
Article V.  Recruitment and Employment

Section 1.  Statement of Equal Employment Opportunity Policy

It is the policy of the Town to foster, maintain, and promote equal employment opportunity.  The Town shall select employees on the basis of the applicants qualifications and without regard to age, sex, race, color, creed, religion or national origin or disability.  The Town of Nags Head will make reasonable accommodations to the known physical or mental impairments of otherwise qualified individuals, unless the result would create an undue hardship on the Town.

Section 2.  Implementation of EEO Policy

All personnel responsible for recruitment and employment shall continue to review regularly the implementation of this personnel policy and relevant practices to assure that equal employment opportunity based on reasonable performance-related job requirements is being actively observed to the end that no employee or applicant for employment shall suffer discrimination because of age, sex, race, color, creed, religion, national origin, or disability.  Notices with regard to equal employment matters shall be posted in conspicuous places on Town premises in places where notices are customarily posted.

Section 3.  Recruitment

Each department head shall be responsible for assisting the Town Manager in recruiting employees for vacancies in their respective departments. All opportunities for employment shall be posted, including applicable salary ranges and employment qualifications.  Notice of vacancies shall be posted at designated conspicuous sites within Town buildings.  Individuals shall be recruited from a geographic area as wide as is necessary to insure that well qualified applicants are obtained for Town service. The Town shall make every effort to ensure that communications with applicants with disabilities are as effective as communications with other applicants.

Section 4.  Job Announcements

Employment announcements shall contain assurances of equal employment opportunity and shall comply with federal and state statutes regarding discrimination in employment matters.

Section 5.  Applications for Employment

All persons expressing interest in employment with the Town shall be given the opportunity to file an application for employment when a position is vacant or when the Town is attempting to fill such positions. 

Section 6.  Applicant Tracking
The Personnel Department shall be responsible for maintenance of permanent records of all position vacancy announcements, including posting and closing dates, all optional referral sources used in the recruitment process, and the pool of applicants considered for each vacancy.

The applicant pool data for each position shall include an alphabetized listing of all applicants, Social Security numbers, and test scores, when applicable, for each position vacancy announcement.  In addition, EEO-4 forms, providing data on race and sex of applicants, shall be maintained by the Personnel Department.

Section 7.  Qualification Standards

(A)
Applicants shall meet the employment standards established by the position classification plan and such other reasonable, job-related minimum standards of character, aptitude, knowledge, skills, abilities, and physical condition as may be established by the Town Manager with the advice and recommendation(s) of department heads.


The Town may condition an offer of employment on the result of a medical examination required post-offer and before the applicant begins employment duties if all entering employees in the same job category are subjected to the same such examination.  However, if the applicant's medical examination reveals a disability, the Town may not refuse to hire the applicant if the disability can be reasonably accommodated.

(B)
The Town's policy includes the provision for insuring that qualifications for both entry level and promotional level jobs shall be reviewed periodically to assure that requirements are fair, will be fairly administered and conform to the actual job performance requirements.

(C)
In keeping with both these provisions, the Town may employ an applicant in a trainee capacity who does not meet all minimum qualifications for a particular job if the deficiencies can be eliminated through orientation and on-the-job training.

Section 8.  Testing

(A)
Tests administered by the Town or by the North Carolina Employment Security Commission for the Town will conform to applicable legal requirements.

(B)
All tests given to applicants shall be administered and evaluated by qualified employees, or by Employment Security Commission personnel who are fully acquainted with the Town's policy on equal employment opportunity.

(C)
Upon becoming aware of the need of accommodation, disabled applicant(s) shall inform the Town's ADA coordinator (Deputy Manager) before testing begins.  The Town shall ensure that the testing site is accessible to and reasonably accommodates those disabled applicants who notify the ADA coordinator.

Section 9.  Appointments

It is the policy of the Town to employ according to merit and fitness. To that end, the Town shall use all available means to attract qualified candidates for employment and make such investigations and have conducted such examinations as deemed appropriate to assess fairly the aptitude, education and experience, knowledge and skills, character, physical fitness, and other qualifications required for positions in the service of the Town.  These examinations may consist of medical, skills based, job knowledge and/or physical strength and agility tests.  All selection criteria/devices administered by the Town or by persons or agencies for the Town shall be valid measures of bona fide occupational qualifications.  

It is the Town's policy to create career opportunities for its employees when possible.  Therefore, when a current employee applying for a vacant position possesses the best qualifications of all applicants, that applicant shall be considered for that position.  However, if other applicants possess comparable qualifications the Town must carefully consider the qualifications of other applicants in filling this position.

When positions are to be filled, department heads shall notify the Town Manager concerning the number and classifications of positions which are to be filled. The Town shall publicize opportunities as outlined in this policy.  If selections cannot be made from current employees wishing to be considered for the vacant position(s), or available lists of qualified applicants and/or applicants responding to media advertisements, the Town Manager shall assist department heads with recruitment of qualified applicants.

