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INTRODUCTION 
 
The purpose of this policy manual is to provide officials and employees of the Town of Liberty 
(hereinafter referred to as the Town) with a concise document which contains all of the policies 
governing town personnel.  This policy manual replaces and supersedes all previously issued 
manuals, policies, memoranda, and directives. 
 
This personnel manual represents the "official" personnel policies of the town and should be 
used to conduct employee orientation and resolve disputed matters.  Each employee of the town 
shall receive a copy of this manual and shall be responsible for maintaining it as policies are 
revised. 
 
The issuance of this policy manual does not constitute a contractual relationship with 
employees.  The town has the right to change or suspend any provisions of this manual. 
 
Reference is made throughout this manual to the personal pronouns "his", "him", and "he".  The 
use of these words is not intended to imply gender and consequently such reference means all 
genders. 
 
The construction and structure of this document in reference to pagination, headers and section 
numbering are placed merely for convenience and do not contextually affect the intent of this 
policy. 
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About the Organization  
 
The Town of Liberty was incorporated on January 30, 1889 by the North Carolina Legislature. 
The Charter can be found in our Code of Ordinances on the town website.  
 
Liberty grew up as a railroad stop on the Cape Fear and Yadkin Valley Railroad, which later 
became Norfolk Southern. Through the late 1800’s and early 1900’s, Liberty was a factory town 
with manufacturing, automobile assembly, hosiery mills, furniture and veneer. The bypass was 
constructed in the 70’s after which Liberty experienced stagnation and population loss. Since that 
time, the population has rebounded some and the town has become a bedroom community to 
larger municipalities such as Greensboro. 
 
Currently, Liberty is a full-service municipality with fire protection, recreation, streets and solid 
waste, police, library, park facilities, as well as water and sewer.  
 
The Town is operated, by Charter, under the Council-Manager form of government. This means 
that the Town Manager is the Chief Executive responsible for the day-to-day operations of the 
Town and policy implementation, review, and recommendations to Council. Council is 
responsible for legislative policy setting and overall direction of the town.  
 
The Council-Manager form of government is more than just a type of government. It means that 
the staff, beginning with the manager, are held to a high ethical and professional standard of 
conduct and service-delivery. For additional information on the Council-Manager form of 
government, please visit the International City/County Management Association’s website, 
icma.org.  
 
All Liberty employees are held to a high standard of professionalism, service above self, and 
empathy. We lead by example and show others the way. We have empathy and understanding for 
our coworkers, community members and leaders. We understand that we are all doing our best to 
make Liberty a “Great Place to Live”.  
 
The Town of Liberty is an equal opportunity employer and we provide services to the Public 
without regard to race, color, religion, gender, sexual orientation, gender identity, national origin, 
age, disability status, Genetic Information or Testing, Family & Medical Leave, protected 
veteran status, or any other characteristic protected by law, and prohibit retaliation against 
individuals who bring forth any complaint, orally or in writing, to the employer or the 
government, or against any individuals who assist or participate in the investigation of any 
complaint, or otherwise oppose discrimination.  
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ARTICLE I:  ORGANIZATION OF THE PERSONNEL SYSTEM 
 
Section 1.​ 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 for the Town of Liberty (the Town).  The 
policy is established under the authority of Chapter 160A-164 of the General Statutes of the State 
of North Carolina. 
 
Section 2.​ Coverage. 
 
This policy shall cover all regular, temporary, part-time, and introductory employees except as 
specifically exempted.  Members of the town council and any other task force, advisory board or 
commission are exempted from these policies unless specifically stated. 
 
Section 3.​ Definitions. 
 
Anniversary Date – The annual day and month marking a full-time regular employee’s original 
date of hire and/or appointment. 
 
Bonus Time – Time allowed under Article V Section 12 for exempt employees who work over 
80 hours in a two-week period.  
 
Class – A set of work activities and functions so similar and related as to be able to group 
together, categorize and label with a common title so that all incumbent employees within the 
class may be treated generally the same regarding salary and compensation. 
 
Demotion – An employment action due to employee performance issues, budget necessity, or 
employee choice that changes or reassigns an employee to a classification having a decreased 
salary range and a lowing of the employees actual salary. 
 
Designee - An employee who has been designated to make decisions or conduct business on 
behalf of another employee.   
 
Exempt employee - An employee who is not subject to the provisions of the Fair Labor 
Standards Act (FLSA). See Article V: Section 2 for further explanation of exempt. 
 
Non-Exempt employee - An employee who is subject to the provisions of FLSA. See Article V: 
Section 2  for further explanation of non-exempt. 
 
Full-time employee - An employee who is in a position for which an average work week equals 
at least 35 hours, and continuous employment of at least 6 months, as required by the Town. 
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Grievance - A claim or complaint based upon a disciplinary event or condition which affects the 
circumstances under which an employee works, allegedly caused by misinterpretation, unfair 
application, or lack of established policy. 
 
Immediate family - This shall include the employee's spouse, children, mother, father, sister, 
brother, grandparent, grandchildren, plus the various combinations of half, step, in-law and 
adopted relationships that can be derived from those named. 
 
Insubordination - Disrespect or willfully refusing to carry out the instructions or assignment of 
a supervisor or other authorized person. 
 
Introductory period - A working trial period of six months, extendable for an additional six 
months, for all new employees.  During this time an employee is required to demonstrate, by 
actual performance, his ability to perform the work required and his general suitability as an 
employee of the Town of Liberty. 
 
Limited service employee - An employee, not in a permanent position, for which either the 
average work week required by the Town over the course of a year is less than 20 hours, or 
continuous employment required by the Town is less than 6 months. (This includes seasonal and 
similar workers). 
 
Part-time employee - An employee who is in a position for which an average work week of at 
least 20 hours and less than 35 hours and continuous employment of at least 6 months are 
required by the Town. 
 
Performance evaluation system – The philosophy, methods and instruments used to support the 
annual evaluation of employees performance designed to facilitate open communication about 
the employer’s expectations for job performance, the assessment of the employee’s job 
performance, and the employee’s understanding of job performance.  The performance 
evaluation system is a factor in determining merit pay decisions by recognizing performance as a 
factor in the basis for pay increases. 
 
Permanent Position - A position authorized for half of the budget year for 6 months and 
budgeted for 20 or more hours per week. All Town positions are subject to budget review and 
approval each year by the Town Board and all employees’ work and conduct must meet Town 
standards. Therefore, reference to “permanent” positions or employment should not be construed 
as a contract or right to perpetual funding or employment. 
 
Position – A budget allotment to support the employment of person(s) to fulfill the classified 
specifications. 
 
Position Classification Plan – A plan approved by the town council that assigns classifications 
to grades. 
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Probationary employee - An employee appointed to a full or part-time position who has not yet 
successfully completed the designated probationary period. 
 
Regular employee - An employee appointed to a full or part-time position who has successfully 
completed the designated probationary period. 
 
Reserve position – A budget allotment to support the employment and training of a temporary, 
part-time employee to serve in support, back-up or auxiliary capacity to a skilled and specifically 
trained and/or certified regular employee position. 
 
Salary Grade / Salary Range – These terms are considered interchangeable and refer to the 
varying and progressive rates of pay between minimum and maximum values. 
 
Temporary Position – A budget allotment to support the employment for a temporary 
employee. 
 
Trainee - An employee status when an applicant is hired (or employee promoted) who does not 
meet all of the requirements for the position. During the duration of a trainee appointment, the 
employee is on probationary status. 
 
Transfer – An employment action taken voluntarily by the employee to accept employment in a 
different capacity either department or classification without change in classification and/or 
salary and/or employment status. 
 
 
Section 4.​ Merit Principle. 
 
All appointments, promotions, and other personnel transactions shall be made solely on the basis 
of merit.  All positions requiring performance of substantially similar and equal responsibilities 
will be assigned to the same class and the same salary range. 
 
Section 5.​ Responsibility of Town Manager. 
 
The town manager shall be responsible to the town council for the administration and direction 
of the personnel program.  The town manager shall make appointments, dismissals, and 
suspensions in accordance with the policies and procedures spelled out in later sections of this 
policy manual.  Appointment, dismissal, and suspension policies shall apply to all employees.  
The town manager shall be responsible for interpreting policies when necessary and 
recommending to the town council policy changes, new policies, and changes in the position 
classification and pay plan.  Setting salary and making adjustments to employees’ salary 
according to the provisions of this policy and the classification and pay plan and the annual 
budget ordinance.  The town manager shall also be responsible for determining conditions of 
employment. 
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Section 6.​ Responsibility of Town Council. 
 
The town council shall establish and amend personnel policies and rules, including the position 
classification and pay plan, and shall make and confirm appointments when so specified by law. 
 
Section 7.​ Responsibility of the Director of Finance. 
 
The director of finance is responsible for maintaining all official personnel files which include, 
but are not limited to the following:  employment applications, conditions of employment, 
reference checks, performance evaluation forms, attendance records, disciplinary actions taken, 
commendations received, and documentation of all other personnel actions as deemed pertinent 
by the town manager. 
 
