Article IV.  The Pay Plan

Section 1.  Adoption

The schedule of salary ranges and class titles, as periodically adjusted by the Board of Commissioners is hereby adopted as the pay plan for the Town.  The Pay Plan shall include all regular classes of positions included in the Classification Plan.

Section 2.  Maintenance of the Pay Plan

The Town Manager shall be responsible for the administration and maintenance of the pay plan.  The pay plan is intended to provide equitable compensation for all positions, reflecting differences in duties and responsibilities, the comparable rates of pay for positions in private and public employment in the area, changes in the cost of living, the financial conditions of the Town, and other factors.  To this end, the Town Manager shall, from time to time, make comparative studies of all factors affecting the levels of salary ranges, including internal relationships between classes to reduce or eliminate any inequities, and shall recommend to the Board of Commissioners such changes in salary ranges as appear to be warranted.

Section 3.  Transition to Pay Plan

The following principles shall govern the transition to a new pay plan:

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

2.
All employees being paid at a rate lower than the minimum rate established for their respective classes shall have their salaries raised to the new minimum for their classes.  

3.
All employees being paid at a rate below the maximum rate established for their respective classes shall be paid at a rate listed in the salary schedule.  All employees not at a listed rate in the salary schedule shall have their salaries raised to a listed rate within the grade for their class of position closest to their current rate.

4.
All employees being paid at a rate above the maximum rate established for their respective classes shall remain at their present salaries as long as the maximum rate is below the employees' present salaries (see also Section 8-b of this Article). 

Section 4.  Use of Salary Ranges

Salary ranges are intended to furnish administrative flexibility in recognizing individual performance among employees holding positions in the same class by rewarding employees for meritorious service.  The following general provisions will govern the granting of increases within the pay range:


(a)
The minimum rate established for the class is the normal hiring rate, except in those cases where unusual circumstances appear to warrant appointment at a higher rate.  Appointment above the minimum step may be made with the approval of the Town Manager when deemed necessary and in the best interest of the Town.  Above-the-minimum appointments will be based on such factors as the qualifications of the applicant being higher than the desirable education and experience for the class, a shortage of qualified applicants available at the minimum step, the refusal of qualified applicants to accept employment at the minimum step, or other similar factors.


(b)
All steps above the minimum step are reserved to reward employees for meritorious service.  Each year, the Town Manager may require department heads to consider the eligibility of employees to receive salary increases based on merit and to recommend such advancement or retention at the same rate. Department heads shall consider all factors affecting employee performance and shall submit their recommendations in writing, giving the reasons whether to advance or retain the employee at the same rate.  All such advancements and retentions must be approved by the Town Manager.

Section 5.  Payment at a Listed Rate

All employees covered by the salary plan shall be paid at a listed rate within the salary range established for their respective job classes except for employees in a trainee status, or employees whose present salaries are above the established maximum rate following transition to a new pay plan (see also Section 9 of this Article).

Section 6.  Salary of Trainee

An applicant hired or an employee promoted to a position in a higher class, who does not meet all the established requirements of the position, may be appointed at a rate in the pay plan below the minimum established for the position.  In such cases, a plan for training, including a time schedule, will be prepared.

Trainee salaries may be no more than two steps below the minimum salary established for the position for which the person is being trained.  An employee will remain on the trainee step until the department head determines that the trainee is qualified to assume the full responsibilities of the position.  The department head shall review the progress of each employee in a trainee status within three (3) months, or more frequently as necessary, to determine when the trainee is qualified to assume the full responsibilities of the position.  Provided, however, that a trainee shall not be in such status for longer than one (1) year.
Section 7.  Pay Rates in Promotion, Demotions, Transfer, and Reclassification

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


(a)
Promotion:  An employee who is promoted shall receive at least the higher of a one-step pay increase in base salary or an increase to the minimum step of the new pay range.