Each department head shall be responsible for recommending for hire such employees as are authorized by the budget for their department.  Before any commitment is made to an applicant or employee, the department head shall submit a completed application form to the Town Manager with a written recommendation as to the position to be filled, the salary to be paid, a description of the selection process, and the reasons for selecting the particular applicant over others.  After a thorough review, the Town Manager shall act on the recommendation of the department head.

Section 10.  Limitation of Employment of Relatives

(A)
The members of an immediate family shall not be employed in the same administrative department at the same time.  Neither shall two (2) members of an immediate family be employed at the same time if such employment would result in an employee directly or indirectly supervising a member of the immediate family.

(B)
This policy shall not be retroactive, and no action will be taken concerning those members of the same family employed in conflict with (a) above prior to the adoption of this policy.

(C)
Immediate family is defined for the purpose of this section as spouse, mother, father, guardian, children, sister, brother, grandparents, grandchildren plus the various combinations of half, step, in-law and adopted relationships that can be derived from those named, or a significant other living as a part of the same household.

Section 11.  Probationary Period of Employment

An employee appointed to a regular position shall serve a probationary period of not less than   twelve (12) months.  This time period is to be considered a continuation of the selection process.  It is a time when the employee determines if this is the career that they want and the employer determines if the employee is right for the position. 

An employee serving a probationary period following initial appointment may be dismissed at any time during the probationary period.  A promotional probationary employee may be demoted if unable to perform the assigned duties of the new position satisfactorily.  

Probationary employee(s) will have no vested rights to any benefits except group hospitalization which shall be subject to the terms of the policy. All probationary employees may accumulate vacation and sick leave but shall not be permitted to take vacation or sick leave during the first six (6) months of the probationary period unless the denial of such leave will create an unusual hardship.  Vacation leave or sick leave may be taken during this period only with prior approval of the Town Manager. 

In unusual cases, for specific reasons approved by the Town Manager, the probationary period may be extended for a maximum of an additional six (6) months.  In such cases, the employee must be notified of the purpose of the extension, the conditions and performance expectations, and the length of time of the extension.

Before the completion of the probationary period, the department head shall indicate in writing to the Town Manager:


(1)
That he has discussed the new employee's progress, accomplishments, strengths, failures, and weaknesses with the new employee, and


(2)
whether the new employee is performing satisfactory work,


(3)
whether the employee should have the probation extended,


(4)
whether the employee should be retained in the present position, transferred, demoted or discharged.

The Town Manager shall be bound by these same requirements in evaluating department heads.

Section 12.  Promotion

(A)
Candidates for promotion shall be chosen on the basis of existing or anticipated job openings, on their qualifications and on their work records.  Performance appraisals and work records of all personnel shall be carefully examined when openings for positions in higher classifications occur.

(B)
Vacancies in positions shall be filled as far as practicable by the promotion of employees in the service of the Town, subject to the limitations of Article V, Section 9.

(C)
When a vacancy occurs, the supervisor in whose department the vacancy occurs shall review all applications referred by personnel, including those from current Town employees wishing to be promoted into the position.  If a current Town employee is chosen for promotion, the supervisor shall forward the employee's name to the Town Manager with recommendations for classification and salary and the reasons for selecting the employee over other applicants.  After receiving the supervisor’s comments, the Town Manager shall make an appointment if appropriate and determine the starting salary.

Section 13.  Demotion

Any employee whose work in his or her present position is unsatisfactory or whose personal conduct is unsatisfactory may be demoted provided the employee shows promise of becoming a satisfactory employee in another position.  Such a demotion shall be preceded by the warning procedures outlined in Article VIII, Section 2(a) or 2(b) of this policy, whichever is applicable.

Representative causes for demotion because of failure in performance of duties and failure in personal conduct are listed in Article VIII, Sections 2(a) and 2(b) of this policy.

If the demotion is for failure in performance of duties or failure in personal conduct, the employee shall be provided with written notice citing the recommended effective date and reasons for demotion and appeal rights available to the employee.  

An employee who wishes to accept a position with less complex duties and responsibility may be demoted for reasons other than failure in performance of duties or failure in personal conduct.

Section 14.  Transfer

If a vacancy occurs and an employee in another department is eligible for a transfer, the employee should make the request in writing to the receiving department head (or in the case of department heads, to the Manager).  If selected, the department head wishing to hire the employee shall request the transfer, subject to the approval of the Town Manager.

An employee who has successfully completed a probationary period may be transferred to the same or similar class in a different department without serving another probationary period.
Section 15.  Reinstatement

An employee who has been separated because of a reduction in force or who resigned while in good standing may be reinstated within one year of the date of separation and credited with all previously accrued benefits that have not been paid to them. An employee who has been suspended for cause may be reinstated at the end of the suspension period at the same or a lower pay grade occupied by them at the time of the suspension.
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