Section 8.​ Responsibility of Department Heads. 
 
Department heads, as designated by the town manager, are responsible to enforce personnel 
policies, have the authority to administer disciplinary actions as defined in this policy, judge 
employees' work performance, and set and change work priorities.  Department heads authority 
is delegated from the town manager and may be individually modified as best suits the 
operations of town. 
 

ARTICLE II: RECRUITMENT AND SELECTION STANDARDS 
 
Section 1.​ Equal Employment Opportunity Statement. 
 
We are an Equal Opportunity Employer, who fully and actively supports equal access for all 
qualified applicants, regardless of race, color, religion, gender, sexual orientation, gender 
identity, national origin, age, disability status, Genetic Information or Testing, Family & Medical 
Leave, protected veteran status, or any other characteristic protected by law, and prohibit 
retaliation against individuals who bring forth any complaint, orally or in writing, to the 
employer or the government, or against any individuals who assist or participate in the 
investigation of any complaint, or otherwise oppose discrimination. 
 
Section 2.        Americans with Disabilities Act. 
 
 The Town of Liberty works to reasonably accommodate employees with disabilities that may 
affect their ability to successfully perform their job. All requests for reasonable accommodation 
should be discussed with the appropriate supervisor and must be forwarded to Human Resources. 
All requests for accommodation will be considered, as this information helps the Town recognize 
employees’ special needs and provide assistance as needed. Employees with questions or 
concerns should contact Human Resources. 
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Section 3.        Pregnant Workers Fairness Act. 
 
It is the Town’s policy to comply with the provisions of the “Pregnant Workers Fairness Act,” 
including the provision of reasonable accommodations when appropriate. Under the Act, Town 
employees have a right to be free from discrimination based upon pregnancy or a condition 
related to pregnancy. The Town shall not take any adverse action against an employee on the 
basis of pregnancy or a related medical condition, or for requesting or using an accommodation 
for pregnancy or a related medical condition 
 
Section 4.​ Posting of Vacancies. 
 
When job vacancies occur within the town, the town clerk shall be responsible for adequately 
publicizing such vacancies.  It is the town's policy to create career opportunities for its 
employees wherever possible. Therefore, present town employees will be given priority 
consideration in filling the vacancy, provided they are suited for the position.  Vacancy notices 
shall be posted in the town hall. 
 
There will be certain situations where vacancies will not be posted, such as emergency situations, 
where speed is of the essence in filling the vacancy. 
 
Section 5.​ Applications for Employment. 
 
All persons applying for employment with the town shall be required to complete an official 
town employment application.  All information provided on the application must be true and 
correct with the provision of false information being grounds for elimination from consideration 
and/or dismissal from town employment.  Additional punishment may be received as provided in 
G.S. 14-3 (G.S. 14-122.1).  Only applications filed during the vacancy application period will be 
considered. 
 
Section 6.​ Testing. 
 
Applicants for certain positions may be required to take various tests which measure ability, 
aptitude or skill.  All tests given to applicants shall be administered and evaluated by qualified 
individuals.  All tests administered will conform to all applicable legal regulations.  All test 
criteria will be job related and consistent with business necessity and in full compliance with the 
Americans with Disabilities Act (ADA). 
 
Section 7.​ Medical and/or Psychological Examination. 
 
Some applicants, in certain specific classifications, prior to being employed by the town, may be 
required to undergo a physical and/or psychological examination for the purpose of determining 
fitness for the position.  If an applicant is required to undergo a physical examination, or if the 
examination is a condition of employment, the examination shall be at the expense of the town. 
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The town also reserves the right to require an employee to undergo a medical examination to 
determine any physical or mental impairment in the performance of his work.  Such examination 
shall be at the expense of the town and by a physician selected by the town. 
 
Section 8.​ Substance Abuse Policy. 
 
The town enforces a substance abuse policy for town employees, as well as applicants for town 
employment.  This policy is to maintain a work environment that is drug-free, healthy, safe, and 
secure.  A copy of the policy is found in Appendix A and will be presented to all current 
employees with this policy, as well as made available to applicants for town employment. 
 
Section 9.​ Identification. 
 
If their position requires it, personnel employed by the town must present a valid North Carolina 
driver's license at the time of employment. 
 
All new appointments to the town shall present proof of identification and employment 
eligibility before they are placed on the town payroll.  New appointments are required to present 
acceptable documentation in accordance with the Immigration Reform and Control Act of 1986.  
The town manager, or designee, shall be responsible for obtaining adequate identification for 
satisfying the requirements of the Act.  Documentation will be maintained on file in accordance 
with the Act. 
 
Section 10.​ Selective Service Compliance. 
 
All new appointments to the town, who are U.S. male citizens, born after December 31, 1959, 18 
to 25 years of age, must certify they have registered for Selective Service.  This applies to all 
positions, whether full-time, part-time, or seasonal. 
 
Applicants not in compliance are ineligible for employment.  After notification of ineligibility, 
the applicant has 30 days to provide the town with information that he is now in compliance with 
the federal law.  The applicant may secure an advisory opinion by sending a description of 
circumstances to the Selective Service System, Office of General Counsel, Washington, DC, 
20435.  If it is determined that failure was not knowing and willful, he may be considered for 
employment by the town. 
 
This procedural requirement only applies to applicants hired by the town after October 1, 1989 
(G.S. 143B-421.1). 
 
 
 
Section 11.​ Appointment. 
 
It is the policy of the town to employ according to merit.  The town shall use all available means 
to attract candidates for employment, and make such investigations and examinations as are 
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deemed appropriate to assess fairly the aptitude, education, experience, knowledge, skills, 
character, physical ability, and other qualities required for positions in the service of the town.  
 
After all interviews and an investigation of the qualifications and experience of the applicants, 
the town manager shall have the authority to make the final appointment including the salary to 
be paid and the authority to determine any conditions of employment. 

 
Section 12.​ Transfer of leave accrued under previous employment. 
 
Accrued sick leave may be transferred from an employee’s prior employer provided that the 
prior employer has a duly adopted sick leave policy and the employee was in a position of 
creditable service covered by the Local Government Employees’ Retirement System, State 
Employees’ Retirement System, or an equivalent system. Any hours transferred from a prior 
employer must be: 
 
a. documented by that employer on its letterhead; and 
b. signed by an official representative of that employer; and 
c. provided to the Town Manager at the time of hire. 
 
Transferred sick leave is treated as sick leave earned with the Town of Liberty and subject to use 
as such.  
 
Subject to the confirmation of the Town Council additional consideration may be given for 
purchasing/accepting other forms of previously accrued leave. 
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ARTICLE III: EMPLOYMENT STANDARDS 
 
Section 1.​ Introductory Period of Employment. 
 
An employee appointed to a regular position shall serve an introductory period of six (6) months.  
The introductory period may be extended up to an additional six (6) months if performance is 
deemed unsatisfactory after the initial introductory period.  An employee serving an introductory 
period may be dismissed by the town manager at any time it is determined the employee is not 
satisfactorily performing the assigned duties and performance is not likely to improve. An 
introductory employee dismissed may appeal such action in accordance with the grievance 
procedure outlined in Article VII. 
 
The town manager shall have the option of requiring an additional introductory period for 
employees who have been promoted or transferred to another position. 
 
An employee serving an introductory period shall receive all benefits provided in accordance 
with these policies except, employees serving an introductory period following initial 
appointment shall not be permitted to take vacation leave during the introductory period unless 
the denial of such leave will create an unusual hardship.  Vacation leave may be taken during this 
period only with the prior approval of the town manager. 
 
If an introductory employee is terminated he will not be paid for accumulated vacation leave. 
 
Employees serving an introductory period following initial appointment will not be allowed to 
take paid military leave.  Such required leave must be taken without pay (see Article IX, Section 
22). 
 
Before completion of the introductory period, the employee's immediate supervisor shall indicate 
the following to the Town Manager: 
 

(a)​ That the employee's progress (accomplishments, strengths, and weaknesses) has 
been discussed with the new employee; 

 
​ (b)​ whether the new employee is performing satisfactory work; 
 

(c)​ whether the introductory period should be extended up to six additional months; 
and 

 
(d)​ whether the employee should be retained in the present position or should be 

released, transferred, or demoted. 
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Section 2.  ​ Periodic Performance Evaluation. 
 
Performance evaluations will be conducted for all employees who have introductory or full-time 
status employment.  The official evaluation form will be completed no less than annually, prior 
to the employee's anniversary date.  It is recommended that employees with questionable 
performance be evaluated every six months or as frequently as deemed necessary by the town 
manager. 
 
Evaluations should be performed by the employee's immediate supervisor who is most familiar 
with his work.  The evaluation session is intended to provide an opportunity for the employee to 
receive the supervisor's assessment of the employee's work performance and to allow the 
employee to evaluate his relationships with the town and fellow employees.  The evaluation 
determines if performance is satisfactory and is not necessarily related to salary increases.  
Satisfactory performance, which is documented in the evaluation process, would be considered at 
budget time for merit increases. 
 
