circumstances. 

C. Drug Screening will be carried out as required by County policy. 
D. Immunizations 

1.  An immunization history will be completed as part of the pre-employment 
physical. 

2.  Required immunizations 
a) Documented immunization or titer for measles and rubella will be needed 

for people born after 1957. (Once a person has been immunized or proven 
immunity to rubella this need not be repeated.) 

b) Tetanus-diphtheria boosters every 10 years. 
3.  Recommended immunizations 

a) Annual flu vaccine that is administered free at the Health Department.  
The county provides the vaccine. 

b) Hepatitis B vaccine will be offered free to employees in category 1 and 2 
positions. Those refusing the vaccine must sign a waiver.  (See 
APPENDIX B - Waiver For Hepatitis B Vaccine. 

4. Immunization status will be evaluated annually. 
E. Tuberculosis (TB) Screening 



            176 
 

1.  Annual Mantoux TB skin test on all employees with a history of a positive 
exposure. 

2.  Chest x-ray if indicated by North Carolina TB policy. Annually a risk assessment 
will be done and reviewed by the exposure control committee. The assessment 
will be used to update the exposure control plan. 

F. Respiratory Protection 
Annual respiratory evaluations are recommended for employees required to utilize HEPA 
or N95 masks. With approval of the Risk Manager, department infection control officers 
may institute a method for evaluation based on departmental needs 

G. Services available through the The County Health Department include: 
a) Tests for TB, syphilis and HIV. 
b) Vaccines for measles, rubella, tetanus-diphtheria. 
c) Administration of vaccines provided by the County. 

 
 
12.4    Continuing Education and Inservice 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Employees in high-risk positions will be provided annual continuing education on the 

county infection control policy, communicable diseases, modes of transmission and the 
appropriate use of safety equipment. Each worker should have a basic knowledge of 
diseases that they may come in contact with on the job. Some of the diseases are 
Hepatitis, Influenza, HIV, Tuberculosis, Lice, Scabies, Rubella, Rubeola, Meningitis and 
Pertussis.  

 
 
12.5    Safety Equipment and Supplies 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Gloves and barrier clothing will be provided and shall be used when the employee, rider 
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observers, student or trainee may come in contact with blood or body fluids. Safety 
glasses are required for any procedure where splashing and spraying of body fluids may 
occur. These are available in the work area. Protective equipment shall be provided, used 
and maintained in a sanitary and reliable condition wherever there is potential for 
exposure.  Special equipment such as airways, bag valve masks, and mouthpieces are to 
be used as indicated. Special puncture proof containers are located in all areas where 
sharps may be generated and shall be used for disposal. Waterless hand cleaners are 
available where hand washing facilities are not convenient. 

C. All personal protective equipment shall be of safe design and workmanship. All personal 
protective equipment will be practical and suitable for the tasks performed. 

D. Gloves shall be used in the following situations: 
1.  If the employee has cuts, non-intact skin, chapped hands, or dermatitis. 
2.  During examination of the mouth, nose, gastrointestinal tract and genitourinary 

tract. 
3.  When examining and treating patients with open wounds, non-intact skin or 

active bleeding. 
4.  During all invasive procedures. Some examples are starting intravenous fluids and 

drawing blood. 
5.  Cleaning blood and body fluid spills or decontaminating equipment. 

E. Gloves will be available in a variety of sizes to ensure proper fit. 
F. Employees shall not wash or disinfect surgical, examination or other gloves intended for 

single use. General-purpose utility (rubber) gloves worn by maintenance, housekeeping, 
or other non-medical personnel may be decontaminated and reused. 

G. No gloves shall be used if they are punctured, torn, cracked or discolored. Gloves will be 
immediately replaced when deterioration is noted. 

H. The use of a fluid proof or fluid resistant garment is required when splashes of body 
fluids are anticipated. The garment may be a gown, apron, lab coat or other garment that 
protects exposed skin and clothing. The garment should allow safe uninhibited 
performance of the task. 

I.    Masks and eye protection are required when splashes or aerosolization of blood or body 
fluids to the eyes, nose or mouth are a possibility.  For example, oral suctioning involves 
a risk of aerosolization. They are not required for routine care.  A table summarizing 
these recommendations is attached as Appendix D. 

J.    For suspected cases of TB or other airborne diseases employees shall use a HEPA or N95 
mask. 

K. Eyewash stations will be available in county facilities where direct patient care is 
provided. 
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12.6    Tags-Hazard Identification 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Tags shall identify areas where employees may be exposed to hazardous or potentially 

hazardous conditions, equipment or operations until the identified hazard is eliminated or 
the operation is completed. 

C. Tags shall contain a "signal word" such as BIOHAZARD or the biological symbol. A 
message that indicates the specific hazardous condition or safety instructions to the 
worker must accompany the "signal word" or symbol.   

 
D. Bags or other receptacles containing contaminated articles must be tagged or otherwise 

identified. 
E. All employees shall be informed of the meaning of the various tags used through out the 

workplace. Instruction will be provided to the employees on the necessary precautions 
relating to each different tag.  

 
 
12.7    Hand Washing 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Hand washing is a very effective measure in preventing the spread of communicable 

diseases. Hands and other skin surfaces shall be washed as soon as possible after contact 
with the blood or body fluids of another individual. Hands should be washed after 
touching potentially contaminated articles. Hands must also be washed between patients 
or clients.  Hands must be washed after gloves are used. 

C. Hand washing should be done at a utility or rest room sink. Do not wash hands in a food 
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preparation area. Wash hands with warm running water and soap. Work up a good lather 
and scrub hands vigorously for 15 seconds. Rinse well and dry thoroughly. Hands should 
preferably be dried with paper towels. Turn off the faucet with a paper towel. Discard the 
used paper towels in a waste receptacle. 

D. Sometimes sinks and hand washing facilities are unavailable. In these cases a waterless 
hand cleaner should be used. Waterless hand cleaners have an alcohol base. Apply the 
cleaner according to the manufacturer's recommendation. Friction is required to kill 
surface organisms. This is not a substitute for washing hands with soap and water. At the 
earliest opportunity the hands should be washed thoroughly with soap and water. 

 
 
12.8    Contact Isolation 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Contact precautions prevent the transmission of microorganisms through direct skin-to-

skin contact or skin to contaminated item contact. Use these procedures when working 
with patients known or suspected to be infected with infectious pathogens. Some 
examples are multi-drug resistant bacteria and Clostridium difficile.   

C. Wear clean non-sterile gloves when entering the patient area. While providing care 
interrupt your task if you touch fecal material or wound drainage and change gloves.  
Remove gloves when leaving the patient area and immediately wash your hands.   

D. When your job requires moving, lifting or extensive contact with the patient a non-sterile 
gown should be worn to protect clothing unless the worker is wearing appropriate 
protective clothing issued by the department.   

E. Equipment coming into contact with these patients shall be washed after use. 
 

 
12.9    Housekeeping 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  
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B. Walls, floors and other surfaces should be cleaned when soiled. Any commercially 
available cleaner or disinfectant may be used. Cleaning and removal of soil should be 
done routinely. Wear gloves when doing general cleaning in areas where blood and body 
fluid spills are likely. 

C. Spills of blood or body fluids should be cleaned up quickly using an approved 
disinfectant. Gloves must be worn. If splashing is anticipated during clean up protective 
face shield and a gown or fluid proof apron should also be worn. The area can then be 
decontaminated. 

D. Several disinfectants may be used to clean blood and body fluid spills. These include: 
1.  Chemical germicides approved for use as hospital disinfectants. These agents 

shall be tuberculocidal when used as indicated by the manufacturer. 
2.  Products designated by the Environmental Protection Agency as effective against 

HIV. This information must be stated on the label. 
3.  Solutions of 5.25% sodium hypochlorite (household bleach) and water. Dilutions 

from 1:10 to 1:100 are acceptable. The solution of sodium hypochlorite needs to 
be mixed at the time of use. 

E. The procedure for cleaning a blood or body fluid spill is as follows: 
1.  Assemble cleaning supplies which include gloves, a trash bag, paper towels and 

disinfectant. 
2.  Put on the gloves. Visible blood, tissue, body fluid or body waste should be wiped 

up with paper towels. Place the paper towels into the trash bag. 
3.  Spray the contaminated area with the disinfectant. Surface should be thoroughly 

wet and glisten. Let area air-dry. 
4.  Discard the gloves into the trash bag last. Knot the trash bag and place it into a 

trash receptacle. (This is considered pre-treated waste.) 
5.  The employee should wash his or her hands thoroughly. 

F. Reusable equipment should be sterilized or disinfected according to CDC Guidelines 
recommended for Hepatitis B. Equipment must be cleaned in a utility sink not in a food 
preparation area. 

 
 
12.10  Linen 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Employees handling used linen are not required to wear gloves unless linen is soiled with 

blood or body fluids. All linen shall be bagged as soon as possible in the area where it 
was used. Linen shall not be sorted or rinsed in patient care areas. Soiled linen shall be 
moved in leak proof bags.   
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12.11  Waste Disposal 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Regulated waste means liquid or semi-liquid blood or other potentially infectious 

materials, contaminated items that would release blood or other potentially infectious 
materials in a liquid or semi-liquid state if compressed; items that are caked with dried 
blood or other potentially infectious materials and are capable of releasing these materials 
during handling; contaminated sharps; and pathological and microbiological wastes 
containing blood and other potentially infectious materials. Less than 20cc of blood (2/3 
ounce) may be disposed of with normal trash so long as it is properly enclosed in plastic 
bags and will not leak. 

C. Containers for solid or liquid waste and refuse must be leak proof. They shall be made of 
a material that can be easily cleaned. Containers with tight fitting lids are preferred.  
Regardless of the design the container must be maintained in a sanitary manner. 

D. Full containers shall be disposed of in accordance with state law. Contracting this task to 
private industry is recommended. 

E. Regulated waste can be disposed of in two ways. Such wastes shall either be pre-treated 
prior to routine disposal or placed in a leak proof container for disposal by a private firm. 

F. Sharp instruments are to be disposed of in puncture resistant containers. Needles are not 
to be recapped, bent or broken by hand. Items such as self-sheathing needles or forceps 
can be used to prevent recapping needles by hand.   

G. Sharps containers will be located in the work areas where needles and other sharps are 
generated. Puncture resistant containers must be designed to prevent accidental spilling of 
the contents.   

H. Refuse, garbage and non-infectious solid and liquid wastes are to be disposed of daily or 
as needed to maintain a safe environment in the workplace. 

 
 
12.12  Transporting Lab Specimens 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  
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B. All samples of blood or body fluids shall be put into a leak proof container when 

transportation is necessary. 
 

 
12.13  Recommended Work Restrictions 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. When employees, volunteers, students or trainees acquire a communicable disease their 

job activities may need to be restricted to prevent further spread of disease. See Appendix 
P for a summary of recommended work restrictions.  

C. If the employee is physically too ill to work, he or she should be released from work. A 
physician’s order for return to work may be required. 

 
 
12.14  Reporting Exposures 

 
A. Applicability - this policy applies to: 

 
 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Employees, rider observers, students or trainees who think they have been exposed to a 

communicable disease are to report the incident as soon as possible to their supervisor.  
The details of the incident will be documented in writing. The report should include: 

1. the suspected disease 
2. the date and time of the exposure 
3. type of exposure, i.e. blood, body fluid, secretion or airborne 
4. details of exposure to include the area of contact 
5. conditions of the exposure i.e. location, confined space, length of time of exposure 
6. the name of the source patient if known 
7. employees are to have NC State Workers Compensation Form and county 

exposure form completed and sent to the Risk Manager. 
C. Departments with category 1 and 2 employees will have a designated infection control 
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person. All exposure reports will go to the appropriate infection control person for 
review. The report will also be forwarded to the Safety Supervisor. Other departments 
without a specific infection control person will forward their reports directly to the Safety 
Supervisor. In all cases this report should be to the infection control person within 24 
hours of the event. Based on the information follow up will be initiated in accordance 
with policy. 

 
 
12.15  Post Exposure Follow-Up 

 
A. Applicability - this policy applies to: 

 
 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Initial testing and follow-up testing will be through a facility specified by the County.  

The employees’ department will normally arrange follow-up testing. Specific protocols, 
which indicate courses of treatment for different types of exposures, are listed in the 
following chart. Exposures to diseases not covered by these protocols will be treated as 
prescribed by the attending physician. 

C. Employees will be offered testing in cases of exposure to Hepatitis B, C and HIV and 
other communicable diseases for which definitive testing exits. As definitive testing for 
other communicable diseases becomes available, they will be added.   