(b)
Demotion:  An employee who is demoted shall have the salary remain the same if the demotion is voluntary, provided that the salary does not exceed the maximum for the class.  If the demotion is for cause, the employee’s salary will be reduced to any step in the lower salary range as long as the reduced salary does not fall below the minimum salary rate of that range.


(c)
Transfer:  An employee transferring from a position in one class to a position in another class assigned the same pay range shall continue to receive the same salary.

(d)
Reclassification:  An employee whose position is reclassified to a class having a higher salary range shall be assigned to the lowest step in the new range which provides no decrease in salary. If the position is reclassified to a lower pay range, the affected employee will maintain the same salary until such time as the new classification's pay range is increased above the employee's current salary.

Section 8  Pay Rates in Salary Range Revisions

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


(a)
When a class of positions is assigned to a higher pay range, employees in that class shall receive the same salary or be assigned to the minimum of that range, whichever is higher.  


(b)
When a class of positions is assigned to a lower pay range, the salaries of employees in that class will remain unchanged.  If this assignment to a lower pay range results in an employee being paid at a rate above the maximum step established for the new class, the salary of the employee shall be maintained at that level until such time as the classification's pay range is increased above the employee's current salary or the employee is promoted into a classification with a pay range maximum above their salary rate.
Section 9.  Pay for Temporary and Part-Time Work

The pay plan established by this policy is for full-time employees.  An employee appointed on a temporary basis will be paid a pro-rated amount determined by converting the established salary to an hourly rate.  The pay rate for part-time work will be established by the Board of Commissioners.

Section 10.  Overtime

To the extent that local government jurisdictions are so required, the Town will comply with the Fair Labor Standards Act (FLSA).

The Town Manager, following FLSA regulations, shall determine which jobs are non-exempt, as specified in the Position Classification Plan, and are therefore subject to the Act in areas such as hours of work and work periods, rates of overtime compensation, and other provisions.  Hours worked beyond the FLSA established limit will be compensated in the appropriate manner outlined below.  In determining eligibility for overtime in a work period, only hours actually worked shall be considered.

Overtime work must be of an unusual, unscheduled, or emergency nature and be directed or authorized by the department head or authorized representative of the department head, in writing, in advance.

Whenever practicable, departments will schedule time off on an hour-for-hour basis within the applicable work week/period for non-exempt employees, instead of paying overtime.  When time off within the work week/period cannot be granted, overtime worked will be paid at a time-and-one-half rate or taken as compensatory time at a time-and-one-half rate, in accordance with FLSA regulations.  

Nonexempt employees who work in public safety activities, emergency response activities, or seasonal activities may accrue not more than 480 hours of compensatory time for overtime hours worked after April 15, 1986.  All other nonexempt employees may accrue not more than 240 hours of compensatory time for overtime hours worked after April 15, 1986.  Upon accrual of the maximum hours allowed as stated above, any approved overtime earned must be paid.

Employees wishing to use accrued compensatory time must make a written request to their immediate supervisor.  Use of such time will be allowed within a reasonable period following the request as long as the use does not unduly disrupt the operations of the Town.  The Town reserves the right to schedule use of compensatory time.

Employees in positions determined to be exempt from FLSA (as Executive, Administrative, or Professional staff) will not receive pay for hours worked in excess of their normal work periods.  These employees may be granted occasional administrative leave by their department heads or the Town Manager where the convenience of the department allows.

Section 11.  Call-Back Pay

Any Town employee eligible to receive overtime compensation under this policy will be  provided at least two (2) hours work credit for being called back to work outside of normal working hours or the actual hours worked whichever is greater.