After an evaluation session has been conducted, the supervisor should complete and sign the 
evaluation form and have the employee review and indicate in writing any disagreement with the 
evaluation and sign it.  Then the supervisor should forward the form to the town manager for 
review and on to the director of finance for filing in the employee's permanent record.  The 
employee should be given a copy of the completed, signed form at the end of the evaluation 
session.   
 
Refusal of the employee to sign the evaluation form will not be accepted as an indication of the 
employee's disagreement with the evaluation, nor will it affect the validity of that evaluation. 
 
Section 3.​ Promotion. 
 
It is the policy of the town to encourage town employees to apply for higher rated positions.  
Candidates for promotion shall be chosen on the basis of their qualifications and work records.  
(See Article II, Section 2 for priority to current employees and Article XI, Section 8 for salary 
after promotion). 
 
Section 4.​ Demotion. 
 
An employee whose work in his present position is unsatisfactory or whose personal conduct is 
detrimental to service with the town may be demoted by the town manager 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 VI, Section 8. 
 
If the demotion is for failure in performance of duties or failure in personal conduct, the town 
manager shall provide the employee with written notice citing the recommended effective date 
and reasons for demotion and appeal rights available to the employee.   
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Section 5.​ Transfer. 
 
An employee may elect or be given the choice to voluntarily accept employment in a different 
capacity either by department or classification without change in classification and/or salary 
and/or employment status because of an available vacancy, performance issues, budget 
considerations, or employee/employer preference. 
 
Section 6.​ Fit for Duty Evaluations and Physical Certification. 
 
A fitness-for-duty examination is required in determining whether an employee is able to 
perform the duties of the position because of medical reasons, i.e. disability, occupational or 
non-occupational injury, or illness.  Such examination must be shown to be job related and 
consistent with business necessity. The town manager can order fitness-for-duty examinations at 
any time and repeat, as necessary, to safeguard the employee or coworker.  Specific reasons for 
the fitness-for-duty should be stated by the referring official. A specific test or consultation may 
be required in the judgment of the examining medical officer. The indication will be documented 
as part of the report. The cost of the certification shall be borne by the Town of Liberty. The 
Town of Liberty may direct the examining medical officer used to complete the exam. 
The information obtained regarding the medical condition of the employee is collected and 
maintained on separate forms and in separate medical files and is treated as a confidential 
medical record, except that  
 
(i) Supervisors and department heads may be informed regarding necessary restrictions on the 
work or duties of the employee and necessary accommodations; 
 
(ii) first aid and safety personnel may be informed, when appropriate, if the disability might 
require emergency treatment; and 
 
(iii) government officials investigating compliance with the federal, state or local regulation shall 
be provided relevant information on request; and 
 
The results of such examination are used only in accordance with this subchapter. 
 
The Town of Liberty may periodically conduct voluntary medical examinations, including 
voluntary medical histories, which are part of an employee health program available to 
employees at that work site. This voluntary examination may make inquiries into the ability of an 
employee to perform job related functions. 
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ARTICLE IV: CONDITIONS OF EMPLOYMENT 
 
Section 1.​ Work Schedule. 
 
The standard work week is 40 hours per week.  The normal daily schedule for town hall is 
between 9:00 a.m. and 5:00 p.m.  Because of the nature of the various town activities, some 
departments do not operate on the normal town hall work schedule.  Adjustments may be made 
in schedules only with the approval of the town manager.  No adjustment will be authorized 
which provides less than one-half hour for lunch for non-shift personnel. 
 
Employees working at the time when time changes from Eastern Standard Time to Daylight 
Savings Time shall be held accountable for the hour that no work is performed.  The time may be 
charged to vacation leave or the employee may be allowed to make up the time if it can be 
worked out satisfactorily with the immediate supervisor. 
 
Conversely, when the time changes from Daylight Savings Time to Eastern Standard Time, the 
town, under the Wage and Hour Law, must compensate for this additional hour.   
 
Section 2.​ Use of Town Property. 
 
Use of town-owned property is intended for official town business only.  Town-owned property 
including supplies, tools, materials, equipment and vehicles are not for personal use and should 
not be removed from town property except in the conduct of official town business.  Town 
owned property shall be cared for in a responsible way.  Town owned are to be used exclusively 
for town business, except, in special circumstances the town manager may authorize an 
employee to take a vehicle home if it is in the best interest of the town to do so.  Use of 
town-owned vehicles for commuting to and from work usually will be limited to an employee 
who is subject to emergency call-back work.  Employees who drive town-owned vehicles back 
and forth to work will be subject to all provisions of the Internal Revenue Service regarding 
private use of town vehicles. 
 
The police chief, or his designee, may have the delegated authority by the Town Manager to 
authorize an employee to take home a vehicle along the following guidelines.  The police chief 
or his designee shall restrict after-duty-take-home vehicles to one or more of the following 
conditions: 
 

1.​ Prudent to conduct specialized police operations. 
2.​ The officer is on call. 
3.​ The officer has police duties to perform after normal work hours on a regular basis. 
4.​ The officer is an administrator who is responsible for subordinates’ performance working 

different hours.  The administrator should periodically check the performance of 
personnel. 

5.​ Taking the vehicle home is cost effective. 
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De Minimis (very small or trifling matters) stops enroute from residence to workplace for 
personal business are not prohibited by the IRS.  Such stops will be kept to minimum (example: 
pick-up milk, laundry, cash check, etc. while enroute). 
 
Individually-assigned take home vehicles are to be parked in locations affording visibility and 
crime deterrence effect when feasible to do so.  Safety of the vehicles and equipment are to be 
considered.  Parking in hazardous locations is prohibited.  Unless the police chief designates 
differently, vehicles must be parked in the town limits of Liberty.  This excludes extraterritorial 
zoning limits.  If an assigned officer lives outside the town, he/she will be permitted to park the 
unit at a safe location within the town, subject to the permission of the property owner and the 
patrol commander or police chief. 
 
Officers are permitted use of the vehicles to and from departmentally-authorized extra-duty 
assignments when working such duties in uniform or in special circumstances plain clothes.  
Officers are not to patrol an extra-duty location in the assigned vehicles.  As necessity arises, 
officers may use the vehicles when making arrests or investigating possible criminal activities, 
including making arrests.  The vehicles will be parked as near the extra-duty location as possible 
for visibility, crime deterrence and security purposes.  While on duty, officers issued assigned 
vehicles will take them to the designated garage for repairs and preventive maintenance.  The 
only persons authorized to send the vehicle to the dealer for warranty work are the police chief 
and patrol supervisor.  If a unit must go to the factory dealer for warranty work, the officer will 
attempt to see that the vehicle is transported there and back during his/her shift.  Overtime will 
not be given for maintenance, unless authorized by the patrol commander or captain.  Officers 
should see that the vehicles are cleaned while on duty.  Officers will not be reimbursed if they 
choose to have their individually-assigned vehicles washed, waxed or cleaned by someone else 
(example: car wash or commercial cleaning service) and should not allow those persons to 
operate while off premises. 
 
Officers will report for duty at regular times and remain on post or in their district until off duty. 
 
Officers issued an assigned take-home vehicle must be on call on a 24-hour basis.  The officers 
taking vehicles home must be in the position whereas the officer is a detective, vice/narcotics 
officer, immediate call-back officer for filling in for sick personnel, emergency leaves etc., 
crimes committed after normal business hours that require call-back investigations etc., breaking 
and entering, larceny, robberies, drug crimes, sex offenses etc. Officers meeting these criteria 
must reside within 25 miles of the Town of Liberty Police Department.   
 
Section 3.​ Use of Personal Car for Business. 
 
When it is necessary to use a personal car for town business, with prior approval of the town 
manager, the town will reimburse the employee at the prevailing rate allowed by the Internal 
Revenue Service for business mileage.  A travel expense form must be completed by the 
individual and submitted to the town manager for approval.   
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Section 4.​ Employment of Relatives. 
 
Employment of an immediate family member of any member of the governing body or 
administrative official of the town is strongly discouraged.  In the event such a family member is 
proposed to be hired, the town manager shall indicate that fact to the town council.  No person 
shall be hired or assigned to work under the administrative influence or supervision of an 
immediate family member. 
 
In this instance "immediate family" may be expanded to include others living within the same 
household or otherwise closely identified with each other as to suggest difficulty in employment. 
 
Should two or more employees who are currently employed with the town enter into a familial 
relationship, such as, but not limited to marriage, this should be immediately reported to the 
Town Manager, who will make a determination regarding employment. 
 
Section 5.​ Political Activity. 
 
The town encourages an employee to exercise his civic responsibility in supporting good 
government by voting for the issues and candidates of his choice. 
 
