
Article II.  General Provisions

Section 1.  Guiding Principle/Purpose

The purpose of this policy is to establish a personnel system which will recruit, select, develop and maintain an effective and responsible work force.  All appointments and promotions of Town employees exercised by the Town Manager shall be made on the basis of ability, knowledge, skill, and performance.  This policy is established under the authority of Chapter 160A-164 of the General Statues of North Carolina.

Section 2.  Coverage

The provisions of this policy shall be applicable to all regular and probationary employees except as provided below:

1.
The Town Manager, Town Attorney, and elected officials shall be exempt from the provisions of this policy.

2.
Temporary employees will be included only in the following articles and sections of this policy:  Article I; Article III; Article IV, Sections 1-10, 14, 15, and 18; Article V, Section 1-10, Article VI, Section 1-3, 5-11, Article VII, Section 12, Article X, Section 9, Article XI; and Article XII.

3.
Part-time officials appointed by the Board of Commissioners, and employees of advisory or special boards and commissions who work an irregular schedule, shall be exempt from all provisions of this policy except where specifically included.
Section 3.  Definitions

(A)
Adverse Action.  A reprimand, demotion, dismissal, reduction in pay, layoff, suspension, or an undesirable transfer.

(B)
Called Back.  When an employee is called out after his normal work day has ended and physically responds to the call.

(C)
Class of Positions.  A position or group of positions which have the same generic title and class specification (e.g., Firefighter).

(D)
Class Specification.  A statement of general duties, responsibilities, distinguishing features, illustrative examples of work, required knowledge, skills and abilities and training for a class of positions.

(E)
Completed Month. Any month in which an employee works at least half the workdays.

(F)
Completed Year.  A period of twelve (12) months in which the employee is in active pay status or is receiving Workers' Compensation payments while on leave without pay.

(G)
Demotion.   The reassignment of an employee to a position or classification having a lower salary range than the position or the classification from which the reassignment is made.
(H)
Disciplinary probation.  A component of progressive discipline that results from a disciplinary action for failure in performance of duties or personal conduct.  This is a period of specific duration whereby the employee’s work performance and personal conduct is subject to periodic review.  The Employee has access to the appeal/grievance procedure with respect to the conduct or performance that resulted in the disciplinary probation.  During this period of probation, this employee is not subject to the rights of grievance/appeal for any subsequent disciplinary action except for a termination for an offense unrelated to the action that resulted in the disciplinary probation.  Merit review during disciplinary probation will be considered on a case by case basis.

(I)
Full-time Employee.  An employee, either regular or temporary, who is regularly scheduled to work the number of hours per workweek designated by the Board of Commissioners as full-time.

(J)
Grievance.  A claim or complaint based upon an event or condition which affects the circumstance under which an employee works, allegedly caused by misinterpretation, unfair application, or lack of established policy pertaining to employment conditions.

(K)
Immediate Family.  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.  Immediate family for sick leave purposes is defined under the Family and Medical Leave Act. 

(L)
Mediation.  The attempt to bring about a settlement or compromise.

(M)
On-Call Status.  When an employee is required to be available for emergencies which may arise in his or her area of employment or to tend to the needs of the Town.  Normally he or she will be required to be within “pager range” or be able to be contacted by telephone and respond within a designated period of time.


(N)
Part-time Employee. An employee, either regular or temporary, who is regularly scheduled 30 hours or less per workweek.

(O)
Pay Plan.  A schedule of pay ranges arranged by sequential rates including steps for each class assigned to a salary range.

(P)
Probation. A trial period of specific duration, due to initial employment, whereby the employee’s work performance and personal conduct is subject to regular review.  During this period of probation, the employee is not subject to rights of appeal/grievance or merit review.

(Q)
Probationary Employee.  A person appointed to a budgeted position who has not satisfactorily completed the probationary period.
(R)
Promotion.  The reassignment of an employee to a position in classification having a higher salary range than the position or the classification from which the reassignment is made.

(S)
Promotional/transfer probation. Is a period of specific duration whereby the employee’s work performance and personal conduct is subject to periodic review.  The employee does not have access to the appeal/grievance procedure with respect to demotion to previously held position (or substantially similar position if original position is unavailable) nor is the employee eligible for merit.  