 
 
12.16  Recommendations for Hepatitis B Prophylaxis Following Percutaneous Exposure 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
  



            184 
 

B. Treatment when source is found to be: 
 

 
Exposed Person 

 
HBsAg positive 

 
HBsAg negative1 

 
Unknown or 
not tested1 

 
Unvaccinated 

 
Administer HBIG x 
1* and initiate 
hepatitis B 
vaccine+,^ 

 
Initiate hepatitis B 
vaccine+ 

 
Initiate hepatitis B 
vaccine+ 

 
Previously 
vaccinated 
Known responder 

 
Test exposed person 
for anti-HBs. 
1. If adequate, no 
treatment 
2. If inadequate, 
hepatitis B vaccine 
booster dose^ 

 
No treatment 

 
No treatment 

 
Known non-
responder 

 
HBIG x 2 or 
HBIG x 1, plus 1 
dose of hepatitis B 
vaccine^ 

 
No treatment 

 
If known high-risk 
source, may treat as 
if source were 
HBsAg positive 

 
Response unknown 

 
Test exposed person 
for anti-HB++ 
1. If inadequate 
HBIG x 1, plus 
hepatitis B vaccine 
booster dose^ 
2. If adequate, no 
treatment 

 
No treatment 

 
Test exposed person 
for anti-HBs++ 
1. If inadequate, 
hepatitis B vaccine 
booster dose 
2. If adequate, no 
treatment 

 
1 Source increased liver enzymes and non-A non-B suspected Administer ISG 0.6 mL/kg. 
* Hepatitis B immune globulin (HBIG) dose 0.06 mL/kg intramuscularly. 
+ Hepatitis B vaccine dose. 
++ Adequate anti-HBs is > 10 milli-international units. 
^ Persons receiving HBIG or hepatitis vaccines will have titers drawn based on the 

recommended standard at the time of exposure.  
 
Source:  Morbidity and Mortality Weekly Report, Vol. 40, No. RR-13, November 22, 1991.  
Hepatitis B Virus:  A comprehensive Strategy for Eliminating Transmission in the United States 
Through Universal Childhood Vaccination.  Recommendations of the Immunization Practices 
Advisory Committee (ACIP)  US Department of Health and Human Services, Public Health 
Service, Centers for Disease Control, National Center for Infectious Diseases, Atlanta, Georgia  
30333.  
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12.17  Blood/Body Fluid Exposure Follow-Up for HIV (Source Known) 
 
Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 

 

Source Known 

Source Refused 

Court Order to be 
Tested (obtained by 

Health Director) 

Source Tested 

Negative 

No Further Follow-
Up 

Positive 

Report to Health 
Department 

Test Employee to 
Establish Baseline 

Negative 

Retest 3, 6, & 12 
Months 

Negative 

No Further Follow-
Up 

Positive 

Refer to Employee's 
Doctor and Report to 
Health Department 
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12.18  Blood/Body Fluid Exposure Follow-Up for HIV (Source Unknown) 
 
Applicability - this policy applies to: 

 
 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 

 
  

Source Unknown 

Test Employee at County-
Specified Facility 

Negative 

Retest Employee 3,6,12 
Months 

Negative at 12 Months, 
No Further Follow-Up 

Positive 

Employee Infected Prior 
to Exposure, Refer to 
Personal Doctor for 

Follow-Up and Report to 
Health Department 

Positive 

Refer to Personal  Doctor 
to Follow-Up and Report 

to Health Department 



            187 
 

12.19  Airborne Exposure to TB Follow-Up Procedure 
 
Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 

  

PPD WITHIN 7 DAYS OF 
EXPOSURE AT HEALTH 

DEPARTMENT   

Negative PPD 

Repeat PPD in 12 
Months 

If Negative, No Further 
Follow-Up 

If Reaction Greater than 
10MM+, Refer to Health 
Department for Follow-
Up Per NC Department 

of Health Guidelines 

Positive PPD 

Refer Employee to 
Health Department 
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12.20  Record Keeping 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. Health records will be maintained on category 1 and 2 employees. The records will 

include communicable disease histories, immunization records, and complete exposure 
records including test results, follow up reports and waivers. These records will be kept 
for the employee's duration of employment plus thirty years. All records will be kept in 
the Personnel Department. Departments will maintain duplicate records to facilitate 
follow up of reported exposures. 

C. Medical records are strictly confidential and will be shared only with health care 
providers and administrative personnel directly involved in the employee's medical care 
and follow up. 

 
 
12.21  Training 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. At the time of employment all employees with category I or category II positions will 

receive training on exposure control. The Exposure Control Plan will be reviewed. Each 
employee will satisfactorily demonstrate proper use of barrier precautions during their 
departmental orientation. 

C. The Risk Manager or designated departmental infection control officer will co-ordinate 
annual training on blood borne pathogens and Tuberculosis. Classes will be offered 
frequently to provide all employees with an opportunity to attend. Outlines and class 
objectives are in Appendix I. 
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12.22  Compliance Monitoring 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. All county agencies with category I and II workers will perform quarterly compliance 

monitoring. 
C. Compliance monitoring may be either through employee interviews or observations.  

Each department should develop a methodology, which reasonably accomplishes the 
goal. A sample instrument is in Appendix K. 

D. Compliance monitoring methodology must be approved by the Exposure Control 
Committee. 

E. The Risk Manager will maintain records of compliance monitoring provided by 
cognizant Departments. 

 
12.23  Annual Review of Exposure Control Policy 
 

A. Applicability - this policy applies to: 
 

 Yes  Yes  Yes 
County Manager, Tax Collector, Tax 
Assessor, County Attorney, Clerk to the 
Board 

 FT/PT Benefited 
Probationary 

 Employees of Sheriffs 
Office  

 

Directors of Health, Social Services, 
Elections, and Soil and Water 

 FT/PT Benefited Non-
Probationary 

 Employees of Register of 
Deeds Office 

 

 
Sheriff and Register of Deeds 

 PT, Seasonal, 
Temporary 

 Employees of Board of 
Elections Office  

 

 
B. The Risk Manager will set up an annual review, during the third quarter of the calendar 

year, with a representative from Emergency Services. Infection control experts from the 
Health Department, Sheriffs Office and outside agencies may be invited to participate. 
This review will require the involvement of non-managerial employees to:  

1.  Evaluate technological change that eliminate or reduce exposures to bloodborne 
pathogens. 

2.  Evaluate potentially safer medical devices designed to eliminate or minimize 
occupational exposures. 

3.  Changes will be made and a sign off from the committee members will go into the 
record. 

4.  Revised Exposure Control Plans will be available in electronic and written form 
to insure wide distribution of the document. 

5.  Changes will be covered during continuing education for all affected county 
personnel.  
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APPENDIX A - Universal Precautions 
 
Universal precautions were developed by the Centers for Disease Control (CDC) to limit the 
transmission of HIV. The concept stresses that ALL PATIENTS SHOULD BE ASSUMED TO 
BE INFECTIOUS FOR HIV AND OTHER BLOOD-BORNE PATHOGENS. Universal 
precautions should be followed when personnel are exposed to blood, amniotic fluid, pericardial 
fluid, peritoneal fluid, synovial fluid, cerebrospinal fluid, semen, vaginal secretions, feces, urine, 
vomitus, sputum, saliva and any other body fluid visibly contaminated with blood.  
 
Exposure means any contact with blood or body fluids (listed above) through percutaneous 
inoculation (needle stick injury or cut from contaminated material), contact with an open wound, 
non-intact skin or mucous membrane while on the job. 
 
These are the guidelines of universal precautions. 
 

1. Wash hands between patients. (Waterless hand cleaner is available in each work area 
where water for hand washing is not present.) 

2. Wear gloves when coming into contact with blood or body fluids of any patient. 
3. Wash hands immediately after removing gloves. (Waterless hand cleaner is available in 

the work area.) 
4. Wash hands if they become contaminated with blood or other body fluids. 
5. Do not recap, bend, cut or break needles, but place them into a puncture-proof container.   

Containers shall be labeled with a BIOHAZARD tag or symbol. Replace the container 
when it reaches the maximum fill level. (Containers are in each work area for this 
purpose.) 

6. Wear gowns if soiling of your clothes with blood or body fluids is likely. Water-
impermeable aprons are available when heavy soiling is anticipated.   

7. Use other protective barriers (e.g., masks, goggles, glasses, bag valve masks, etc.) 
appropriate for the procedure being performed and the type of exposure anticipated. 

8. Put damp or dry linen in regular linen bags. All potentially contaminated linen shall be 
double bagged in a plastic bags marked with the BIOHAZARD tag or symbol. Used linen 
should be bagged immediately in the area where it is generated.  Handle soiled linen as 
little as possible. Then put the plastic bags into a regular linen bag and send it to the 
laundry. 

9. Trash is to be bagged and discarded. EMS should discard liquid waste at the hospital. 
10. Report any exposure (i.e., needle stick, splash of fluid into mucous membrane, etc.) to 

your supervisor.   
11. Personal protective equipment and resuscitation equipment will be available in all work 

areas where there use is anticipated. 
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APPENDIX B - Waiver For Hepatitis B Vaccine 
 
 
I understand that due to my occupational exposure to blood and other potentially infectious 
materials, I may be at risk of acquiring hepatitis-B virus (HBV) infection.  I have been given the 
opportunity to be vaccinated with hepatitis-B vaccine, at no charge to myself.  However I decline 
hepatitis-B vaccination at this time.  I understand that by declining this vaccine, I continue to be 
at risk of acquiring hepatitis B, a serious disease.  In the future, if I continue to have occupational 
exposure to blood and other potentially infectious materials and I decide to be vaccinated with 
hepatitis-B vaccine, I can receive the vaccination series at no charge to me. 
 
 __________________________________  ___________ 
Signature of Employee   Date    
 
____________________________________ ___________ 
Signature of Witness  Date    
 
 
 
 
Note:  Review Appendix J, Important Information about Hepatitis B and Hepatitis B Vaccine 
with the employee. 
 
Bloodborne Pathogens 29 CFR 1910.1030 Appendix  A with Amendments as of September 1, 
1994. 
  



            192 
 

APPENDIX C - Report of Exposure 
 
REPORT OF EXPOSURE 
 
Employee _____________________________________________________________________ 
 
Department ___________________________________________________________________ 
 
Date of Exposure _____________________ Time of Exposure _____________________am/pm 
 
Type of exposure:  Via what route?  (blood, body fluid or secretion) 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Describe how the incident occurred.  (include activity taking place). 
 
 
 
Condition of exposure: (location, confined space) 
 
 
Name of souce patient:   
 
Address and telephone of source patient: 
 
Receiving hospital of source patient: 
 
Preliminary Intructions to employee: 
 
 
 
Follow-up protocol followed: 
 
 
Names of other potentially exposed people involved in this incident. 
 
Name____________________   Home Tel.#___________  Agency ___________________ 
 
Name____________________   Home Tel.#___________  Agency ___________________ 
 
Name____________________   Home Tel.#___________  Agency ___________________ 
 
Name____________________   Home Tel.#___________  Agency ___________________ 
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APPENDIX D - Recommended Personal Protective Equipment 
 
Recommended Personal Protective Equipment for Worker Protection Against HIV and HIB 
Transmission in Pre-Hospital Settings 
 

 
TASK OR ACTIVITY 

 
DISPOSABLE 

 

 
 

 
GLOVESB 

 
GOWN 

 
MASK 

Eye 
Wear 

 
Bleeding control with spurting blood 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
Bleeding control with minimal bleeding 

 
Yes 

 
No 

 
No 

 
No 

 
Emergency Childbirth 

 
Yes 

 
Yes 

 
No 

 
YesA 

 
Blood Drawing 

 
Yes 

 
No 

 
No 

 
No 

 
Starting an IV Line 

 
Yes 

 
No 

 
No 

 
No 

 
Placing an Advanced Airway 

 
Yes 

 
No 

 
NoC 

 
Yes 

 
Suctioning or manually cleaning airway 
equipment 

 
Yes 

 
No 

 
No 

 
NoC 

 
Handling Equipment/Microbial Contamination 

 
Yes 

 
NoD 

 
No 

 
No 

 
Taking Blood Pressure 

 
No 

 
No 

 
No 

 
No 

 
Taking a Temperature 

 
No 

 
No 

 
No 

 
No 

 
Giving an Injection 

 
Yes 

 
No 

 
No 

 
No 

 

A if splashing is likely. 
B gloves should be worn under the following conditions:  if the health care worker has cuts, 

scratches or non-intact skin, if the patient is uncooperative, when performing finger or heel 
sticks on children, and during training. 

C unless splashing is likely. 
D unless soiling of clothing is likely during clean up. 
 Advanced Airway 
 ET  endotracheal 
 EOA   esophageal obturator  
 LMA  laryngeal mask airway 
 King  supraglottic airways 
 Combitube   blind insertion airway device  
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APPENDIX E - Waiver to Submit to Follow-Up Procedures After Possible Exposure To 
Infectious Disease  
 
 
 
I, ________________________________, have had explained to me the need for follow-up 
testing to evaluate my exposure  
 
to _______________________________________________________.  I understand that the 
testing is medically indicated. 
 