An employee may join or affiliate with political organizations, may attend political meetings and 
may advocate and support political principles and policies in accordance with the Constitution 
and laws of the State of North Carolina and of the United States of America.  However, an 
employee shall not do the following: 
 
1.​ Engage in political activity while on duty; 
 
2.​ Be required to contribute funds or support for political or partisan purposes as a condition 

of employment, pay raise, or promotion; 
 
3.​ Solicit or act as custodian of funds for political or partisan purposes; 
 
4.​ Use town-owned supplies, equipment or facilities to display political slogans, posters or 

stickers or for any other political purpose; 
 
5.​ Be a candidate for or hold political office of the Town of Liberty; 
 
6.​ Openly support a candidate or participate, in any way, in the campaign of a candidate 

running for the position of town council or mayor; 
 
7.​ Use any promise of reward or threat of loss to encourage or coerce any employee to 

support or contribute to any political issue, candidate, or party. 
 

 
23 



 

Section 6.​ Secondary Employment. 
 
Full-time employment with the town shall take precedence over all other employment 
opportunities of employees.  Any employment, including self-employment if it is income 
producing, other than employment with the town, is considered secondary.  In order to 
participate in secondary employment, an employee shall have the prior approval of the town 
manager.  The purpose of the approval procedure is to determine the effect on the employment 
with the town and to insure a conflict of interest will not exist.  There shall be periodic reviews 
during the time of secondary employment to determine if there have been any adverse effects on 
town employment. 
 
Secondary employment shall not be permitted in the following situations: 
 
1.​ it creates, either directly or indirectly, a conflict of interest with the primary employment; 
 
2.​ it impairs the employee's ability to perform all expected duties, to make decisions, and to 

carry out, in an objective fashion, the responsibilities of the employee's position. 
 
Section 7.​ Gifts and Favors. 
 
In addition to the prohibition against accepting gifts and favors from vendors and contractors 
under G.S. 133-32, officers, employees, and agents of the Town of Liberty are prohibited from 
accepting or soliciting gifts, gratuities, favors, or anything of monetary value from contractors, 
suppliers, or parties to subcontracts.  Items of nominal value valued at less than $25.00 which 
fall into one of the following categories may be accepted: 

1.​ promotional items; 
2.​ honorariums for participation in meetings; or  
3.​ meals furnished at banquets.   

Any officer, employee or agent who knowingly accepts an item of nominal value allowed under 
this policy shall report the item to his or her immediate supervisor. 

 
Section 8.​ Uniform, Dress Code and Personal Appearance. 
 
The Town does not want to establish a firm code of rules about what is considered proper attire 
for the type of job each employee performs. Employees are reminded that you are considered 
part of a team of professionals. It is important to project a professional image to the Public, to 
our visitors, and to co-workers. 
  
The Town provides a casual yet professional work environment for its employees. Even though 
the dress code is casual, a professional appearance is always expected. Please use common sense. 
The following is a dress-code guideline for all employees to follow. Management reserves the 
right to change these guidelines, if necessary. 
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Pants:  Blue jeans are acceptable. However, blue jeans must be clean and free of holes, tears, or 
fraying. For office staff, blue jeans are generally only allowed on Fridays or for non-public 
facing employees. No spandex or bike pants are permitted. 
  
Shorts:  Shorts should measure no more than three inches above the knee. Tight-fitting or 
spandex-type shorts are not permitted. Generally shorts are acceptable for employees with 
primarily outdoor duties and only when safe to do so (i.e. not weed eating or spraying 
chemicals). 
  
Shirts:  T-shirts are permitted. T-shirts with large, logo-type advertisements are discouraged. All 
shirts must be clean and free of holes. No shirts should contain profane, vulgar, or objectionable 
pictures or language. Halter tops, swimsuit tops, tube tops, midriff tops, and see - through tops, 
are not permitted at any time. Spaghetti-strap and tank-top shirts may not be visibly worn. 
  
Dresses:  Spaghetti-strap and tank-top dresses are acceptable as long as all undergarment straps 
remain covered. (i.e. as part of an ensemble with a sweater or overgarment covering straps. 
  
Shoes:  Sneakers, with no holes or tears, are permitted. Sandal-type shoes are acceptable (no 
"flip-flops"), but employees who wear open-toed shoes do so at their own risk. 
  

Exception: Open-toed shoes are not permitted outside of an office setting for safety 
reasons. 

  
Jewelry: Jewelry that interferes with your ability to perform your job duties is not permitted. 
Some jewelry has the potential to cause a safety hazard to the employee and to co-workers, 
especially if it comes in contact with certain equipment. 
  
Public Safety personnel (police, fire, streets, recreation, water, and sewer) are not expected to 
conform to the same guidelines as personnel working in the office setting. Due to the nature of 
work performed, jeans and such are acceptable on a daily basis. However, for safety reasons, 
open-toed shoes and some jewelry may not be worn. Where the town provides uniforms, unless 
otherwise directed by your department head, uniforms should be worn at all times while on duty. 
Uniforms should not be worn off duty except between home and work. 
  
Employees who do not meet the standards of these dress code guidelines may be required to take 
corrective actions, including leaving the premises to correct the problem. Any work missed 
because of failure to comply with the dress code will not be compensated unless leave is taken. 
Violations may also result in disciplinary action, up to and including termination. 
 
Section 9.​ Employee Ethics. 
 
Town employees are expected to discharge their duties conscientiously and to conduct 
themselves in a manner, on and off the job, which will reflect favorably upon the town.  
Additionally, employees shall do the following: 
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1.​ Refrain from any use of their position which is motivated by the desire for private gain 
for themselves or other persons.  They must conduct themselves in such a manner that 
there is no suggestion of the extracting of private advantage from their employment with 
the town. 

 
2.​ Exercise discretion in the care of their personal financial activities to avoid any legal 

liabilities which would reflect unfavorably upon the town. 
 
3.​ Not use their positions, in any way, to coerce, or give the appearance of coercing, another 

person to provide any financial benefit to the employee or to other persons. 
 
4.​ Avoid any action which might result in giving preferential treatment to any organization 

or person; losing his independence or impartiality of action; or affecting adversely the 
confidence of the public in the integrity of the town. 

 
5.​ An employee who witnesses another employee engaging in an unlawful act on the job 

shall report that employee to his supervisor. 
 
Section 10.​ Breaks. 
 
It is the policy of the town to provide its employees with two 15-minute paid breaks (one in the 
morning and one in the afternoon).  These breaks are not required by law and consequently 
should be considered as a privilege and limited to the time indicated. These are counted as hours 
worked or paid time, as opposed to meals, which are not considered paid time (see Article V, 
Section 10 for more information about meals).  
 
Breaks should not interfere with the employee's work and should not be taken unless work 
circumstances warrant.  Generally, breaks should be taken at the work site, in the break room or 
employee's office, if applicable.  The 15-minute break period includes travel time to and from the 
break location.  Supervisors have the authority to alter the break policy for their employees when 
it is in the town's best interest. Employees should not clock out during break periods.  
 
Office personnel and other employees responsible for answering the telephone and serving 
walk-in visitors shall arrange to have their duties handled by another employee while they are on 
break.  Under no circumstance is the town office to be left unattended without authorization from 
the town manager. 
 
Breaks shall be used only as rest periods and under no circumstances may they be carried over 
into another time period, saved for another day, combined with other types of leave, or added 
together to make one long break. 
 
Considering guidelines of the Fair Labor Standards Act, non-exempt employee’s meal break 
must be taken away from the work area and should not be taken in the town’s public reception 
areas unless instructed otherwise with specific prior approval. 
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Section 11.​ Sexual and Other Unlawful Harassment. 

The Town of Liberty  is committed to providing a work environment free of unlawful 
discrimination and harassment.  The Town strongly disapproves of, and will not tolerate, 
unlawful harassment, including sexual harassment. This policy applies to conduct occurring in 
the workplace and/or in other settings where Town employees may be in connection with their 
work, such as business trips, and business related parties and social events.  All persons are 
expected to refrain from engaging in conduct which may be construed as unlawful harassment or 
sexual harassment.  Likewise, each person is expected to take the necessary steps to prevent and 
eliminate its occurrence. 

This policy prohibits unlawful harassment in any form, including sexual harassment, harassment 
related to race, color, age, ethnicity, religion, disability, genetic information, sexual orientation, 
and any other legally protected characteristic. 

No employee of the town shall engage in conduct that can be defined as sexual harassment.  No 
personnel decisions shall be made on the basis of granting or denial of sexual favors.  All 
employees are guaranteed the right to work in an environment free from sexual harassment. 

Sexual harassment is defined as any deliberate, unsolicited, and unwelcome verbal and/or 
physical conduct of a sexual nature or with sexual implications by a supervisor or co-worker 
which; (1) has or may have direct employment consequences resulting from the acceptance or 
rejection of such conduct; or (2) creates an intimidating, hostile or offensive working 
environment; or (3) interferes with an individual's work performance.  Sexual harassment does 
not include personal compliments welcomed by the recipient, or social interaction or 
relationships freely entered into by town employees or prospective employees. 