Section 12.  Recognition of Employees 

The recognition of service awards for employees has six (6) separate categories of service time.  Recognition of service awards shall be made on the employee's anniversary date in accordance with the following schedule:

5 Years of  Service



Cross ink pen with the Town Seal
10 Years of Service 



$37.50 Gift Card + one (1) day off with Pay

15 Years of Service



$50 Gift Card 
+ one (1) day off with Pay

20 Years of Service



$100 Gift Card + one (1) day off with Pay
25 Years of Service



Tie tack or pendant with the Town Seal







+ one (1) day off with Pay

30 Years of Service



$250 Gift Card + one (1) day off with Pay

The employee would be required to take the one (1) day off with pay during their anniversary year.  The years of service shall be based on the number of full years of regular full-time service completed during the twelve (12) month period prior to the employee's anniversary date of that year.  Awards will only be made to those employees in regular employment on their anniversary date.  Years of service must be continuous, except for extended leave approved by the Town.  

Section 13.  Longevity Pay 
For employees hired prior to July 1, 2008 - The longevity plan has four (4) separate categories of service time.  Longevity will compensate employees for continuous service.  Longevity checks shall be issued on non-payroll Fridays for employees that have an eligibility date in the two weeks prior to the longevity processing date.  Payment will be a percentage of their “base salary” in accordance with the following schedule:

Less than five (5) full years of service
No Payment

Five (5) full years of service but less than ten (10) full years
2%

Ten (10) full years of service but less than fifteen (15) full years
 4%

Fifteen (15) full years of service but less than twenty (20) full years
 6%

Twenty (20) full years of service and over
 7%

Base salary does not include any overtime, bonus payments, expense reimbursements or anything beyond the amount stipulated in the pay schedule for the step and grade assigned the employee at the time of award.

The years of service shall be based on the number of full years of regular full-time service completed during the twelve (12) month period prior to the employee's anniversary date of that year.  Payment will only be made to those employees in regular employment on their anniversary date.  Longevity pay in proportion to the full months of service rendered prior to retirement or on approved extended leave shall be made to those retired or on leave during the twelve (12) months prior to the anniversary date.

Years of service must be continuous, except for leaves of absence approved by the Town.  All longevity pay is made in one lump sum and is taxable and subject to all deductions including retirement.

Employees hired after June 30, 2008 shall be covered under the following longevity pay plan:

The longevity plan has five (5) separate categories of service time.  Longevity will compensate employees for continuous service.  Longevity checks shall be issued on non-payroll Fridays for employees that have an eligibility date in the two weeks prior to the longevity processing date in accordance with the following schedule:
Less than five (5) full years of service
No Payment

Five (5) full years of service but less than ten (10) full years
$500.00

Ten (10) full years of service but less than fifteen (15) full years
 $1,000.00

Fifteen (15) full years of service but less than twenty (20) full years
$1,500.00

Twenty (20) full years of service and over
 $2,000.00

Twenty-Five (25) plus years of service 
$2,500.00

The years of service shall be based on the number of full years of regular full-time service completed during the twelve (12) month period prior to the employee's anniversary date of that year.  Payment will only be made to those employees in regular employment on their anniversary date.  Longevity pay in proportion to the full months of service rendered prior to retirement or on approved extended leave shall be made to those retired or on leave during the twelve (12) months prior to the anniversary date.

Years of service must be continuous, except for leaves of absence approved by the Town.  All longevity pay is made in one lump sum and is taxable and subject to all deductions including retirement.

Section 14.  Payroll Deductions

Only payroll deductions specifically mandated or authorized by federal, state, or Town act may be deducted at each period from each employee's pay.

Section 15.  Pay Periods

Base pay will be distributed in twenty-six payments.  All employees shall be paid on a bi-weekly basis with the pay day being every other Friday (totaling twenty-six payments).  The pay received on Friday will pay the employee for work performed from the Monday proceeding the last pay day through the Sunday proceeding the current pay day.  Effective July 1, 2011, all employees will be required to use direct deposit as the sole method for receiving pay.  The town’s banking institution offers free limited checking accounts for employees that wish to open an account for direct deposit.

Section 16.  Effective Dates of Salary Adjustments

Approved salary adjustments shall become effective at the beginning of the next pay period or at such a later date as may be provided.