 
I have had a chance to ask questions which were answered to my satisfaction and I believe that I 
understand the risks of my possible exposure and the benefits of follow-up testing. 
 
 
I understand that no adverse action can be taken on the ground that I refused testing and follow-
up since the procedures are designed for my benefit. 
 
 
I understand that Workers' Compensation may deny claims for which initial testing and follow-
up were refused. 
 
 
I choose not to receive any testing or follow-up. 
 
 
 
 
 _____________________________________________________________ 
         Signature of Employee               Date       
 
 
 
 _____________________________________________________________ 
           Signature of Witness                Date       
 
 
Type of exposure:____________________________________________________ 
 
Date of exposure:____________________________________________________ 
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APPENDIX F - Informed Consent to Perform Tests and To Record Test Results 
 
INFORMED CONSENT TO PERFORM TESTS AND TO RECORD TEST RESULTS 
 
 
Name of Employee __________________________________________________ 
 
Date ________________ 
 
 
Tests to be performed: _______________________________ 
                                     
           _______________________________ 
           
           _______________________________ 
         
           _______________________________ 
 
 
I, ____________________________, have had explained to me the procedures for performing 
the above tests.  I understand the need for these tests.  I have had a chance to ask questions which 
were answered to my satisfaction. 
 
 
I understand that the test result(s) will be part of my personnel medical record.  I understand that 
my test results and my medical record are strictly confidential and will be shared only with 
health care providers, personnel managers and administration directly involved in my care and 
follow-up. 
 
 
I understand the benefits and risks of the test(s).  I agree to have the test(s) done and the results 
recorded in my record. 
 
 
 
 ________________________________      ___________ 
 Signature of Employee                    Date    
 
 
 
 ________________________________      ___________ 
 Signature of Witness                     Date    
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APPENDIX G - Glossary 
 

Acute (disease) Of short duration, usually with a sudden onset, and sometimes severe. 
Antibody Substance that a person's immune system develops to help fight infection. 
Antibody positive The result of a test or series of tests to detect antibodies in the blood.  A positive 

result means that antibodies are present. 
Antigen Substance that is foreign to the body.  An antigen causes the immune system to 

form antibodies to fight the antigen. 
Asymptomatic Having a disease-causing agent in the body but showing no outward signs of 

disease. 
Asymptomatic 
HIV Seropositive 

The condition of testing positive for HIV antibody without showing any symptoms 
of disease.  A person who is HIV- positive, even without symptoms is capable of 
transmitting the virus to others. 

Body fluids Fluids that have been listed by the CDC as linked to the transmission of HIV or 
HBV or to which universal precautions apply.  A few examples of these fluids are 
semen, blood, vaginal secretions, and breast milk. 

Carrier A person who apparently is healthy, but who is infected with some disease-causing 
organism (such as HIV or HBV) that can be transmitted to another person. 

CDC The Center for Disease Control is a federal health agency that is a branch of the US 
Department of Health and Human Services.  The CDC provides national health and 
safety guidelines and statistical data on HIV and other diseases. 

Chronic (disease) Lasting a long time, or recurring often. 
Decontamination Removing disease-causing agents, thus making the immediate environment or 

objects safe to handle. 
Diagnosis Identifying a disease by its signs, symptoms, course and laboratory findings. 
Exposure The act or condition of coming into contact with, but not necessarily being infected 

by, a disease-causing agent. 
HBsAB Hepatitis B surface antibody.  Also known as Anti-HBs.  Laboratory test verifying 

immunity after vaccination. 
HBsAG Hepatitis B surface antigen.  Laboratory test that, when positive, indicates the 

patient is infectious  
HBIG Hepatitis B immune globulin, which is a preparation that provides some temporary 

protection following exposure to HBV if given within 7 days after exposure. 
 
 

 
HBV 

 
Hepatitis B, a viral infection that affects the liver.  The effects of the disease on the 
liver can range from mild, even unapparent, to severe, to fatal. 

Health care worker An employee including but not limited to nurses, physicians, optometrists, 
laboratory technicians, phlebotomists, paramedics, emergency medical technicians, 
medical examiners, housekeepers, laundry workers and others whose work may 
involve direct contact with body fluids from living or dead individuals. 

 
HIV 

 
Human immunodeficiency virus, the cause of AIDS (advanced HIV). 

Immune system A body system that helps resist disease-causing germs, viruses or other infections. 
Incubation period The time period between infection and appearance of disease symptoms. 
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Infection A condition or state of the body in which a disease-causing agent has entered it. 
ISG Immune serum globulin.   
Mucous membrane A moist layer of tissue that lines the mouth, eyes, nostrils, vagina, anus and urethra. 
Non-intact skin Skin that is chapped, abraded, lacerated, weeping or that has rashes or eruptions. 
Pathogen A disease-causing substance. 
Percutaneous Enters the body through the skin, for example, by needle-stick or on non-intact 

skin. 
 
Rabies 

 
Rabies causes acute encephalitis in all warm-blooded hosts, including humans.  
Transmission routes include contamination of mucous membranes (i.e. eyes, nose, 
mouth) and aerosol transmission.  The most common transmission is through the 
bite of an infected host.  Rabies is almost always fatal.   

 
Sharps 
 
 
Tuberculosis  (TB) 

 
A term describing anything that can penetrate the skin such as needles, lancets, 
glass, pipettes, etc. 
 
TB is an airborne communicable disease caused by mycobacterium tuberculosis or 
the tubercle bacillus.  Transmission may occur from inhaling tiny airborne particles 
expelled by a person who has infectious TB for a period of several hours.   

Vaccine A substance that produces or increases immunity and protection against a particular 
disease. 

Virus An organism that causes disease. 
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APPENDIX H - Types of Exposures 
 
 
Event or Job-Related Task 
 
Possible Blood or Body Fluid Exposure 
1. Cuts from falls 
2. Cuts from machinery 
3. Emptying trash - possible exposure to bloody articles 
4. Paper cuts 
5. Cleaning bathrooms - possible exposure to urine, body fluids 
6. Picking up litter - possible exposure to blood or body fluids 
7. Handling objects contaminated with blood or body fluids.  Examples:  swabs for Pap 

smears 
8. Cleaning up urine, feces or vomitus 
9. Drawing blood samples 
10. Carrying tubes of blood 
11. Starting IVs at the scene of an accident or in an ambulance 
12. Performing hemorrhage control 
13. Suctioning patients who may have blood in their airways 
14. CPR on trauma patients 
15. Delivering babies 
16. Giving SQ injections 
17. Doing Dextrostix 
18. Cleaning equipment contaminated with blood or body fluids 
19. Disposing of contaminated needles 
20. Sustaining cuts at wreck scenes where surfaces could be contaminated with other people's 

blood 
21. Handling dirty linen 
22. Needle stick injuries 
23. Touching diaphoretic patients 
24. Dealing with combative patients who would intentionally throw urine or feces at employee 
25. Being attacked by patient and scratched or cut 
26. Working with equipment that was not cleaned properly by another crew 
27. Splinters from bloody backboards 
28. Transporting dirty linen from the hospital to the ambulance bases 
29. Having to wear dirty uniforms until worker can change into a clean one 
30. Accidental needle sticks sustained while treating a patient, i.e. an unseen needle in the 

patient's clothing or on the furniture or floor 
31. Transfer of dirty uniforms to the residence for cleaning 
32. Employee failure to wear gloves when treating patients 
33. Tears in gloves 
34. Poor hand washing techniques 
35. Lax hand washing, i.e. not washing hands after every patient contact 
36. Employees working while sick with colds or other minor illnesses 
37. Failure to use protective equipment like a bag valve mask when resuscitating a patient 
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38. Unknowingly treating HIV or HBV infected patients being transferred from a nursing home 
or hospital to another facility 

39. Giving first aid 
40. Animal bites 
 
Possible Indirect Transmission of Communicable Disease 
40. Using the telephone 
41. Handling objects touched by others 
42. Handling money 
 
Possible Exposure to Airborne Diseases 
43. Being around sickly or recovering people 
44. Exposure through droplet spread of infection 
45. Working closely with others 
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APPENDIX I - Training Outlines 
 
 
BLOODBORNE PATHOGENS 
 
At the completion of the session or sessions the participant will have knowledge of: 
 
1. The OSHA standard for blood borne pathogens. 
2. Epidemiology and symptomatology of blood borne diseases. 
3. Modes of transmission of blood borne diseases. 
4. The The County Exposure Control Plan. 
5. Which procedures might cause exposure to blood or body fluids. 
6. Universal Precautions and control measures specific for their job. 
7. Housekeeping practices and decontamination procedures. 
8. Personal protective equipment and  when to wear it. 
9. Post exposure evaluation and follow up. 
10. Hazard signs and symbols. 
11. How to dispose of contaminated waste. 
12. The Hepatitis vaccination program. 
 
AIRBORNE DISEASES 
 
1.  The mode of transmission of airborne illnesses. 
2. The signs and symptoms of Tuberculosis. 
3. Personal protective devices and engineering controls available to prevent the transmission 

on TB. 
4. Medical follow up after exposure to TB. 
5. The purpose of the annual PPD test. 
 
 
These outlines meet the minimum training requirements for employees.  Individual departments 
may augment these outlines with additional materials pertinent to their jobs. 
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APPENDIX J - Hepatitis B and Hepatitus B Vaccine 
 
IMPORTANT INFORMATION ABOUT HEPATITIS B AND HEPATITIS B VACCINE 
 
Hepatitis B is an infection of the liver caused by the hepatitis B virus (HBV).  The term "viral 
hepatitis" is often used for and may include hepatitis B and other similar diseases which affect 
the liver but are caused by different viruses. 
 
Acute hepatitis generally begins with mild symptoms that may or may not become severe.  These 
symptoms may include loss of appetite, a vague feeling of oncoming illness, extreme tiredness, 
nausea, vomiting, stomach pain, dark urine, and jaundice (yellow eyes and skin). Skin rashes and 
joint pain can also occur. 
 
In the United States about 300,000 persons, mostly young adults, catch Hepatitis B each year.  
About one-quarter will develop jaundice, and more than 10,000 will need to be hospitalized.  
About 350-400 people die each year from severe acute hepatitis B.  Between 6 and 10 of every 
100 young adults who catch hepatitis B become chronic carriers (have HBV in their blood for 6 
or more months) and may be able to spread the infection to others for a long period of time.  
Infants who catch hepatitis B are more likely to become carriers than adults.  About one-fourth 
of these carriers go on to develop a disease called "chronic active hepatitis,"  Chronic active 
hepatitis often causes cirrhosis of the liver (liver destruction) and death due to liver failure.  In 
addition, HBV carriers are much more likely than others to get cancer of the liver.  An estimated 
4,000 persons die from hepatitis B-related cirrhosis each year in the United States and more than 
1,000 die from hepatitis b-related liver cancer. 
 
The risk of catching hepatitis is higher in certain groups of people because of their occupation, 
lifestyle, or environment.  Because of the risks of serious problems associated with hepatitis B 
infection, vaccination to help prevent infections is recommended for these groups. 
 
HEPATITIS B VACCINE: 
Hepatitis B vaccine is made two ways.  Plasma-derived vaccine is made from portions of HBV 
particles that have been purified from the blood of carriers.  The method used to prepare the 
plasma-derived hepatitis vaccine kills all types of viruses found in human blood, including the 
virus that causes Acquired Immunodeficiency Syndrome (AIDS).  The recombinant vaccine is 
made from common baker's yeast cells through genetic engineering.  The yeast-derived vaccine 
does not contain human blood products.  The vaccine is given by injection on three separate 
dates.  The first two doses should be given one month apart, and the third dose, 5 months after 
the second.  After three doses, the hepatitis B vaccine is 85%-95% effective in preventing 
hepatitis B infection in those who received vaccine. The protection for normal adults and 
children given vaccine properly lasts at least 5 years.  Booster doses of vaccine are not routinely 
recommended at the present time. 
 
WHO SHOULD GET HEPATITIS B VACCINE? 
The vaccine is recommended for persons at high risk of catching HBV infection who are or may 
be unprotected.  These groups include: 

1. Health care workers.  Health care workers who are exposed to blood or blood products or 
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who may get accidental needle sticks should be vaccinated. 
2. Clients and staff of institutions for the mentally retarded.  The special behavioral and 

medical problems of the retarded make this a high-risk setting.  The risk in these 
institutions is related to contact with blood and also with bites and contact with skin 
lesions and other body fluids that contain HBV.  Clients and staff of group and foster 
homes where a carrier is known to be a parent should also be vaccinated. 