Employees who feel that they have been sexually harassed in violation of this policy may file 
grievances through the town's grievance procedures.  Prior to filing a formal grievance, any 
applicant for town employment or any current or past employee who feels they have been 
sexually harassed, may request a meeting with the town manager or town council. 

While in some cases individuals may make comments, jokes or personal advances without 
intending harm, such action can be unwanted, threatening and perceived as harassment.  
Stopping harassment in its many forms requires an increased awareness by everyone of the 
impact that such actions may have on others.   

Following is a partial list of unwelcome behavior that may be considered harassment: 

●​ Verbal conduct such as racial or ethnic epithets, derogatory jokes or comments, slurs, 
sexual innuendo, sexually suggestive “kidding or teasing,” jokes about gender-specific 
traits, unwanted sexual overtures or comments, inquiries or discussions concerning one’s 
sexual experiences, comments on an individual’s body; 

●​ Visual conduct such as derogatory and/or sexually oriented posters, photography, 
cartoons, drawings or gestures; 
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●​ Physical conduct such as unwanted touching, hugging, kissing, intentional brushing up 
against the body of another employee; 

●​ Threats or demands to submit to sexual requests as a condition of continued employment 
or to avoid a loss of benefits, or offers of benefits in return for sexual favors; and 

●​ Retaliation for having reported or threatened to report harassment. 

Whenever possible, any person who is experiencing unwelcome conduct of the type generally 
described above should inform the person engaging in the conduct that it is unwelcome and 
request that it stop.  The complainant may choose to pursue this option alone, or may ask a 
supervisor or human resources representative to be present or serve as an intermediary. 

In any case, a person who believes that he/she has been harassed by a coworker, supervisor, 
customer, vendor or other business visitor, or who has witnessed such harassment, is strongly 
encouraged to report the facts of the incident or incidents in accordance with the procedure set 
forth below.  The Town of Liberty can only resolve matters brought to its attention; accordingly, 
the Town encourages all persons to come forward with information about allegations of unlawful 
harassment.  Retaliation for making a complaint or cooperating in an investigation of alleged 
harassment is strictly prohibited. 

Procedure 

Reports of harassment should be directed to your supervisor, another supervisor or manager or 
the Human Resources representative as soon as possible after an incident.  The report should 
include details of the incident or incidents, names of the individuals involved, and names of any 
witnesses.  To ensure an appropriate investigation and response, supervisors shall discuss all 
harassment complaints with Human Resources. 

Upon notification of a complaint, a prompt, thorough and objective investigation will be 
conducted under the direction of the Town Manager or an independent party.  All information 
will be handled with the highest degree of confidentiality possible under the circumstances and 
with due regard for the rights and wishes of all parties. 

If the investigation produces evidence that Town policy was violated, appropriate action will be 
taken to correct and remedy the problem.  Such actions may include, for example, counseling, 
training, written or verbal warnings, transfer, and termination of employment.  The results of the 
investigation will be disclosed to the person making the report and the person alleged to have 
violated Town policy.  In the case of harassment by a customer, vendor or other non-employee of 
the Town, possible remedial action may include letters of objection discussing the issue and 
requesting that the conduct cease. 

Every Town employee and consultant is expected to support and carry out the policy.  Any 
manager or supervisor observing or knowing of a harassing situation shall take immediate action 
to stop it.  Supervisory and Human Resources personnel who receive reports of harassment shall 
seriously consider all such complaints and take immediate steps to implement this policy in 
accordance with its provisions. 
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The Town of Liberty  strongly encourages all employees to bring concerns and complaints about 
harassment to the attention of management.  A prompt internal investigation will allow the Town 
to fulfill its commitment to ensure a workplace free of harassment and discrimination. 

Section 12.​ Age Limitations. 
 
The minimum age for employment with the town is 18 for all positions.  Exceptions to the 
minimum age are provided for under the law if the applicant procures an employment certificate 
from the Randolph County Department of Social Services. The town does not have a mandatory 
retirement age.  
 
Section 13.​ Solicitation and Distribution 
 
Employees are prohibited from participating in any type of solicitation and/or distribution during 
work time or while in the uniform of the Town, or in any manner which would convey the 
implicit sponsorship or support of the town to such solicitation/distribution.  Solicitation/ may 
occur during breaks, lunch, and before and after work if done on a strictly volunteer basis.  
Solicitation must be conducted in such a way that no employee feels pressure to participate.  
Solicitation includes selling items for fund raising or for personal profit. 
 
Similarly, employees are prohibited from distributing literature or other materials in any manner 
which would convey the implicit sponsorship or support of the Town to such distribution.  
 
Employees are prohibited from distribution of literature or other items during work time  
 
Section 14.​ Safety. 
 
Personal safety is the responsibility of all concerned.  The town manager, department heads and 
supervisors share responsibility for the following: 
 
1.​ Providing safe work procedures and environments. 
 
2.​ Implementing safety policies and programs. 
 
3.​ Informing and training employees in safe work habits. 
 
4.​ Detecting and correcting unsafe practices and conditions. 
 
5.​ Investigating accidents and preparing accident reports. 
 
6.​ Encouraging employees to report unsafe conditions and to submit practical safety 

suggestions. 
 
Each town employee is responsible for the following: 
1.​ Developing and maintaining safe work habits. 
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2.​ Promptly reporting all accidents and injuries. 
 
3.​ Pointing out dangerous practices and working conditions. 
 
4.​ Assisting with investigations of accidents. 
 
5.​ Taking proper care of safety equipment. 
 
6.​ Wearing proper clothing, and safety equipment where appropriate, and avoiding loose 

sleeves, cuffs, rings, bracelets and long hair around moving machinery. 
 
7.​ Knowing the location and use of fire extinguishers, the location of fire exits and the best 

method for reporting a fire. 
 
Should you be injured on the job, you must report the incident to your supervisor immediately so 
that you receive prompt medical attention. Even slight injuries can develop into serious injuring 
without proper medical attention. In addition, failure to promptly report an on-the-job injury 
could also result in a loss or delay of workers’ compensation coverage. 
  
If you are injured on the job, you should seek first aid room for treatment. You may contact the 
Fire Department. Should the injury be serious enough to require further medical treatment, you 
will be taken to an approved medical provider. It is necessary that all initial and follow-up visits 
for medical treatment resulting from work-related injuries be with the approved physician to 
ensure that related fees, if covered by workers’ compensation insurance, are paid for by the 
Town’s workers’ compensation insurance carrier.  
 
Exceptions will be made in emergency situations when the approved medical provider cannot be 
contacted or when the approved physician recommends to the Town that a referral to a specialist 
is necessary in order that the appropriate medical care be provided. 
 
Section 15.​ Personal Conduct. 
 
All candidates for employment with the town are subject to thorough background checks 
including criminal history.  The criminal background checks will be conducted in accordance 
with procedures established through the North Carolina Attorney General’s Office. If the position 
being filled requires an applicant for employment to work with children in any capacity, the town 
shall require the applicant, if offered the position, be subject to a criminal history record check 
conducted by the State Bureau of Investigation in accordance with G.S. 143B-1209.26. The town 
also reserves the right to take disciplinary action including dismissal if an employee violates any 
town policy or ordinance or law. 
 
Section 16.​ Residency Requirement for Police and Fire Department Employees. 
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All full-time, part-time and reserve employees of the Police and Fire departments will report to 
work within one hour’s travel time to the Police Department or Fire Station. Employees hired 
before the date of adoption of this amendment will be exempt from this provision.  
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ARTICLE V: HOURS OF WORK AND OVERTIME 
 
Section 1.​ Overtime Policy and Overtime Compensation. 
 
A workweek is a regular recurring period of 168 consecutive hours.  The workweek need not 
coincide with the calendar week.  It may begin any day of the week and any hour of the day, but 
it must in each case be established in advance.  The workweek may be changed, but only if the 
change is intended to be permanent and is not made to evade the policy.  The town shall operate 
under one workweek period.  All employees, with the exception of law enforcement and fire 
protection employees shall have an established workweek of Friday through Thursday for the 
purpose of computing overtime compensation.  The workweek shall run from midnight to 
midnight. 
 
Law enforcement and fire protection employees shall operate under an established work period 
of 171 hours within 28 days for law enforcement and 212 hours in 28 days for fire protection 
employees. 
 
The town will compensate employees with overtime pay at the rate of one and one-half times the 
overtime hours worked in excess of the standard workweek in compliance with the Fair Labor 
Standards Act.  Overtime pay should be granted in the pay period immediately following the 
work period in which overtime hours are necessary.  Executive, administrative, professional, and 
other employees exempt from the FLSA are exempt from this overtime policy.  
 