(T)
Public Safety Employees.  Police personnel with power of arrest and all fire/rescue personnel except administrative support.
(U)
Reclassification. The reassignment of an existing position from one class to another based on changes in job content.
(V)
Regular Employee.  An employee who has successfully completed the prescribed  probationary period(s) shall be considered regular.  However, all Town positions are subject to budget review and approval each year by the Board of Commissioners, and all employees' work and conduct should not be construed as a contract or right to perpetual funding or employment.
(W)
Salary Range.  The minimum and maximum salary levels for a given classification  for hiring purposes.
(X)
Significant Other.  Any person with whom the employee cohabits and shares an intimate relationship regardless of marital status.
(Y)
Stand-by.  When conditions are placed on the activities of non-exempt employees that are so restrictive that they cannot use the time effectively for personal pursuits.  Normally the employee is required to remain on the employer’s premises or so close to the employer’s premises that the employee cannot use the time effectively for his or her own purposes.
(Z)
Temporary Employee.  A person appointed to serve in a position for a defined time period, usually less than one year.  
(AA)
Trainee. An employee that does not possess all of the qualifications that a position requires, but can be trained to meet these required qualifications.  The salary paid a Trainee is below the entry level of the position that they are being trained for as stipulated in Article IV Section 6.

(BB)
Transfer.  The reassignment of an employee from one position or department to another.

Section 4.  Merit Principle

The purpose of this resolution and the rules and regulations set forth is to establish a fair and uniform system of modern personnel administration for all employees of the Town.

The Town shall embrace the following merit system principles in administering its personnel program:


(a)
Applicants and employees shall be assured of fair treatment in all aspects of personnel administration without regard for political affiliation, religious creed, sex, national origin, color, race, or disabilities.  Individuals shall likewise be treated with proper regard for their privacy and constitutional rights as citizens.


(b)
Employees shall be recruited, selected, trained, and advanced on the basis of their ability, knowledge, skill, and performance.


(c)
Employees shall be retained on the basis of the adequacy of their performance. They shall be guided in ways to correct inadequate performance and separated when inadequate performance cannot be corrected.


(d)
Employees shall be protected against coercion for partisan political purposes.


(e)
Employees shall receive equitable and adequate pay and benefits and eligible employees shall receive merit pay increases based upon their performance subject to the availability of funds.

Section 5.  Responsibility of Board of Commissioners

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

The Board of Commissioners shall adopt or provide for rules and regulations, resolutions or ordinances concerning personnel policies and other measures that promote the hiring and retention of capable, diligent, and honest employees under the authority of Chapter 160A-164 of the North Carolina General Statutes, to be administered by the Town Manager.  The Board of Commissioners shall prescribe the office hours, workdays, and holidays to be observed by the various offices and departments of the Town.

Section 6.  Responsibility of the Town Manager

The Town Manager shall be responsible to the Board of Commissioners for administration and technical direction of the personnel program; maintenance of the classification and pay plan; appoint, discipline, dismiss and suspend in accordance with the Town charter and perform such other duties in connection with a modern personnel program as is required by this policy.  All matters dealing with personnel shall be routed through the Town Manager, who shall maintain a complete system of personnel files and records.  (The Town Manager may perform any or all of these duties and responsibilities or assign them to a staff employee).  The Town Manager shall:


(a)
Recommend revisions of the personnel system to the Board of Commissioners for consideration.



(b)
Recommend revisions of the position classification plan to the Board of Commissioners.



(c)
Prepare and recommend revisions of the pay plan to the Board of Commissioners for approval.



(d)
Determine administrative, professional, and managerial positions to be excluded from overtime compensation as provided for in Article IV Section 10.



(e)
Establish and maintain a roster of all persons in municipal service, setting forth each officer and employee, class title of position, salary, any changes in class title and status, and such data as may be deemed desirable or useful.



(f)
Develop and administer such recruiting programs as may be necessary to obtain an adequate supply of competent applicants to meet the needs of the Town.



(g)
Develop and coordinate training and educational programs for Town employees.



(h)
Investigate periodically the operation and effect of the provisions of this policy and report findings and recommendations to the Board of Commissioners, as necessary.



(i)
Perform such other duties as may be assigned by the Board of Commissioners not inconsistent with this policy.

Section 7.  Responsibility of Department Heads

The head of each Town department, shall recommend to the Town Manager, the appointment, suspension and removal of Town employees assigned to the department or prescribed in Chapter 160A-155 of the North Carolina General Statutes.
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