3. Other contacts of HBV carriers.  Vaccine use should be considered in classroom and 
other day settings where de-institutionalized mentally retarded HBV carriers behave 
aggressively or have special medical problems that may expose contacts to their blood 
and body secretions.  Teachers and aides have been shown to be at significant risk in 
these settings.  Other persons who have casual contact with carriers at schools and offices 
are at little risk of catching HBV infection and vaccine is not recommended for them. 

4. Hemodialysis patients. Although the hepatitis B vaccine is less effective in these patients, 
it should still be offered to all hemodialysis patients. 

5. Homosexually active men. 
6. Users of unlawful injectable drugs.  Sharing needles is an extremely high-risk activity for 

transmitting hepatitis B. 
7. Recipients of certain blood products. Persons such as hemophiliacs who receive certain 

products to help their blood clot are at high risk of infection. 
8. Household and sexual contacts of HBV carriers. When HBV carriers are identified, 

household and sexual contacts should be offered vaccine. 
9. Special populations from areas with high rates of hepatitis B. These groups include 

Alaskan natives, native Pacific islanders, and immigrants and refugees from eastern Asia 
and sub-Saharan Africa. 

 
VACCINE ALSO SHOULD BE CONSIDERED FOR: 

1. Long term inmates of prisons.  The risks of prisoners catching HBV infection may be due 
to use of unlawful injectable drugs. 

2. Heterosexuals who come in for treatment of sexually transmitted diseases and who have 
histories of sexual activity with multiple sexual partners. 

3. Persons who plan to travel to areas outside the United States that have high rates of 
hepatitis B infection, stay in those areas for more than 6 months, and have close contact 
with the local population; and, persons traveling for shorter duration who may have 
sexual contact with local persons in areas where HBV infection is common.  Persons 
traveling abroad who will perform medical procedures in areas where HBV infection is 
common are at very high risk. 

 
ADDITIONAL VACCINES: 
Hepatitis B vaccine is also recommended as part of the therapy used to prevent hepatitis B 
infection after exposure to HBV.  Post exposure use of hepatitis B vaccine is recommended for 
the following persons: (1) infants born to mothers who have a positive blood test for hepatitis B 
surface antigen (HBsAg); and, (2) persons having accidents involving HBsAg-positive blood 
where there is entry through the skin or a mucous membrane.  In addition, vaccination may be 
recommended for persons having sexual contact with someone who has a positive blood test for 
HBsAg.  The hepatitis B vaccine series should be started at the same time as other therapy, 
primarily, treatment with hepatitis B immune globulin (HBIG). 
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POSSIBLE SIDE EFFECTS FROM THE VACCINE: 
The most common side effect is soreness at the site of injection. Other illnesses, such as 
neurologic reactions, have been reported after vaccine is given but hepatitis B vaccine is not 
believed to be the cause of these illnesses.  As with any drug or vaccine, there is a rare possibility 
that allergic or more serious reactions or even death could occur.  No deaths, however have been 
reported in persons who have received this vaccine.  Giving hepatitis B vaccine to persons who 
are already immune or to carriers will not increase the risk of side effects. 
 
PREGNANCY: 
No information is available about the safety of the vaccine for unborn babies; however because 
the vaccine contains only particles that do not cause hepatitis B infection, there should be no risk.  
In contrast, if a pregnant woman gets a hepatitis B infection, this may cause severe disease in the 
mother and chronic infection in the newborn baby.  Therefore, pregnant women who are 
otherwise eligible can be given hepatitis B vaccine. 
 
QUESTIONS: 
If you have any questions about hepatitis B or hepatitis B vaccine, please ask us now or call your 
doctor or health department before you sign this form. 
 
REACTIONS: 
If the person who received the vaccine gets sick and visits a doctor, hospital, or clinic during the 
4 weeks after receiving the vaccine, please report it.  
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APPENDIX K - Compliance Monitoring Instrument 
 
COMPLIANCE MONITORING INSTRUMENT 
 
 
Department: _________________________ Date: _________________________ 
 
 
Number of 
Observations Indicator TFE % Yes % No 

  

Soap dispensers are filled with 
approved handwashing agent 
 
 95%     

  

Soap dispensers are working 
 
 95%     

  

Adequate supply of paper 
towels 
 
 95%     

  

Sinks are functional 
 
 95%     

  

Floor of ambulance is clean 
 
 95%     

  

All surfaces in patient areas are 
clean 
 
 95%     

  

Sharps containers are filled to 
full line or below 
 
 95%     

 
 
Individual departments with category I and II employees should develop job specific compliance 
monitoring instruments using this model.  These instruments must be on file with the Risk 
Manager.  Monitoring will be done quarterly using a combination of employee interviews and 
direct observations.  Quarterly reports are forwarded to the Risk Manager. 
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APPENDIX L - Post Exposure Check List 
 
POST-EXPOSURE CHECK LIST 
 
Employee Name__________________ Social Security Number _______________________ 
 
Department ____________Date of Exposure ________Source Patient Name ______________ 
 
Advised of Source Patient's HIV and HBs AG ___________________________________ 
 
HIV TESTING OFFER 
_____ Offered HIV testing  
 
_____ Employee's signed consent for HIV serial testing; at baseline, 6 weeks, 3 months, 6 

months, 12 months. 
 
_____  Employee signed waiver for HIV testing. 
 
HEPATITIS B FOLLOW-UP 
_____ Employee has completed initial HBV Vaccination Series 
 
_____ HBsAB Titer done on ________.   
 
  Immune Status ______________ 
 
_____ If indicated;  HBIG given on __________________, 
 
  ISG given on _______________________________, 
 
  or Hepatavax given on ______________________. 
 
_____ HBV vaccine or other treatment  declined on  ___________________. 
 
OTHER FOLLOW-UP 
 
_____ Employee received counseling appropriate to exposure risks. 
 
_____ Employee offered______________________________________________________           
  treatment for possible exposure to  _________________________________________. 
 
_____ Employee waived recommended treatment and follow up. 
 
OTHER COMMENTS:  
 
_____________________________________________________ 
Signature of Designated Infection Control Monitor Following Case 
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APPENDIX M - Rabies Vaccine Waiver Form 
 
Waiver For Rabies Vaccine 
 
I understand that due to my occupational exposure to animals and other potentially infectious 
materials, I may be at risk of acquiring Rabies.  I further understand that once I contract Rabies 
that it is most always fatal.  I have been given the opportunity to be vaccinated to prevent Rabies, 
at no charge to myself.  However I decline the Rabies vaccination at this time.  I understand that 
by declining this vaccine, I continue to be at risk of acquiring Rabies, a potentially fatal disease.  
In the future, if I continue to have occupational exposure to animals and other potentially 
infectious materials and I decide to be vaccinated for Rabies, I can receive the vaccination series 
at no charge to me. 
 
 
 
 
___________________________________  ___________ 
Signature of Employee Date    
 
 
___________________________________  ___________ 
Signature of Witness   Date    
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APPENDIX N - Emergency Services Respiratory Protection Plan 
 
EMERGENCY SERVICES RESPIRATORY PROTECTION PLAN 
 
 

I. Employees are issued a HEPA mask and carry the mask with them during working hours. 
A. Indications for the use of HEPA masks are covered in the Exposure Control Plan and in 

the Safety Section of the EMS Division Standard Operating Guidelines. 
B. These masks are disposable and are replaced after each use.  

 
II. Fit testing for new employees is done during department orientation. 

A. Employees learn about the HEPA masks stocked by the county. 
B. The trainer will demonstrate how to properly fit and adjust the mask. 
C. Qualitative fit testing is utilized to determine if the employee has a tight seal. 
D. Documentation is kept on the results of each test and the type and size of the mask suited 

for each employee. 
 
III. Repeat fit testing is indicated when employees gain or lose a significant amount of weight 

or when new products are stocked. 
 
IV. Annual Evaluation 

A. Existing employees will fill out a respiratory questionnaire annually. 
B. The Medical Director will review and sign off on questionnaires 
C. Employees with satisfactory results do not need further follow up. 
D. Those employees identified as having risk factors for HEPA masks will be referred to the                                         

county’s nurse practioner for evaluation. 
E. All questionnaires will be maintained in the confidential medical file for employees for 

the duration of their employment plus thirty years. 
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APPENDIX O - Verification of Annual Review 
 
VERIFICATION OF ANNUAL REVIEW 
 
The Risk Manager will set up an annual review, during the third quarter of the calendar year, 
with a representative from Emergency Services.  Infection control experts from the Health 
Department, Sheriffs Office and outside agencies may be invited to participate. This review will 
require the involvement of non-managerial employees to: 
 
1. Evaluate technological change that eliminate or reduce exposures to bloodborne pathogens. 
2. Evaluate potentially safer medical devices designed to eliminate or minimize occupational 
exposures. 
 
 
Plan Review Date__________________ 
 
Review Team Members: 
 
The County Risk Manager 
    Name: ___________________________________________ 
    Signature: ________________________________________ 
 
The County Emergency Services designee 
    Name: ___________________________________________           
 
The County Health Department designee (if applicable) 
    Name: ___________________________________________ Managerial   
    Signature: ________________________________________ Non-Managerial 
 
The County Sheriffs Office designee (if applicable) 
    Name: ___________________________________________ Managerial 
    Signature: ________________________________________ Non-Managerial 
 
Other Agency designee (if applicable) 
    Agency Name: ____________________________________ 
    Name: ___________________________________________ Managerial 
    Signature: ________________________________________ Non-Managerial 
 
Other Agency designee (if applicable) 
    Agency Name: ____________________________________ 
    Name: ___________________________________________ Managerial 
    Signature: ________________________________________ Non-Managerial 
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APPENDIX P - Recommended Work Restrictions 
 

 
DISEASE/PROBLEM 

 
RELIEVE FROM 
PATIENT 
CONTACT 

 
PARTIAL WORK 
RESTRICTION 

 
DURATION 

 
Conjunctivitis, infectioun 

 
Yes 

 
 

 
Until discharge ceases 

 
Cytomegalovirus, infectious 

 
No 

 
TBD 

 
Treatment as needed 

 
Diarrhea, acute 

 
Yes 

 
 

 
Until symptoms resolve 
and R/O Salmonella 

 
Diarrhea, convalescent 

 
No 

 
Personnel should not take 
care of high risk patients 

 
Until stool is free of the 
infecting organism on 2 
consecutive cultures not 
less than 24 hours apart 

 
Other enteric pathogens 

 
No 

 
 

 
 

 
Enteroviral 

 
No 

 
Personnel should not take 
care of infants and 
newborns 

 
Until symptoms resolve 

 
Group A streptococcal disease 

 
Yes 

 
 

 
Until 24 hours after 
treatment 

 
Hepatitis A 

 
Yes 

 
 

 
Until 7 days after the 
onset of jaundice 

 
Hepatitis B, acute and Hepatitis B 
carrier 

 
No 

 
Personnel should wear 
gloves for procedures that 
involve trauma to tissues 
or contact with mucous 
membranes or non-intact 
skin 

 
Until antigenmia 
resolves 

 
Hepatitis Non-A, Non-B (acute 
Hepatitis C) 

 
No 

 
Same as acute Hepatitis B 

 
Period of infectivity has 
not been determined 
 

 
Herpes simplex, genital 

 
No 

 
 

 
 

 
Herpes simplex, orofacial 

 
No 

 
Personnel should not take 
care of high risk patients 

 
Until lesions heal 

 
Hepatic whitlow 

 
Yes 

 
It is not known whether 
gloves prevent 
contamination 

 
Until lesions heal 

 
HIV 
 

 
No 
 

 
Personnel should wear 
gloves for procedures that 
involve trauma to tissues 
or contact with mucous 
membranes or non-intact 
skin 
 

 
As long as providing 
direct patient care 
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DISEASE/PROBLEM 

 
RELIEVE FROM 
PATIENT 
CONTACT 

 
PARTIAL WORK 
RESTRICTION 

 
DURATION 

 
Immunosuppresed i.e. HIV, 
chemotherapy, renal failure, etc 

 
Yes 
 

 
Personnel should wear 
gloves for procedures that 
involve trauma to tissues 
or contact with mucous 
membranes or non-intact 
skin 
 

 
Until cleared by 
physician 

 
Measles, active 

 
Yes 

 
 

 
Until 7 days after the 
rash disappears 

 
Measles-Post exposure, susceptible 
personnel 

 
Yes 

 
 

 
From the 5th through 
the 21st day after 
exposure and/or 7 days 
after the rash appears 

 
Measles-Post exposure, susceptible 
personnel 

 
Yes 

 
 

From the 5th through 
the 21st day after 
exposure and/or 7 days 
after the rash appears 

Mumps, active Yes  
 

Until 9 days after onset 
of parotitis 

Mumps-Post exposure susceptible 
personnel 

Yes  
 

From the 12th day 
through the 26th day 
after exposure or until 9 
days after onset of 
parotitis 

 
Pertussis, active 

 
Yes 

 
 

 
From the beginning of 
the catarrhal stage 
through the 3rd week 
after onset of 
paroxysms or until 7 
days after start of 
effective therapy 

 
Pertussis-Post exposure susceptible 
personnel 

 
No 

 
 

 
Same as active Pertussis 
if symptoms develop 

 
Rubella, active 

 
Yes 

 
 

 
Until 5 days after the 
rash appears 

 
Rubella-Post exposure susceptible 
personnel 

 
Yes 

 
 

 
From the 7th day 
through the 21st day 
after exposure and/or 5 
days after rash appears 

 
Scabies, lice and body parasites 

 
Yes 

 
 

 
Until treated 

 
Staphylococcus aureus, skin lesions 
 
 
Tuberculosis 

 
Yes 
 
 
Yes 

 
 
 
 
Yes 

 
Until lesions have 
resolved 
 
Until two weeks of 
treatment with TB 
medications and until 
symptoms subside. 
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DISEASE/PROBLEM 

 
RELIEVE FROM 
PATIENT 
CONTACT 

 
PARTIAL WORK 
RESTRICTION 

 
DURATION 

 
Upper respiratory infections 

 
Yes 

Personnel with upper 
respiratory infections 
should not take care of 
high-risk patients 

 
Until acute symptoms 
resolve 

 
Zoster (Shingles) 

 
No 

 
Appropriate barrier 
desirable; personnel 
should not take care of 
high-risk patients 

 
Until all lesions dry and 
crust 

 
Varicella (Chickenpox) active 

 
Yes 

 
 

 
Until all lesions dry and 
crust 

 
Varicella-Post exposure 

 
Yes 

 
 

From the 10th day 
through the 21st day 
after exposure or if 
varicella occurs until all 
lesions dry and crust 

 
 



ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Finance Department
DATE: October 25, 2019
SUBJECT: REI Engineers Amendment to Master Service Agreement

Please see the attached Amendment.