Departments may elect to be compensated for overtime work with compensatory time for hours 
worked in excess of the standard workweek, at a rate of one and one-half times the overtime 
hours worked.  Compensatory time may be accrued to the maximum limit allowed.  The  
maximum number of hours accrued are 480 for sworn law enforcement personnel in the police 
department and public safety personnel in the fire department all other general, full-time regular 
employees may accrue 240 hours.  Hours in excess of the accrual limit will be paid according to 
the Fair Labor Standards Act for overtime pay.  The Town of Liberty reserves the right to 
periodically pay down or pay out compensatory time balances with overtime pay at any time of 
its choosing.  All compensatory time taken must be properly documented on the employee's 
attendance record and must receive the approval of the supervisor before accrual and before use.   
 
All overtime worked must be properly documented on the employee's attendance record. 
 
Department heads and supervisors shall make every effort to see that work is accomplished 
within the standard workweek for their respective departments; however, the town recognizes 
that weather conditions, required seasonal activities, emergencies, and other situations may 
dictate the number of hours needed to provide town services. 
 
For questions concerning overtime provisions related to the FLSA, 29 CFR, Part 553, 
"Application of the FLSA to Employees of State and Local Governments" should be consulted. 
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Section 2.​ Exemptions. 
 
The Fair Labor Standards Act (FLSA) establishes minimum wage, overtime pay, recordkeeping, 
and child labor standards affecting full-time and part-time workers in the private sector and in 
Federal, State, and local governments. 
 
Special rules apply to State and local government employment involving fire protection and law 
enforcement activities, volunteer services, and compensatory time off instead of cash overtime 
pay. 

The terms exempt and non-exempt refer to an employee’s status under FLSA. 
 
 “Exempt” employees are exempt from FLSA due to the nature of their work. Examples of 
exempt employees include, but are not limited to, executive, administrative, professional 
positions. Employees exempted from overtime compensation are expected to perform the duties 
required in their jobs, regardless of the amount of time involved.  
 
“Non-exempt” employees must adhere to FLSA. They must adhere to the rules for wages, 
overtime, and record keeping as determined by the Town of Liberty in order to comply with 
FLSA.  
 
The exempt or non-exempt status of any particular employee must be determined on the basis of 
the nature of work performed, the duties, responsibilities assigned, and the terms or conditions of 
employment.  The town manager is responsible for determining exempt positions. 
 
 
Section 3.​ Hourly Rate of Pay. 
 
The hourly rate of pay, maintained by the director of finance, is obtained by dividing the annual 
salary by 2080 hours.  On-call pay and holiday pay, which are paid at less than time and 
one-half, must be included in determining the regular hourly rate of pay.  If, in a single 
workweek, an employee works at two or more different types of work for which different 
straight time rates have been established, the employee's regular rate for that week is the 
weighted average of such rates; that is, the earnings from all such rates are added together and 
this total is then divided by the total number of hours worked at all jobs. 
 
All employees must be paid at least the State's minimum wage. 
 
Section 4.​ Hours Worked. 
 

​ ​ "Hours worked" is defined as the time during which an employee is required, suffered or 
permitted to be on duty on the town's premises or at a prescribed workplace.  Ordinarily, an 
employee's working hours will include all hours from the beginning of the work day to the end 
with the exception of periods when the employee is relieved of all duties for the purpose of 
eating meals. 
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Section 5.​ Recordkeeping for Hours Worked. 
 
Records of hours worked and wages paid are required to be kept for each employee subject to 
this policy.  Records must be preserved for at least three years.  Such records shall be kept by the 
payroll clerk. 
 
1.​ Name 
2.​ Home address 
3.​ Date of birth, if under 19 
4.​ Sex and position classification in which employed (sex may be indicated by use of 

prefixes Mr., Mrs. or Ms.) 
5.​ Time and day of week the workweek begins 
6.​ Total wages paid each pay period 
7.​ Date of payment and pay period covered 
8.​ Basis on which wages are paid (such as "$3.35 hr.", $101.00 wk.", or "$438.00 mo.") 
9.​ Regular hourly rate of pay for any week in which overtime is worked 
10.​ Amount and nature of each payment excluded from regular rate 
11.​ Hours worked each workday and total hours worked each workweek 
12.​ Total daily or weekly straight-time earnings or wages 
13.​ Total overtime earnings for the workweek 
14.​ Total additions to or deductions from wages paid each pay period plus the dates, amounts 
and nature of the times which make up the total additions and deductions. 
 
Department heads must review and approve the timesheets of all employees under their 
supervision. Timesheets should be submitted no later than 5:00 PM on the Friday beginning a 
new pay period. In no case shall the timesheets be submitted later than noon on the following 
Monday. Disciplinary action may be taken against department heads for failing to submit 
timesheets in a timely manner.  
 
Section 6.​ Reporting Overtime. 
 
Overtime reporting for those employees under an established seven day workweek shall be 
submitted to the payroll clerk no later than 5:00 PM every other Friday for payment on the 
following Friday of the next week. 
 
Law enforcement and fire protection employees shall receive published overtime pay schedules 
from the payroll clerk listing the dates overtime reports are due in payroll and the dates overtime 
payments will be made. 
 
Section 7.​ Law Enforcement Overtime and Secondary Employment Clarification. 
 
During the hours that town law enforcement employees take secondary employment with a 
separate or independent employer, they are not considered as working for the town.  The hours 
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they work for the secondary employer shall be excluded as hours worked for overtime pay 
purposes by the town. 
 
Section 8.​ On-Call. 
 
Employees designated "on-call" by the town shall remain within one (1) hour response time to 
Town and must be available to immediately respond to the alert phone call indicating they 
received the message and are responding.  Failure to do so will be considered Gross Dereliction 
of Duties in accordance with Article VI Section 11 and may be subject to disciplinary action up 
to and including suspension (with or without pay) and termination. 
 
Non-exempt employees who are designated "on-call" will receive  three (3) hours of pay at their 
regular hourly rate per each work week they are designated “on call”.   In addition, if the 
employee designated "on-call" needs to return to Town, they will be paid for each hour worked 
(including travel time) at their regular rate or as otherwise defined by the Department of Labor, 
including overtime.   
 
On-call duty shall not be assigned to employees who are on approved time away from work 
without authorization from the town manager. 
 
Section 9.​ Unauthorized Work. 
 
Hours worked by an employee without his supervisor's prior permission or contrary to his 
instructions may or may not be considered as hours worked.  Unrecorded hours worked during a 
workweek by an employee at the job site or at his home must be counted as hours worked if the 
supervisor knows or has reason to know of such practice.  The town must enforce the no-work 
rule and may not unjustly benefit from work performed without prior knowledge. 
 
 
Section 10.  ​ Leave and Holidays. 
 
In determining the number of hours worked by an employee within a workweek or established 
pay period, time spent on vacation, sick leave, jury leave, and military leave will not be counted 
as time worked.  Such time off must be included in straight-time pay, but it is not included in 
computing hours of work for overtime pay. 
 
Section 11.​ Meal Period. 
 
A bona fide meal period is a span of at least 30 consecutive minutes (never less) during which an 
employee is completely relieved of duty and free to use the time for his purposes.  It is not 
counted as hours worked or paid time.  Any meal period of less than 30 consecutive minutes and 
not taken away from work area must be paid as hours worked. 
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Section 12.​ Exempt Employees - Bonus Time Off. 
 
Employees exempted from overtime compensation are expected to perform the duties required in 
their jobs, regardless of the amount of time involved.  However, the town wishes to treat all of its 
employees fairly, and also recognizes the physical and psychological health implications created 
by excessive overtime.  Therefore, exempt employees shall be allowed to accumulate bonus time 
on an hour for hour basis up to a maximum of 120 hours.  Exempt employees may be allowed to 
take bonus time in the same manner as vacation leave; with the prior approval of the employee's 
supervisor.  Upon termination of employment with the town the employee shall not be paid for 
unused bonus time. 
 
The Town Manager may authorize exceeding the limit when it is deemed necessary. 
 
Section 13.​ Use of Compensatory Time. 
 
An employee shall be permitted to use accrued compensatory time within a reasonable period 
after it is requested if it would not unduly disrupt the operations of the town.  The town manager, 
or his designee, shall approve use of compensatory time in advance of its use. 
 
All compensatory time earned and taken shall be properly documented on the employee's 
attendance record. 
 
Compensatory time will be used before vacation and sick time. 
 
Section 14.​ Training Time. 
 
Required attendance at training sessions, workshops, and other meetings, whether before, during 
or after the employee's regular work schedule, is work time.  Voluntary attendance at training 
sessions, workshops, and other meetings is not work time.  Attendance is voluntary only if the 
employee is not led to believe that his working conditions or continued employment would be 
adversely affected by non-attendance. 
 
Section 15.​ Travel Time. 
 
Travel to and from home before and after the regular workday is ordinary home-to-work travel 
which is a normal incident of employment.  This is true whether the work be at  a fixed location 
or at different job sites.  It is not considered work time. 
 