Section 17.  Merit Policy

Merit increases, defined as advancements in the salary range, are not automatic but may be awarded for the following reasons: (1) exceptional work achievements, (2) excellence in work performance, or (3) special contribution to productivity.  Each employee may be considered annually for a merit increase after they have successfully completed one full year of service with the town.  Performance evaluations are to be completed during the month of the employees official hire date and forwarded to the Town Manager no less than annually. Increases must be recommended by the department head and approved by the Town Manager.  Even though all eligible employees will be considered for merit increases, only those employees who exceed the standard and/or expected performance will receive a merit increase.  

Section 18.  Employee Incentive Program

The Employee Incentive Program was designed by the Nags Head Board of Commissioners to reward Town employees who develop ways of increasing productivity and cutting costs for the Town without sacrificing existing service levels.  The program provides two types of awards which can be given to eligible employees in Town Government.  First, a $25.00 gift certificate given to the employee who submits the best cost-savings suggestion each month.  Second, a "cash-back" award of 10% of net savings during the first year of adoption provided the Town's savings exceed $1,000.00 per year.

A Reward Committee, consisting of the Town Manager, Deputy Manager/Finance Officer and Deputy Finance Officer will review all suggestions submitted to the Suggestion Box each month.  Once a suggestion is submitted, it is eligible for one year.  A $25.00 gift certificate will be given by the Board of Commissioners each month to the employee who submits the best cost savings suggestion (as determined by the Rewards Committee).  If the Committee feels that no suggestion was submitted which warranted a gift certificate award, the $25.00 certificate will not be given that particular month.

Any suggestion implemented by the Town of Nags Head which results in a net savings of over $1,000.00 will be eligible for an additional award.  An eligible employee, who submits a significant (over $1,000.00) savings suggestion which is implemented by the Town, will receive a "cash-back" award of 10% of the net savings during the first year of adoption.  The "cash-back" award is a one-time reward covering the first year savings only.

Eligibility Requirements:

1.
All full-time, temporary or part-time employees of the Town of Nags Head may submit suggestions.

2.
Employees who have the authority or responsibility to implement the suggested change are not eligible for any award.

3. Suggestions already under consideration by the Board of Commissioners are not eligible for an award.

4. If the same suggestion is submitted by two or more persons separately, the first one received is eligible.  Others are considered duplicates and are not eligible.

Reward Rules:

1.
Suggestions must propose improvements in a specific way to Town government operations.  It must be timely and practical and state how the improvement can be made and should be submitted on the Town's “Cost Savings Suggestion Form”.

2.
Suggestions remain valid for one year only.  Suggestions not implemented may be resubmitted by employees for consideration by the Reward Committee.

3.
Decisions of the Reward Committee are final.

4.
The Board of Commissioners has the exclusive right to set award policy and structure and may change the program at any time.

5.
The use of any suggestions by the Town shall not be the basis of further claims of any kind by the suggester, suggester's heirs or assigns.

6.
“Cash-back” awards are paid after one year.

7.
All awards are subject to federal, state, local taxes and retirement deductions which will be withheld according to government regulations.

8. The Town retains the right to terminate the Employee Incentive Program at any time.

9. The maximum award under this program is $1,000.00.

Section 19.  Investigation Salary Differential

Whenever a police officer is assigned to the investigative section for periods of one month or longer, such police officer's salary will be increased $50 each bi-weekly pay period.  The investigative salary differential will continue until such time as the officer is re-assigned from the investigative section.  The effective rate for pay purposes, to start or stop the differential, will be the beginning of the next pay period following the date of re-assignment.

Section 20.  Clothing Allowance

Police Officers assigned to the Criminal Investigation Unit shall receive a clothing allowance in the amount of $600.00 annually, or at a prorated amount based upon the months served in the Criminal Investigation Unit.  Should the officer be reassigned from the unit or terminate employment, the officer shall reimburse the town at a rate of $50.00 for each month remaining in the current Fiscal Year. 
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