Please approve the attached Amendment to the Master Service Agreement with REI Engineers, Inc.
for Rowan County roofing projects. 

ATTACHMENTS:
Description Upload Date Type
REI Engineers Agreement for Approval 10/28/2019 Cover Memo























ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: County Attorney Jay Dees
DATE: October 28, 2019
SUBJECT: Summit Corporate Center Amended Declaration

This amendment does three (3) things:
 
1. Allows new Convenience Center site for Rowan Couny; and 
2. Allows flexibility for excess parking area pervious surface rather than asphalt; and 
3. Allows for certain Retail Use expansion ONLY on the Retail Lots owned by Hutton Group that clarifies
several Retail uses that we’re not clearly established as Permitted Uses in the prior Retail Amendment for
them.  

ATTACHMENTS:
Description Upload Date Type
Amended Declaration 10/28/2019 Cover Memo



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Amendment to 

Declaration of 

Protective Covenants 

And Restriction 
 

 

 

Summit Corporate Center 

Salisbury, North Carolina 

 

  

 

WHEREAS, Declarant, Rowan County, owns certain real property in Rowan County, 

North Carolina, referred to in Article 1; and 

 

WHEREAS, Declarant has developed the real property and further intends that the 

remaining real property now or hereafter made subject to this Declaration be developed 

as a business park to be known as Summit Corporate Center; and 

 

WHEREAS, for the purpose of insuring the proper development of such real property; to 

protect and enhance the values and amenities of all properties within the park; to ensure 

the proper use, appropriate development and improvement of such properties; to protect 

against the construction of improvements and structures built of improper or unsuitable 

materials; to provide for a method for the maintenance and continued improvement of 

common areas thereof; and in general to encourage construction of high-quality, 

permanent improvements that will promote the general welfare of all existing and future 

owners and occupants, Declarant adopted and recorded Protective Covenants and 

Restrictions for Summit Corporate Center in Book 776, page 395, Rowan County 

Registry (the “Original Declaration”) and amended these Protective Covenants and 

Restrictions by amendments recorded in Book 866, page 95; Book 872, Page 395; Book 



1037, Page 188; and Book 1246, Page 571 of the Rowan County Registry (the Original 

Declaration, as amended by these amendments, is the “Existing Declaration”); 

 

WHEREAS, pursuant to Section 6.02 of the Original Declaration, the Declaration may be 

amended by instrument executed by owners of no less than three-fourths (3/4’s) of the 

owners parcels subject to assessment;  

 

WHEREAS, the Undersigned Owners collectively and in the aggregate currently own in 

excess of three-fourths (3/4s) of the owner’s parcels subject to assessment; and 

 

WHEREAS, the Declarant now desires to amend the Existing Declaration as set out 

herein. 

 

NOW, THEREFORE, the Declarant does hereby amend the Existing Declaration as set 

out herein. 

 

 

Article III - Regulations Governing Uses and Improvements Sections 3.07, 3.08 and 

3.17 shall and they are hereby amended as follows and the following is substituted in 

places of those Sections in the Existing Declaration: 

 

3.07 Permitted Operations and Uses: Unless otherwise specifically prohibited herein, any 

business operation and use allowed by applicable zoning and other land use regulations 

will be permitted if it is performed or carried out entirely within a building that is so 

designed and constructed that the enclosed operations and uses do not cause or produce 

nuisance to adjacent sites, such as, but not limited to, vibration, sound, electromechanical 

disturbance and radiation, electro-magnetic disturbance, air or water pollution, dust, 

emission of odorous, toxic or non-toxic matter, smoke, heat, unusual excavations, or 

other activities which may in the discretion of the signatories hereto be considered 

objectionable to the purposes for which the properties are being developed. Exceptions to 

the preceding use restrictions may be made during periods when equipment breakdown or 

malfunction occurs in such a manner as to make it evident that the effect was not 

reasonably preventable. The property may also be used as a recycling convenience center  

for the temporary storage and transportation of bulk and solid waste and recycling.   

 

3.08 Prohibited Operations and Uses: The operation and use of drilling for and/or 

removal of oil, coal, gas, or other hydrocarbon substances on any property subject to 

these restrictions shall not be permitted. With the exception of the permitted operations 

and uses set forth  in Section 3.07 above, the following operations and uses shall not be 

permitted on any property subject to these restrictions: residential; trailer courts; labor 

camps; junk yards; commercial excavation of building or construction materials; 

distillations of bones; any activity which shall cause undue fire hazard; dumping, disposal 

and/or incineration of garbage, sewage, offal, dead animals or refuse; fat rendering; stock 

yard or slaughter of animals; refining of petroleum or its products; smelting of iron, tin, 

zinc, or other ores; hog, cattle, chicken or other animal raising; scrap yard storage; 

automotive garage repair or sales facility; retail or wholesale commercial stores open to 



the public at large; building material storage except as may be required during 

construction of improvements; lumberyard, coal or wood yard; stone or monument 

works; auto wrecking, salvage yards; used material yards; storage of baled or waste scrap 

paper, rags, scrap metals, bottles or other junk; bag cleaning; central mixing plant for 

asphalt, mortar, plaster or concrete; any quarry operations; and any use specifically 

prohibited by law.  Nothing herein shall be deemed to exclude or prohibit the following 

uses on Tract 1, containing 26.300 acres, more or less (“Tract 1”), or Tract 2, containing 

17.523 acres, more or less (“Tract 2”), of the Summit Corporate Center, as shown on the 

survey by Concord Engineering and Surveying, Inc., and recorded in Book of Maps 9995 

at Page 3221, in the Office of the Register of Deeds for Rowan County, North Carolina 

(Tract 1 and Tract 2 are, collectively referred to herein as the “Retail Parcels”): (i) the 

construction, operation, and occupancy of a commercial hotel, motel, or extended stay 

facility, (ii) the construction, operation and occupancy of a motion picture theater, 

provided that the construction, operation, and occupancy of such facilities have been 

approved in all respects by the Declarant, (iii) the construction, operation, and use of a 

retail shopping center, (iv) the construction, operation, and use of automotive garage, 

automotive repair or sales facilities, (v) the construction, operation, and use of retail or 

wholesale commercial stores open to the public at large; (vi) the construction, operation 

and use of home improvement retailers (such as, by way of example only, Lowe’s, Home 

Depot, or Ace Hardware).    

 

3.17 Vehicular Parking: The parking and storage of all motor vehicles by occupants, their 

guests, invitees and licensees, shall be within the Parcel boundaries. Sufficient parking 

spaces must be provided by the Owner in areas designated for such purposes. A parking 

space shall be a minimum of one hundred sixty two (162) square feet set aside for the 

parking of the car; driveways and other spaces for the movement of cars shall not be 

included in computing the one hundred sixty two (162) square feet minimum required 

parking space.  No loading or unloading areas shall be located within the established 

front yard of a building unless approved by Declarant (for purposes of this sentence, the 

term “front yard” will mean the area of land immediately adjacent to or directly in front 

of the location of the building’s primary front entrance).”Parking shall be allowed within 

an established front yard, if such parking area is not within the landscape easement and is 

thirty (30) feet from any adjoining property boundary. Additional parking, loading and 

unloading areas may be located within established side or rear yards, however, no 

parking, loading and unloading area shall be within twenty (20) feet of a rear or side 

property boundary or street right-of-way. Parking areas and all driveways shall be 

constructed with asphalt or concrete and shall include adequate drainage facilities to 

dispose of surface water. To the extent that asphalt or concrete paved parking for a Parcel 

or portion thereof meets the applicable requirements of the Rowan County Zoning 

Ordinance, then additional parking may use alternative paving methods, such as 

engineered grass pavers.  Landscaping in parking areas shall comply with all applicable 

local regulations.  Notwithstanding the foregoing, the requirements that (i) a parking area 

within an established front yard not be permitted within thirty (30) feet of an adjoining 

property boundary and (ii) additional parking, loading, and unloading areas within side or 

rear yards not be within twenty (20) feet of a rear or side property boundary or street 

right-of-way, will not apply to the Retail Parcels. 



 

Except as expressly stated herein, the Existing Declaration Agreement shall remain in full 

force and effect unaltered hereby.  Capitalized terms not otherwise defined herein shall 

bear those definitions assigned thereto in the Existing Declaration. 

 

{Signature Pages Follow} 



IN WITNESS WHEREOF, the Undersigned, have caused this indenture to be 

signed and attested to as follows: 

 

ROWAN COUNTY 

(Owner of Eight Parcels, More Specifically 

Rowan County Tax Map Parcels 402 005, 

402 063, 402 072, 402 A004, 402 B006, 402 

C001, 402 C002, 402 C003)   

 

____________________________________

(SEAL) 

 

 

By:  Gregory C. Edds, Chairman 

 

 

ATTEST: 

 

___________________________________ 

              Carolyn Barger 

Clerk to the Board 

 

 

NORTH CAROLINA 

ROWAN COUNTY 
 

I, __________________________, Notary Public for said County and State, certify that 

_____________________________ personally came before me this day and 

acknowledged that she is Clerk to the Board of the Rowan County Board of 

Commissioners, a governmental entity and that by authority duly given the foregoing 

instrument was signed in its name by its Chairman, sealed with its County seal, and 

attested by herself as its Clerk. 

 

Witness my hand and official seal, this _____ day of ______________, 2019. 

 

     

 _________________________________________ 

      Notary Public 

 

My Commission Expires: 

 

_____________________ 

[SEAL] 



 

TKC XCVII, L.L.C., a North Carolina  

limited liability company 

(Owner of One Parcel, More Specifically 

Rowan County Tax Map Parcel 402 C007) 

 

By: _______________________ (SEAL) 

[Name of Manager] 

 

 

STATE OF NORTH CAROLINA 

 

COUNTY OF MECKLENBURG 

 

 

 I, _____________________________, a Notary Public of the County and State 

aforesaid, certify that _______________________, either being personally known to me 

or proven by satisfactory evidence (said evidence being _____________________), who 

is the Manager of TKC XCVII, LLC, a State of North Carolina limited liability company, 

personally appeared before me this day and acknowledged that (s)he is Manager of TKC 

XCVII, LLC and that as Manager being duly authorized to do so, voluntarily executed 

the foregoing instrument on behalf of said company for the purposes stated herein. 

 

 WITNESS my hand and notarial seal, this the ____ day of _____________, 2019. 

 

        

_____________________________ 

            Notary Public 

 

My Commission Expires: 

________________________ 

     (Affix Notarial Seal) 

 



TKC XCI, L.L.C., a North Carolina  

limited liability company 

(Owner of One Parcel, More Specifically 

Rowan County Tax Map Parcel 402 C004) 

 

 

By: _______________________ (SEAL) 

[Name of Manager] 

 

 

STATE OF NORTH CAROLINA 

 

COUNTY OF MECKLENBURG 

 

 

 I, _____________________________, a Notary Public of the County and State 

aforesaid, certify that _______________________, either being personally known to me 

or proven by satisfactory evidence (said evidence being _____________________), who 

is the Manager of TKC XCI, LLC, a State of North Carolina limited liability company, 

personally appeared before me this day and acknowledged that (s)he is Manager of TKC 

XCI, LLC and that as Manager being duly authorized to do so, voluntarily executed the 

foregoing instrument on behalf of said company for the purposes stated herein. 