Traveling outside the Town of Liberty for training, meeting, or other work related assignment 
should be counted as work time. Such travel cannot be regarded as ordinary home-to-work travel 
occasioned merely by the fact of employment. 
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Time spent traveling for training, meetings, from one job-site to another, and other work related 
assignments is considered hours worked.  Time spent driving, or if required to ride or assist with 
driving, or performing work while traveling is compensable work time.  Time spent by an 
employee in travel as part of their principal activity, such as travel from job site to job site during 
the workday, must be counted as hours worked. 
  
Time spent traveling during normal work hours (as defined by the employee’s regular schedule) 
it should be recorded as work time. Time spent driving a city-owned vehicle or the employee's 
private automobile counts as hours worked even if outside of the employee’s  normal working 
hours.   
 
If the travel occurs outside of the employee’s normal working hours, and/or the employee is a 
passenger, it should be recorded as compensatory time earned. If an employee chooses to drive 
versus taking public transportation the employer may count as hours worked either the time spent 
driving or the time that would have had to be counted if public transportation had been taken.   
 
Time spent away from work and traveling duties such as on a bona fide meal break or in 
provided sleeping facilities is not considered work.  
 
Exempt employees  may be granted compensatory leave as a result of travel in accordance with 
the compensatory leave policy. 
 
Section 16.​ Volunteers. 
 
Excluded from the definition of "employee" and thus from coverage of the Fair Labor Standards 
Act, are individuals who volunteer services to the town and who volunteer services without 
compensation, but are paid expenses, reasonable benefits, or a nominal fee. 
 

ARTICLE VI: SEPARATION AND DISCIPLINARY ACTION 
 
Section 1.​ Types of Separation. 
 
All separations of employees from positions in the service of the town shall be designated as one 
of the following types and shall be accomplished in the manner indicated: resignation, reduction 
in force, disability, retirement, dismissal, or death. 
 
Section 2.​ Resignation. 
 
An employee who desires to terminate his employment with the town must give written notice to 
his immediate supervisor and town manager two (2) weeks prior to his last intended day of 
employment.  Resigning department heads shall give four (4) weeks notice.  An employee who 
does not provide the required notification shall have recorded on his service record that he 
resigned without giving proper notice.  Final pay may be held for up to one (1) week for 
employees failing to give proper notice to insure that all charges for equipment, uniforms, etc. 
have been deducted.  An employee who is absent from work three (3) consecutive days without 
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reporting to his supervisor the reason for his absence shall be considered to have terminated his 
employment without notice, and notation to this effect shall be recorded on the employee's 
service record. 
 
Section 3.​ Reduction in Force. 
 
The town manager, with the approval of the town council, has the authority to call for a reduction 
in force.  In the event a reduction in force becomes necessary, consideration shall be given to the 
quality of each employee's past performance, the need for the employee's service, and seniority 
in determining those employees to be retained.  Employees who are laid off because of reduction 
in force shall be given at least two (2) weeks notice of anticipated lay-off and will be given first 
opportunity to return to work should an opening become available commensurate with his skills.  
No regular employee shall be separated while there are temporary employees serving in the same 
class in the department unless the regular employee is not willing to transfer to the position held 
by the temporary employee.  Under the provisions of reduction in force, the town manager has 
the options to make changes in work time and/or work load to accomplish the reduction. 
 
Section 4.​ Disability. 
 
An employee may be separated for disability when the employee cannot perform the required 
duties because of a physical or mental impairment.  Action may be initiated by the employee or 
the town, but in all cases it shall be supported by medical evidence.  The town may require an 
examination at its expense and performed by a physician of its choice.  Before an employee is 
separated for disability, a reasonable effort shall be made to locate alternative positions within 
town service for which the employee may be suited. 
 
Section 5.​ Retirement. 
 
Town employees participate in and are eligible to retire under the North Carolina Local 
Governmental Employees Retirement System.  Any employee who is planning to retire must 
submit a written request to the director of finance two (2) months prior to the planned effective 
retirement date.  (Note: The Local Government Employees Retirement System may require more 
or less time than the town to process retirement benefits.) Those employees retiring from town 
service shall be paid for vacation leave within the maximum accrual limits not used.  Employees 
may apply unused sick leave to retirement credit. 
 
Section 6.​ Death. 
 
All compensation due to an employee who dies while employed by the town will be paid to the 
estate of the deceased employee.  The date of death shall be recorded as the separation date for 
computing compensation due. 
 
 
Section 7.​ Disciplinary Actions. 
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Disciplinary actions may be enforced if an employee's work performance or personal conduct is 
unsatisfactory.  Depending upon the circumstances one or more of the following kinds of 
disciplinary actions may be taken:  counseling, oral reprimand, official written reprimand, 
withholding of merit pay increase, suspension, demotion, transfer or dismissal.  Department 
heads have the primary responsibility to conduct and administer initial disciplinary action and 
recommend to the town manager actions including withholding of merit pay increase, 
suspension, demotion, transfer or dismissal.  In some departments, supervisors may be delegated 
disciplinary authority over sub-division or work units as directed by the department head in 
consultation with the town manager.  The town manager shall have the authority to administer 
any of the aforementioned forms of discipline. 
 
An employee whose work performance is unsatisfactory should receive two warnings; both must 
be in writing, before disciplinary action resulting in dismissal is taken.   
 
Because of substantial differences between failure in performance of duties and failure in 
personal conduct, the disciplinary actions for each may be carried out differently.  In all cases the 
employee shall receive a written summary of charges and actions taken, a copy of which shall go 
into his personnel file. 
 
Section 8.​ Disciplinary Actions for Failure in Performance of Duties. 
 
An employee whose work is unsatisfactory over a period of time shall be notified in writing by 
the employee's immediate supervisor in what way the employee's work is deficient and what 
must be done if the work is to be satisfactory.  Unsatisfactory work performance includes aspects 
of the employee's job which do not meet the standards set by the supervisor and the town 
manager.  
 
Section 9.​ Progressive Steps of Discipline. 
 
The progressive steps of discipline outlined below should normally be taken with an employee 
whose performance is unsatisfactory.   
 
a.​ Oral Warning(s) - The supervisor, or town manager, shall talk privately with the 

employee and discuss the following: 
 

1.​ Inform the employee that the discussion is a warning and not some other 
non-disciplinary process such as counseling; 

 
2.​ Inform the employee how he has not met the performance requirements of the job 

and why his performance has been unsatisfactory; 
 

3.​ Tell the employee specific actions he needs to take, and the time frame for taking 
such actions, to improve performance to a satisfactory level. 
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4.​ Tell the employee of the consequences of failing to make the required 
improvements; 

 
5.​ The person conducting the meeting should record the date of the meeting, and 

other necessary information for any future use, and place a copy of the notes in 
the employee's personnel file. 

 
6.​ It is recommended that the supervisor allow the employee to respond to the specific 

reasons why performance has been unsatisfactory.  In some cases this may affect the 
supervisor's decision on whether to discipline an employee. 

 
7.​ Supervisor’s notes of the oral warning will remain in effect and active in an employee’s 

file for 18 months unless otherwise noted. 
 
b.​ Initial Written Warning - If the oral warning(s) have not caused an improvement in the 

employee's performance, the supervisor, or town manager, shall prepare a written 
summary of the performance problem(s) as outlined below.  The supervisor, or town 
manager, shall present the written warning to the employee and discuss its contents, 
which should include the following: 

 
1.​ Date(s) and points covered in previous warning(s); 

 
2.​ A description of specific performance problem(s); 

 
3.​ Specific actions the employee needs to take to improve performance to a 

satisfactory level; 
 

4.​ A general time frame allowed for improvement; 
 

5.​ A strong notice that continuation of the performance problem(s) will result in 
more severe disciplinary action up to and including dismissal. 

 
6.​ The warning will remain in effect for 18 months, unless otherwise noted, and even if the 

employee’s performance improves.  Any violation of the personnel policy within this period 
will result in a final written warning. 

 
The written warning should be signed by the employee with a copy being placed in the 
employee's personnel file.  The employee's failure to sign the written warning does not affect 
the validity of the warning.  The supervisor, or town manager, should indicate on the warning 
that the employee refused to sign it. 

 
c.​ Final Written Warning - If previous warnings have not been effective, the employee 

should be given a final warning before being dismissed or demoted.  Before issuing the 
final written warning, the town manager should review the contents of the previous 
warnings and take the following steps: 
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1.​ Prepare a final written warning outlining the points covered in the previous 

warnings. 
 

2.​ Conduct a disciplinary conference with the employee and discuss the specific 
reasons for the action, the necessary improvements and the time allowed to make 
improvements. 

 
3.​ Present the final written warning to the employee and indicate that failure to 

correct the unsatisfactory performance may result in dismissal. 
 