 

 WITNESS my hand and notarial seal, this the ____ day of _____________, 2019. 

 

        

_____________________________ 

            Notary Public 

 

My Commission Expires: 

________________________ 

     (Affix Notarial Seal) 



Core Investors, L.L.C., a North Carolina 

limited liability company 

(Owner of One Parcel, More Specifically 

Rowan County Tax Map Parcel 402A 003) 

 

 

By: _______________________ (SEAL) 

[Name of Manager] 

 

 

STATE OF NORTH CAROLINA 

 

COUNTY OF ______________________ 

 

 

 I, _____________________________, a Notary Public of the County and State 

aforesaid, certify that _______________________, either being personally known to me 

or proven by satisfactory evidence (said evidence being _____________________), who 

is the Manager of Core Investors, LLC, a State of North Carolina limited liability 

company, personally appeared before me this day and acknowledged that (s)he is 

Manager of Core Investors, LLC and that as Manager being duly authorized to do so, 

voluntarily executed the foregoing instrument on behalf of said company for the purposes 

stated herein. 

 

 WITNESS my hand and notarial seal, this the ____ day of _____________, 2019. 

 

        

_____________________________ 

            Notary Public 

 

My Commission Expires: 

 

________________________ 

     (Affix Notarial Seal) 

 



E & B Brown Enterprises, L.L.C., a 

Kentucky limited liability company 

(Owner of One Parcel, More Specifically 

Rowan County Tax Map Parcel 402 081) 

 

 

By: _______________________ (SEAL) 

[Name of Manager] 

 

 

COMMONWEALTH OF KENTUCKY 

 

COUNTY OF PULASKI 

 

 

 I, _____________________________, a Notary Public of the County and 

Commonwealth aforesaid, certify that _______________________, either being 

personally known to me or proven by satisfactory evidence (said evidence being 

_____________________), who is the Manager of E & B Brown Enterprises, LLC a 

Commonwealth of Kentucky limited liability company, personally appeared before me 

this day and acknowledged that (s)he is Manager of E & B Brown Enterprises, LLC and 

that as Manager being duly authorized to do so, voluntarily executed the foregoing 

instrument on behalf of said company for the purposes stated herein. 

 

 WITNESS my hand and notarial seal, this the ____ day of _____________, 2019. 

 

        

_____________________________ 

            Notary Public 

 

My Commission Expires: 

 

________________________ 

     (Affix Notarial Seal) 



Rowan Summit, LLC, a North Carolina 

limited liability company 

(Owner of Eight Parcels, More Specifically 

Rowan County Tax Map Parcels 402C 002, 

008, 009, 014, 015, 016, 017, 018 and 019) 

 

 

By: _______________________ (SEAL) 

Benjamin P. Harper 

General Counsel 

 

 

STATE OF ___________________________ 

 

COUNTY OF _________________ 

 

 

 I, _____________________________, a Notary Public of the County and State 

aforesaid, certify that _______________________, either being personally known to me 

or proven by satisfactory evidence (said evidence being _____________________), who 

is the Manager of Rowan Summit, LLC, a State of North Carolina limited liability 

company, personally appeared before me this day and acknowledged that (s)he is General 

Counsel of Rowan Summit, LLC and that as General Counsel being duly authorized to do 

so, voluntarily executed the foregoing instrument on behalf of said company for the 

purposes stated herein. 

 

 WITNESS my hand and notarial seal, this the ____ day of _____________, 2019. 

 

        

_____________________________ 

            Notary Public 

 

My Commission Expires: 

 

________________________ 

     (Affix Notarial Seal) 

 

 



AFS Salisbury, L.L.C., a North Carolina 

limited liability company 

(Owner of One Parcel, More Specifically 

Rowan County Tax Map Parcels 402A 001) 

 

 

By: _______________________ (SEAL) 

[Name of Manager] 

 

 

STATE OF ___________________________ 

 

COUNTY OF _________________ 

 

 

 I, _____________________________, a Notary Public of the County and State 

aforesaid, certify that _______________________, either being personally known to me 

or proven by satisfactory evidence (said evidence being _____________________), who 

is the Manager of AFS Salisbury, LLC, a State of North Carolina limited liability 

company, personally appeared before me this day and acknowledged that (s)he is 

Manager of AFS Salisbury, LLC and that as Manager being duly authorized to do so, 

voluntarily executed the foregoing instrument on behalf of said company for the purposes 

stated herein. 

 

 WITNESS my hand and notarial seal, this the ____ day of _____________, 2019. 

 

        

_____________________________ 

            Notary Public 

 

My Commission Expires: 

 

________________________ 

     (Affix Notarial Seal) 



EGV Associates, L.L.C., a North Carolina 

limited liability company 

(Owner of One Parcel, More Specifically 

Rowan County Tax Map Parcel  402B 006) 

 

 

By: _______________________ (SEAL) 

[Name of Manager] 

 

 

STATE OF ___________________________ 

 

COUNTY OF _________________ 

 

 

 I, _____________________________, a Notary Public of the County and State 

aforesaid, certify that _______________________, either being personally known to me 

or proven by satisfactory evidence (said evidence being _____________________), who 

is the Manager of EGV Associates, LLC, a State of North Carolina limited liability 

company, personally appeared before me this day and acknowledged that (s)he is 

Manager of EGV Associates, LLC and that as Manager being duly authorized to do so, 

voluntarily executed the foregoing instrument on behalf of said company for the purposes 

stated herein. 

 

 WITNESS my hand and notarial seal, this the ____ day of _____________, 2019. 

 

        

_____________________________ 

            Notary Public 

 

My Commission Expires: 

 

________________________ 

     (Affix Notarial Seal) 
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ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: County Manager Aaron Church
DATE: October 28, 2019
SUBJECT: National Guard Road Natural Gas Easement

ATTACHMENTS:
Description Upload Date Type
Landowner Consent 10/28/2019 Cover Memo
Grant of Easement Distribution 10/28/2019 Cover Memo
Exhibit A 10/28/2019 Cover Memo



LANDOWNER CONSENT  

The undersigned is the owner (“Owner”) of the property at _1235 National Guard Rd, Salisbury, NC 28147_and is 
duly authorized to provide this consent.  By this consent, Owner grants all such easements and rights-of-ways to 
Piedmont Natural Gas Company, Inc. (“Piedmont”) and its contractors, agents and designees as are necessary for 
(i) such gas service lines and metering facilities as may be necessary for the provision of the natural gas service 
contemplated by the Service Agreement between Piedmont and _North Carolina National Guard_ (“Customer”), 
and (ii) access to the property for the installation and future maintenance of such gas service lines and metering 
facilities.  The undersigned also give Piedmont the right to extend service lines across this property to adjacent 
property owners.  The undersigned has not previously granted any right-of-way or other interests that would 
interfere with or impede the rights granted to Piedmont hereunder.   
Privately owned and underground structure such as, without limitation, septic tanks, sewer lines, drains, drain 
fields, water lines, fuel lines, sprinkler systems, etc. cannot normally be located by Piedmont or its agents prior to 
excavation.  The location of these facilities must be indicated by Customer and/or Owner both on a sketch and in 
the area of the installation.  Piedmont is not responsible for any damage to such facilities whose location is not 
adequately or accurately indicated.   

__________________________________________ 

Print Name of Owner  

BY: ________________________________________  

Signature  

Title: _______________________________________  

Date of Signature: ____________________________  

Sworn to and subscribed before me  

This ______ day of ______________, 20__  

___________________________________ (L.S.)  

Notary Public, State of ______________________  

My Commission Expires: ____________________  

V2 8/23/17  
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GRANT OF EASEMENT  Return Recorded Document to: 
        DISTRIBUTION       

Land Services, Natural Gas 
Piedmont Natural Gas Company, Inc. 

4720 Piedmont Row Drive 
Charlotte, NC 28210 

 
STATE OF ____NC_____                 PROJECT NO.: _PE# 361005  
COUNTY OF __Rowan__                PARCEL ID/ TAX ID NO.:   461 077   
       
  
THIS GRANT OF EASEMENT made this _24th_ day of _October 2019____, from _Rowan County__ (hereinafter 
designated as “GRANTOR”), to PIEDMONT NATURAL GAS COMPANY, INC., (hereinafter designated as “PIEDMONT”). 
 

WITNESSETH 
 

That GRANTOR, for and in consideration of the sum of     ten      Dollars ($10.00), and other valuable consideration, the 
receipt of which is hereby acknowledged, hereby expressly bargains, sells, and grants unto PIEDMONT, its successors and 
assigns, a perpetual right of way and easement for the purpose of laying, constructing, installing, maintaining, operating, 
inspecting, repairing, altering, adding to, upgrading, replacing, relocating, removing, and protecting pipelines and 
appurtenances for the transportation of natural gas under, upon, over, through, and across the land of GRANTOR (or in 
which GRANTOR has interest) situated in the County of  _Rowan_, _North Carolina_, as described in deed(s) recorded in 
Book 1199, Page  386   , Office of the Register of Deeds for   Rowan  County, _North Carolina_, (“Property”).  
 
The right of way herein granted is five (5) feet wide, extending two and one half (2 ½) feet on each side of the centerline of 
the pipeline, the location of which has been mutually agreed upon between GRANTOR and PIEDMONT.  The pipeline as 
actually installed shall determine the centerline of said right of way.  Subject to all rights granted to PIEDMONT herein, such 
right of way shall be the portion of the Property encumbered by this GRANT OF EASEMENT.  
 
PIEDMONT shall have all rights reasonably necessary for the full use and enjoyment of the rights herein granted, including, 
without limitation, the free and full right of ingress and egress over and across the aforesaid Property and the right, but not 
the obligation, to keep said right of way cleared of trees, vegetation, undergrowth, buildings, structures, and any other 
obstructions.  GRANTOR shall not construct, nor permit to be constructed, any house, structure, or other obstruction on or 
over said right of way. 
 
GRANTOR hereby binds GRANTOR and GRANTOR’S heirs, representatives, successors, and assigns to warrant and 
forever defend all and singular said premises unto PIEDMONT, its successors and assigns, against the claims of all persons 
whomsoever. 
 
To have and to hold said right of way and easement unto PIEDMONT, its successors and assigns, perpetually and 
continuously.  GRANTOR expressly gives PIEDMONT, its successors and assigns, the right to assign, license, lease, or 
otherwise transfer, in whole or part, this GRANT OF EASEMENT or any rights given herein, to any person or entity, including 
but not limited to, any affiliated parent or subsidiary entity of PIEDMONT, for the uses and purposes expressly stated herein. 
 
IN WITNESS WHEREOF, this GRANT OF EASEMENT has been signed under seal by GRANTOR, as of the date first 
above written. 
  
         GRANTOR: 
 
         ______________________________ Sign   

 
         ______________________________ Print 
                
         ______________________________ Title   
 
 
         ______________________________ Sign   

 
         ______________________________ Print 
                
         ______________________________ Title 
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STANDARD ACKNOWLEDGMENT 

[Notary Certification for Individual] 
 
STATE OF __________________ 
COUNTY OF ________________ 
 

I, _____________________________, a Notary Public for _____________ County, _____________, do hereby certify 

that ________________________________________ personally appeared before me this day and acknowledged the 

due execution of the foregoing Grant of Easement. 

Witness my hand and official seal this the ___ day of __________________, 20__. 

 
[NOTARY SEAL] 

 
  ________________________________________ Sign 
 
 ________________________________________ Print 
 
 My commission expires:   
 
 
[Notary Certification for Corporation] 
 
STATE OF __________________ 
COUNTY OF ________________ 
 

I, _____________________________, a Notary Public for _____________ County, ______________, certify that 

________________________________________ personally came before me this day and acknowledged that he (or she) 

is ________________________ of ____________________, a corporation, and that he (or she), in such capacity, being 

authorized to do so, executed the foregoing Grant of Easement on behalf of the corporation. 

Witness my hand and official seal this the ___ day of ________________, 20__. 

 
[NOTARY SEAL] 

 
  ________________________________________ Sign 
 
 ________________________________________ Print 
 
 My commission expires:   
 
 
 
[Notary Certification for LLC] 
 
STATE OF __________________ 
COUNTY OF ________________ 
 

I, ________________________________, a Notary Public of ___________________ County, State of 

__________________________, do hereby certify that ____________________, [Manager / Member / Managing Member] 

of ____________________________, LLC, a limited liability company, personally appeared before me this day and 

acknowledged that by authority duly given and as the act of the limited liability company the foregoing Grant of Easement 

was signed in its name by him or her in such capacity. 

Witness my hand and official seal this the ___ day of ________________, 20__. 

 
    [NOTARY SEAL] 
  ________________________________________ Sign 
 
 ________________________________________ Print 
 
 My commission expires:   
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ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Finance Department
DATE: October 25, 2019
SUBJECT: Adopt Resolution Making Preliminary Findings Relating to General Obligation Community

College Bonds

Please see attached Resolution.

Please adopt attached Resolution.

ATTACHMENTS:
Description Upload Date Type
Resolution 10/30/2019 Cover Memo







ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Finance Department
DATE: October 25, 2019
SUBJECT: Adopt Resolution Providing for Publication of Notice of Intent to File Application With

Respect to up to $45,000,000 General Obligation Community College Bonds With Local
Government Commission

Please see attached Resolution.

Please approve attached Resolution.

ATTACHMENTS:
Description Upload Date Type
Resolution 10/28/2019 Backup Material







ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Finance Department
DATE: October 25, 2019
SUBJECT: Purchase of Two Ambulances

Please see the attached information.

Please approve the purchase of two new 2019 Medix ambulances from First Class Emergency Vehicles at a
cost not to exceed $401,762.

ATTACHMENTS:
Description Upload Date Type
Purchase of Two Ambulances 10/28/2019 Backup Material











ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: County Manager Aaron Church
DATE: October 29, 2019
SUBJECT: Bogle Firm Architecture - Dan Nicholas Park Office and Concessions

Approve Pete Bogle Contract to provide Architectural Services in designing Dan Nicholas Park Concession
Stand. 

  

ATTACHMENTS:
Description Upload Date Type
Contract 10/29/2019 Cover Memo







































ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: County Manager Aaron Church
DATE: October 29, 2019
SUBJECT: Vertex Construction Company, LLC - Cleveland EMS Station Project

Approve Vertex Construction Company, Inc. agreement in the amount of $759,000.  

ATTACHMENTS:
Description Upload Date Type
Contract 10/29/2019 Cover Memo

























































































ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: County Attorney Jay Dees
DATE: October 28, 2019
SUBJECT: Construction Agreement - Shelter Guardians

ATTACHMENTS:
Description Upload Date Type
Construction Agreement 10/28/2019 Cover Memo
Preliminary Plans 10/30/2019 Cover Memo



 

 

 

 

 

 

 

 

Return after recording to: 

John W. Dees, II 

Attorney for Rowan County 

Post Office Box 1308 

Salisbury, NC  28145-1308 

 

 

STATE OF NORTH CAROLINA ) 

 ) CONSTRUCTION AGREEMENT 

ROWAN COUNTY ) 

 

THIS CONSTRUCTION AGREEMENT is dated the __ day of ______________, 

2019, and is entered into by and between ROWAN COUNTY, NORTH CAROLINA, a 

political subdivision of the State of North Carolina, as principal (the “County”), and SHELTER 

GUARDIANS, INC., a North Carolina non-profit corporation (the “Donor”), and CS 

BRADSHAW CONSTRUCTION COMPANY, INC., licensed General Contractor as third 

party obligor. 

WITNESSETH: 

The County has determined that there is a need for an additional building for the purpose 

of expanding County’s animal shelter facility to house and/or intake canines in facilities separate 

from other animals housed by the county in such shelter. The County and the Donor have agreed 

upon a plan for the construction of a new building for the Rowan County Animal Control 

Department (the “Project”) consisting of construction of a new building approximately ______ 

square feet (the “Building”) adjacent to and located on the current Animal Control Property as 

detailed in the architectural plans and specifications of Jon E. Palmer dated the __ day of 

________________, 2019 and as may be amended, the same being located in Salisbury, Rowan 

County, North Carolina on property owned by County as more particularly described on Exhibit 

A (the “Property”). 

As a charitable contribution to the County and on behalf of the County, Donor has agreed 

to complete the Project, and pay all costs associated with the Project EXCEPT as the parties may 

agree that County will contribute per Exhibit B attached hereto..  
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As part of such plan, Donor and its agents, architects, engineers and contractors shall be 

granted access to the Property for site improvements, engineering and completion of the Project, 

subject to the terms and conditions contained herein below. 

The County desires to designate the Donor as its agent to carry out the Project and the 

Donor is willing to accept such an appointment pursuant to the terms of this Agreement. 

Donor shall at all times be the Financially Responsible Party for all costs and expenses 

related to the Project, including Architectural and Engineering fees and Construction Costs for 

the initial Project Estimate and for any additional fees or costs in excess of the initial Project 

Estimate.  The General Contractor shall have no right or remedy against the County for any 

unpaid costs associated with the Project. 

The undersigned General Contractor, joins herein as a third party obligor to the County, 

and to exhibit its understanding as to Financial Responsibility for Project Expenses and 

limitations of statutory lien rights by operation of North Carolina General Statutes. 

NOW, THEREFORE, for and in consideration of the mutual promises herein contained 

and for other valuable consideration, the parties agree as follows: 

1. Definitions.  Capitalized terms used in this Agreement and not otherwise defined 

shall have the meanings assigned as used in the ordinary course of dealing with Construction 

Agreements.  In addition, “Donor Representative” means the Donor, or any other person or 

persons at the time designated, by a written certificate furnished to the County and signed by the 

Donor, to act on the Donor’s behalf for the purpose of performing any act (or any specified act) 

under this Agreement. 

2. Appointment/Acceptance.  The County appoints the Donor as its agent to carry 

out all phases of the Project.  The Donor, as the County’s agent, assumes all the County’s rights, 

duties and responsibilities regarding such matters, except as limited herein.  The Donor shall 

appoint further agent(s) to assume such rights or carry out such duties and responsibilities as 

provided above and only with the prior written consent of the County. 

3. Contracts.  Subject to the provisions of this Agreement, the Donor, with the 

County’s approval, may enter into any purchase order or contract with respect to the Project in 

the Donor’s name.   

The Donor shall require that contractors provide insurance coverages and contract 

assignments that comply with the requirements of this Agreement.  Included in this obligation is 

the obligation to require that the County be listed as loss payees or additional insureds, as 

applicable. 
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4. Rights and Responsibilities for Project.  The Donor, as the County’s agent, 

shall be responsible for carrying out and maintaining the Project in accordance with the 

requirements of the this Agreement, and the Donor shall have all rights to supervise the Project, 

subject to County’s right to appoint an Owner’s Representative and further subject to the 

County’s right of entry and inspection provided herein below. 

The Donor shall be required to monitor the maintenance of contractors’ insurance 

coverages described in this Agreement. 

The Donor covenants and represents to the County that the Donor will obtain all permits, 

consents, approvals or authorizations of all governmental entities and regulatory bodies required 

as a condition to the Donor’s construction of the Building.  The Donor further covenants and 

warrants that prior to the use of the Project purposes, the Donor will obtain, and will thereafter 

maintain until a Certificate of Occupancy or Completion is issued for the Project, all further 

permits, consents, approval or authorizations of all governmental entities and regulatory bodies 

necessary to construct the Building. The County covenants and warrants that upon or prior to the 

use of the Building for Project purposes, the County will obtain, and will thereafter maintain, all 

further permits, consents, approval or authorizations of all governmental entities and regulatory 

bodies necessary to operate the Building for purposes of sheltering, feeding, caring and adopting 

out felines in the custody of the County.  

The County and its Owner’s Representative(s) and agents shall have the right to enter 

upon the Site and inspect the Building from time to time during construction and after the 

completion of construction, and the Donor shall cause any vendor, contractor or sub-contractor 

to cooperate with the County and its representatives and agents during such inspections.  No 

right of inspection or approval granted in this Section shall be deemed to impose upon the 

County any duty or obligation whatsoever to undertake any inspection or to make any approval.  

Notwithstanding the foregoing, in the event the County becomes aware of any problem related to 

the design, permitting, building code violation or other issue that adversely affects the Project, 

the County shall make the Donor and the General Contractor aware of such problem as soon as 

possible but within not less than 1 business day of the identification of such problem.  Further, in 

the event the County becomes aware of any construction accident on the property that causes 

physical harm to a person, the County shall immediately notify the General Contractor.  

 

5. County’s Right to Enforce Contracts/Warranties and Assignment.  For so 

long as the Donor is not in default of any of the provisions of this Agreement, the County shall 

have the right to enforce in its own name or in the Donor’s name such purchase orders or 

contracts at law or in equity entered in the Donor’s name or the County’s name for the Project.  

Whether by way of Default by Donor or Substantial Completion of the Project Contract, the 

Donor shall assign to County any and all right, title and interest to any and all contracts relating 

to the Project, including but not limited to any architect agreement(s) and plans, any and all 

engineering agreements and plans, any and all construction agreements, and any and all plans, 

specifications and other drawings or documents prepared or to be prepared for the Project.  The 

Donor agrees to reimburse to the County any and all costs, expenses, and damages incurred by 

the County in the assumption of the rights and responsibilities of the Donor due to such event of 
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default without cure, and to indemnify and hold the County harmless for any and all claims for 

damages by others related to such event of default without cure.   

6. Financial Responsibility, Letter of Credit, And Disbursements for Project 

Expenses.  The Donor shall at all times remain the primary Financially Responsible Party to all 

architects, engineers and contractors providing work or services for the Project for the total of all 

Project Expenses.  In order to ensure payment of Project Expenses, and to provide the County 

with an appropriate guaranty of such payments, the Donor shall procure appropriate Performance 

and Payment Bonds in the amount of the Project Expense.  All Bonds shall be provided to the 

County prior to commencement of the Project in a form acceptable to the County. 

The Donor shall provide to County copies of all payment requests from and all payments 

to third parties, whether for architectural or engineering services or construction costs.  The 

Donor shall prepare such requisitions in the first instance and forward the same to the County for 

review and approval prior to payment, all in accordance with this Agreement.  The County shall 

have the right to obtain such additional evidence as it deems appropriate to determine the 

accuracy of the representations set forth in the form of requisition and the propriety of payment.  

The Donor shall provide the County with such information in the Donor’s possession as the 

County may request. The County shall approve or deny such requests within 4 business days 

from the date of submission of such request to the County. Further, the County shall not 

unreasonably deny such approval of payment and shall provide a thorough explanation to Donor 

of any denial of such request within such 4 business day period. County and Donor agree that 

they may agree to an inspection or draw schedule for such payments that will meet the 

requirements of the review and approvals anticipated by this paragraph. 

7. Application of Casualty Insurance Proceeds.  Notwithstanding any provision of 

this Agreement, the County shall retain the power as may be appropriate as co-insured or 

additional insured to control and direct the application and distribution of proceeds of liability, 

builder’s risk or casualty insurance applicable to the Building and the Project. 

8. Consideration.  The County and the Donor are undertaking their mutual 

obligations hereunder in partial consideration for, and in partial fulfillment of, their agreement to 

carry out the Project. The County accepts the Donor’s payment of the costs and expenses of the 

Project as a charitable contribution to the County as the Donor is paying such costs and expenses 

on behalf of the County. Further, Donor and County acknowledge that Donor is receiving no 

goods or services in exchange for Donor paying such costs and expenses. 

9. Property Affected.  The Building is located on the property described in and 

shown as that certain 5.785 acre tract on that certain plat which is recorded at Book of Maps 

9995, Page 7812, Rowan County Registry. 

10. Donor's Continuing Obligations.  Donor shall remain liable for full performance 

of all its covenants under this Agreement, including payment of all Required Payments, 

notwithstanding the occurrence of any event or circumstances whatsoever, including any breach of 

this Agreement by Donor. 
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11. Indemnification.  To the extent permitted by law, Donor shall indemnify, protect 

and save the County harmless from all liability, obligations, losses, claims, damages, actions, suits, 

proceedings, costs and expenses, including attorneys' fees, arising out of, connected with, or 

resulting directly or indirectly from the construction of the Project and/or the transactions 

contemplated by this Agreement, including without limitation the possession, condition, or 

construction of the Project. The indemnification arising under this Section shall terminate upon the 

issuance of a certificate of occupancy or completion for the Project, and all Donor’s obligations 

under this Agreement shall be deemed then satisfied. 

 

12. Acquisition of Permits and Approvals.  All permits, consents, approvals or 

authorizations of all governmental entities and regulatory bodies, and all filings and notices required 

on the County's part to have been obtained or completed as of today in connection with the 

authorization, execution and delivery of this Agreement, the consummation of the transactions 

contemplated hereby and the acquisition and construction of the Facilities will have been obtained 

before commencement of the Project and will remain in full force and effect through completion of 

the Project, and there is no reason why any future required permits, consents, approvals, 

authorizations or orders cannot be obtained as needed. 

 

13. Construction; Changes.  Donor shall cause the construction to be carried on 

continuously in accordance with the Plans and Specifications and all applicable State and local laws 

and regulations.  Donor shall cause the Project to be constructed and upon completion to be fit and 

habitable for the intended use contemplated hereby.   

   The Donor may approve changes to the Plans and Specifications and the 

Construction Agreements in the Donor’s discretion except that the Donor may not, without County's 

consent (which consent shall not be unreasonably withheld by the County), approve any changes 

which (i) result in the Project’s use for purposes substantially different from those initially proposed 

or (ii) which increase total estimated Project Costs beyond amounts previously identified and 

designated for such purpose. The County’s requested consent under this paragraph shall be given or 

denied within 10 calendar days from the date such consent is requested in writing by the Donor. 

 

14. Construction within Funds Available.  Donor represents that, based upon its 

examination of the Site and of the Plans and Specifications, estimated construction and equipment 

costs provided by licensed architects and engineers and the Project’s anticipated configuration, the 

Project can be constructed, acquired and equipped for a total price within the total amount of funds 

to be available therefore as the Project Expense, estimated currently to be $85,000.00.  If the total 

amount available for such purposes of the Project Expense shall be insufficient to pay the entire cost 

of constructing the Building, Donor hereby guarantees such amounts and promises to pay any such 

excess costs, with no liability to the County.  

 

15. Contractors' Performance and Payment/Lien Waivers.  Donor shall require each 

contractor entering into a Construction Agreement to furnish a separate labor and material lien 

waiver, with full understanding that North Carolina law prohibits the filing of such against “public 

property”.  A form of such waiver which is acceptable to the County shall be provided by the 

County to the General Contractor upon or before the County’s execution of this Agreement. 
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 Upon any material default by a contractor under any Construction Agreement, or upon any 

material breach of warranty with respect to any materials, workmanship or performance, Donor and 

the County shall promptly proceed, either separately or in conjunction with others, to pursue 

diligently its remedies against such contractor.   

 

16. Contractors' General Public Liability and Property Damage Insurance.  Donor 

shall require each contractor, or the General Contractor entering into a Construction Agreement to 

procure and maintain standard form (a) comprehensive general public liability and property damage 

insurance, at such contractor's own cost and expense, during the duration of such contractor's 

construction contract, in the amount of at least $1,000,000.  Such policies shall include the County 

as an additional named insured.  Donor shall provide to the County a certificate of insurance in a 

form acceptable to the County with respect to the General Contractor and such coverage required 

herein prior to commencement of the Project.  Such insurance shall provide protection from all 

claims for bodily injury, including death, property damage and contractual liability, 

products/completed operations, broad form property damage and XCU (explosive, collapse and 

underground damage), where applicable, and shall require at least thirty days (30) notice to the 

County prior to termination of such coverage. 

 

17. Contractors' Builder's Risk Completed Value Insurance.  Donor shall require 

each contractor, or the General Contractor entering into a Construction Agreement to purchase and 

maintain property insurance (builder's risk) upon all construction, acquisition, installation and 

equipping of the Project (excluding contractor's tools and equipment) at the site thereof at the full 

insurable value thereof.  This insurance shall name the County as Additional Insured, and shall 

insure against "all risk" subject to standard policy conditions and exclusions.  The contractor shall 

purchase and maintain similar property insurance for portions of the work stored off the Site or in 

transit when such portions of the work are to be included in an application for payment.  The 

contractor shall be responsible for the payment of any deductible amounts associated with this 

insurance. 

 

18. Contractors' Workers' Compensation Insurance.  To the extent applicable to 

General Contractor, Donor shall require each contractor, or the General Contractor entering into a 

Construction Agreement to procure and maintain workers' compensation insurance during the term 

of such Construction Agreement, covering his or her employees working thereunder.  A certificate 

of insurance evidencing such coverage, in form acceptable to the County, shall be provided to the 

County with respect to each contractor entering into a Construction Agreement.  Each Construction 

Agreement shall also provide that each subcontractor of any contractor who is a party to such 

Construction Agreement shall be required to furnish similar workers' compensation insurance. The 

County shall provide to the General Contractor the name in which such certificates are to be issued 

and the mailing address, facsimile number or e-mail address where such certificate is to be 

submitted. 

 

  

19. Right of Entry and Inspection.  The County and its representatives and agents 

shall have the right to enter upon the Project Site and inspect the Project from time to time during 

construction and after the completion of construction, and the County shall cause any vendor, 
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contractor or sub-contractor to cooperate with the County and its representatives and agents during 

such inspections. 

 

 The purpose of this section is to provide the County an opportunity to identify or correct, or 

demand correction of any defects in the Project.  The County shall promptly notify Donor and 

Donor’s contractor, consistent with Paragraph 4 above, of any defect or deviation from the approved 

plans and specifications, and Donor shall promptly require Donor’s contractors to remedy such 

defect or deviation.  

 

20. Title and Gift by Donor.  Title to the Site and the Building and any and all 

additions, repairs, replacements or modifications thereto shall at all times be in the County.  At the 

termination of this Agreement, any and all improvements contemplated herein shall be deemed a 

gift by Donor to the County (for which donor shall receive no consideration, goods or services of 

any kind or type), and all improvements constructed shall vest in the County.  Upon Donor's 

payment in full of all Required Payments (on behalf of and as a gift to the County), to be evidenced 

by Donor and Donor’s contractors, architects and/or engineers providing proof of final payment in 

full of all amounts owed contractor, architects and/or engineers, the County shall cancel this 

Agreement; provided, however, that certain Assignment of Contracts and Warranties shall survive 

termination of this Agreement. 

 

21. Damage and Destruction; Use of Net Proceeds.  (a) Donor shall promptly notify 

the County if (i) the Building or Project or any portion thereof is destroyed or damaged by fire or 

other casualty, or (ii) a material defect in the construction of the Building shall become apparent.  

Each notice shall describe generally the nature and extent of such damage, destruction or taking. 

 

 (b) If the Net Proceeds arising from any single event, or any single substantially related 

sequence of events, is not more than $50,000, the Donor shall retain such Net Proceeds and apply 

the same to the prompt completion, repair or restoration of the Building, and shall promptly 

thereafter report to the County regarding the use of such Net Proceeds. 

 

 (c) If the Net Proceeds arising from any single event, or any single substantially related 

sequence of events, is more than $50,000, then the Donor shall cause such Net Proceeds to be paid 

to an escrow agent (which shall be a bank, trust company or similar entity exercising fiduciary 

responsibilities) for deposit in a special escrow fund to be held by such escrow agent.  The County 

shall thereafter provide for the application of all Net Proceeds to the prompt completion, repair or 

restoration of the Building, as the case may be.  The escrow agent shall disburse Net Proceeds for 

the payment of such costs upon receipt and approval of requisitions.  If the Net Proceeds shall be 

insufficient to pay in full the cost of completion, repair or restoration, the Donor shall complete the 

work and pay any cost in excess of the Net Proceeds. 

 

 (d) Any repair, restoration, modification, improvement or replacement paid for 

in whole or in part out of Net Proceeds shall be the County's property and shall be part of the 

Building. 
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22. Events of Default.  An "Event of Default" is any of the following: 

 

 (a)   The Donor’s failure to make any payment when due to contractor, architect or 

engineer. 

 

 

 (b)   The Donor's breaching or failing to perform or observe any term, condition or 

covenant of this Agreement on its part to be observed or performed, including payment of any 

Additional Payment in the event Project Expenses exceed the initial Project Estimate, for a period of 

15 days after written notice specifying such failure and requesting that it be remedied shall have 

been given to the Donor by the County, unless the County shall agree in writing to an extension of 

such time prior to its expiration. 

 

 (c)   The institution of proceedings under any bankruptcy, insolvency, reorganization or 

similar law by or against the Donor as a debtor, and the failure of such proceedings or appointments 

to be vacated or fully stayed within 30 days after the institution or occurrence thereof. 

 

 (d)   Any warranty, representation or statement made by the Donor in this Agreement is 

found to be incorrect or misleading in any material respect 

 

 (e)   Any lien, charge or encumbrance prior to or affecting the validity of this Agreement 

is found to exist, or proceedings are instituted against the County to enforce any lien, charge or 

encumbrance against the Project. 

  

 (f)   A County determination that the Project contains a material defect in its condition 

that would substantially impair the County’s intended use of the Building as contemplated herein, 

and such material defect remains uncured for more than thirty days (30) after notice to Donor and 

Donor’s contractor, architect and engineer. 

 

23. Remedies on Default.  Upon the continuation of any Event of Default after the 

appropriate curative period, the County may, without any further demand or notice, exercise any 

one or more of the following remedies: 

 

 (a) Declare the unpaid principal of the Project Expense immediately due and payable; 

 

 (b) Proceed by appropriate court action to enforce the Donor’s performance of the 

applicable covenants of this Agreement or to recover for the breach thereof; and 

 

 (c) As provided in (a) above, demand Bank issuer of the Letter of Credit pay over any 

balance remaining in the Project Expense to be applied against outstanding Required Payments in 

any manner the County may reasonably deem appropriate. 
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 IN WITNESS WHEREOF, the parties hereto have caused this Agency Agreement to 

be executed in their corporate names by their duly authorized officers, all as of the date first 

above written. 

[SEAL] ROWAN COUNTY, NORTH CAROLINA 

ATTEST: 

 

 

 

  By:   

Clerk Board of Commissioners   Chairman, Board of Commissioners 

    

 

DONOR: SHELTER GUARDIANS, INC. 

 

 

By: _________________________________________ 

         Its: President/Manager 

 

GENERAL CONTRACTOR: CS BRADSHAW CONSTRUCTION COMPANY, INC. 

BY: 

 

 

_____________________________________________ 

Its: ____ President/Manager 

   

 

This instrument has been preaudited in the manner 

required by The Local Government Budget and Fiscal 

Control Act. 

 

  

Name: ___________________________ 

Finance Director 

Rowan County, North Carolina 

 

 

[Construction Agreement dated as of ____________________] 
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STATE OF NORTH CAROLINA 

ROWAN COUNTY 
 

I, ____________________________________, a Notary Public of Said State and 

County, do hereby certify that Greg Edds and Carolyn Barger personally came before me this 

day and acknowledged that they are the Chairman and Clerk, respectively, of the Board of 

County Commissioners of Rowan County, North Carolina, and that by authority duly given and 

as the act of Rowan County, North Carolina, the foregoing instrument was signed in the 

County’s name by the Chairman of its Board of Commissioners, sealed with its corporate seal 

and attested by such Clerk. 

Witness my hand and official seal this _____ day of _________________, 2019. 

 

  

Notary Public 

My Commission expires: _______________________ 

 

 

 

STATE OF NORTH CAROLINA 

ROWAN COUNTY 

 

  I, _________________________________, a Notary Public of the County 

and State aforesaid, certify that                    ________, either being personally known to me or 

proven by satisfactory evidence, personally appeared before me this day and acknowledged that 

(s)he is                                 [title of officer] of Shelter Guardians, Inc. a North Carolina non-

profit corporation, and that (s)he, as                        , [title of officer] being authorized to do so, 

voluntarily executed the foregoing on behalf of the corporation for the purposes stated therein. 

 

  WITNESS my hand and notarial seal or stamp this        day of                          , 2019. 

 

  

 Notary Public 

My Commission Expires: 
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STATE OF NORTH CAROLINA 

ROWAN COUNTY 

 

I, _________________________________, a Notary Public of _________________ 

County and the State of North Carolina, certify that                     ____________ [Name of 

officer], either being personally known to me or proven by satisfactory evidence, personally 

appeared before me this day and acknowledged that (s)he is                                 [title of officer] 

of CS Bradshaw Construction Company, Inc., a North Carolina corporation, and that (s)he, as                        

President being authorized to do so, voluntarily executed the foregoing on behalf of the company 

for the purposes stated therein. 

Witness my hand and official seal this _________ day of _______________, 2019. 

 

  

Notary Public 

My Commission expires: _______________________ 



 

 

EXHIBIT A 

 

Project Description 

 

 

One new building consisting of approximately ______ square feet, together with 

individual canine kennels and associated intake and office space.. 
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EXHIBIT B 

 

COUNTY CONTRIBUTED WORK FOR PROJECT  



















ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Finance Department
DATE: October 29, 2019
SUBJECT: Budget Amendments

Please see attached budget amendments.

Please approve attached budget amendments.

ATTACHMENTS:
Description Upload Date Type
Budget Amendments 10/29/2019 Budget Amendment









































ROWAN COUNTY
A COUNTY COMMITTED TO EXCELLENCE

130 West Innes Street - Salisbury, NC 28144
TELEPHONE: 704-216-8180 * FAX: 704-216-8195

MEMO TO COMMISSIONERS:

FROM: Carolyn Barger, Clerk to the Board
DATE: October 28, 2019
SUBJECT: Consider Approval of Board Appointments

ATTACHMENTS:
Description Upload Date Type
November Board Appointments 10/30/2019 Cover Memo
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