If all efforts have failed to improve the performance of the employee the following steps should 

be taken to dismiss an employee: 
 

1.​ A written summary of the case shall be prepared by the town manager along with 
a decision for the action to be taken; 

 
2.​ A pre-dismissal conference shall be held between the town manager and the 

employee for the purpose of presenting the employee with the specific reason(s) 
for the dismissal.  The employee shall have the right to respond at the 
pre-dismissal conference; 

 
3.​ The town manager will notify the employee of the action taken and will provide 

the employee with a written copy of the decision.  Such written notice shall 
include an indication of the employee's right to appeal.  A copy of the action shall 
be placed in the employee's file. 

 
Section 10.​ Disciplinary Actions for Failure in Personal Conduct. 
 
An employee may be suspended or dismissed for causes relating to personal conduct detrimental 
to service with the town in order to avoid undue disruption of work, to protect the safety of 
persons or property, or for other serious reasons. 
 
Section 11.​ Immediate Disciplinary Suspension and/or Dismissal. 
 
An employee may be suspended or dismissed without warning for reasons relating to personal 
conduct detrimental to the town, gross dereliction of duties or job performance. 
When an employee is suspended immediately, the following steps shall be taken by the town 
manager or designee: 
 
a.​ He will tell the employee to leave the worksite at once and either report back the next day 

or remain away until further notice. 
 
b.​ He should determine if the suspension is with or without pay. 
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c.​ He shall clearly document all facts leading to the suspension.  A written summary should 
be prepared giving the circumstances and facts which led to the decision for suspension 
and include a final decision whether the employee should be dismissed or retained.  A 
final decision should be made within 45 days of the initial suspension.  A copy of the 
written action should be filed in the employee's folder and a copy furnished to the 
employee. 

 
Section 12.​ Right of Appeal. 
 
An employee may appeal disciplinary action taken against him through the town's grievance 
procedure as described in Article VII of this manual. 
 
Section 13.​ Non-Disciplinary Suspension. 
 
During the investigation, hearing or trial of an employee on any criminal charge or during the 
course of civil action involving an employee, the town manager may suspend the employee 
without pay for the duration of the proceeding as a non-disciplinary action.  However, the 
investigation, hearing, trial, or civil action must involve matters that may form the basis for 
disciplinary suspension, demotion or dismissal in order for the non-disciplinary suspension to be 
allowed. 
 
Section 14. ​ Reinstatement. 
 
An employee who resigns while in good standing or who is separated because of reduction in 
force may be reinstated within one (1) year of the date of separation.  An employee who is 
reinstated shall be credited with previous service and previously accrued sick leave and will 
receive all benefits provided in accordance with this policy.  The salary paid to an reinstated 
employee shall be as close as reasonably possible, given the circumstances of each employee's 
case, to the salary previously attained by the employee in the salary range for the previous class 
of work, plus any across-the-board pay increases. 
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ARTICLE VII: GRIEVANCE PROCEDURES 
 
Section 1.​ Policy Statement. 
 
The town desires to resolve employee complaints and grievances in a fair and equitable manner.  
Employees whose grievances result from work situations deserve and have the right to submit 
grievances for orderly resolution with complete freedom from discrimination, coercion, 
recrimination, restraint, or reprisal.  The resolution of grievances promotes more effective 
employer-employee relationships and is in the best mutual interests of all affected parties. 
 
The following are objectives of the town's grievance procedure: 
 
Assure employees of a way in which they can get their problems or complaints considered 
rapidly, orderly, fairly, and without fear of reprisal. 
 
Encourage the employee to express himself about how the conditions of work affect him as an 
employee. 
 
Foster better employee understanding of policies, practices, and procedures. 
 
Provide employees with assurance that actions are taken in accordance with policies. 
 
Provide a check on how policies are carried out. 
 
Section 2.​ Coverage. 
 
The provisions of this procedure shall apply to all the town's employees.  The town manager has 
the authority to hire, supervise, discipline, and dismiss employees. 
 
Section 3.​ Grievance – Definition. 
 
A grievance is a claim or complaint based upon an employment action. 
 
Section 4.  ​ Grievance Procedure. 
 
All grievable disputes, as defined in the preceding sections, will be administered in the specified 
manner and processed within the stated time limits unless a time extension is mutually agreed 
upon.  Failure by the employee to process a complaint within the stated time limits, or agreed 
upon extension, shall constitute termination of the complaint.  At each step of the grievance 
process where written documentation is required, the director of finance shall receive a copy to 
put in the employee's permanent file.  The employee filing a grievance shall have the right to 
have a representative present at each step of the process that may observe, but not directly 
participate.  The employee should first present the grievance in writing to his immediate 
supervisor as soon as possible after its occurrence and always within a reasonable time period. 
The supervisor may consult with any employee or officer necessary to reach a correct, impartial, 
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and equitable determination of the matter.  The supervisor shall give the employee an answer as 
soon as possible and always within a reasonable time period.  Supervisor decisions may be 
appealed to the town manager who shall consult with any employee or officer necessary to reach 
a correct, impartial, and equitable determination of the matter.  The manager shall respond to the 
grievance as soon as possible and always within a reasonable time period. 

 
ARTICLE VIII: EMPLOYEE BENEFITS 

 
Section 1.​ Group Health Insurance. 
 
The town shall make available to all regular, full-time employees medical insurance coverage at 
a rate to be determined annually by Council as part of the budget process.  A maximum waiting 
period of 30 days may be required before the coverage takes effect. The employee may elect to 
obtain dependent coverage at his own expense through payroll deduction.  
 
Under the Consolidated Omnibus Budget Reconciliation Act (COBRA), health benefits must be 
continued, at the employee's or dependent's request and expense after termination of employment 
in certain circumstances.  Health insurance coverage must be extended at the employee's expense 
for 18 months if: 
 
a.​ employment is terminated (unless terminated due to gross misconduct); or 
b.​ hours worked are reduced causing the employee to be ineligible under the terms of the 

plan. 
 
Coverage for dependents, at the dependent's expense, may be extended for 36 months if their 
coverage is terminated due to: 
 
a.​ death of covered employee; 
b.​ divorce or legal separation; 
c.​ employee's entitlement to Medicare; or 
d.​ a dependent child ceasing to be a dependent under the terms of the plan. 
 
Section 2.​ Group Life Insurance. 
 
The town shall provide fully paid life insurance to all regular, full-time employees.  An employee 
is eligible for coverage 30 days after being hired. 
 
Section 3.​ Retirement Plan. 
 
All new, regular, full-time employees, current employees, and those working a minimum of 
1,000 hours per year are required to enroll in the North Carolina Local Governmental 
Employees' Retirement System. 
 

 
44 



 

The town will pay the employer's portion and deduct the employee's portion from his paycheck 
weekly or bi-weekly, depending on the employee's pay schedule.  Enrollment is effective upon 
the employees first day of employment with the town. 
 
The North Carolina Local Governmental Employees' Retirement System is described in the 
member handbook, which can be found online at the Department of Revenue Website or: 
https://www.myncretirement.com/retirees/benefits/member-handbooks.  
 
Section 4.​ Training and Educational Incentives. 
 
The town recognizes the need to encourage its employees to acquire job-related training and to 
further their education through accredited programs and institutions.  Therefore, with the prior 
knowledge and concurrence of the town manager, the town will, if funds are available, provide 
reimbursement for expenses incurred in completing job-related training sessions, seminars, or 
workshops which relate directly to the employees' duties and responsibilities with the town.  
Reimbursement for expenses will be limited to registration fees, reimbursement for use of private 
vehicle at the prevailing rate allowed by the Internal Revenue Service for business mileage, 
lodging expenses which must be documented by receipts and meals costs which must also be 
documented by receipts.  Claims for reimbursement of expenses must be approved by the town 
manager before submission to the director of finance for reimbursement.  The town manager has 
the discretion to increase an employee’s salary up to 5% of its current gross for each individual 
certification obtained beyond the basic qualification of the classification. 
 
Section 5.​ Worker's Compensation. 
 
Employees are covered by the North Carolina Workers Compensation Act and are required to 
report all injuries arising out of and in the course of employment to their immediate supervisors 
at the time of the injury so that appropriate action can be taken at once. 
 
During the first five (5) working days following a job-related injury, the town will continue to 
pay the employee's weekly salary.  On the eighth calendar day following the injury, the employee 
will become eligible to receive Workers Compensation payments equal to two-thirds of his 
weekly earnings, but no more than the maximum weekly salary set by the North Carolina 
Industrial Commission, and will be removed from the town payroll. 
 
If a claim for worker's compensation is denied by the insurance carrier, the employee will be 
allowed to use accumulated sick and annual leave, and then be placed on leave without pay 
status.  Otherwise, the employee may elect to maintain his accrued leave and be placed on leave 
without pay immediately. 
 
If the employee is disabled for 28 days, since he already received his full pay from the town, he 
must reimburse the town for the Worker's Compensation payment he received for the first five 
(5) work days he was injured. 
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It may be necessary to terminate the employment of an employee who is determined medically to 
be unable to return to work because of his injury.  This determination shall be made following a 
formal evaluation of his case, including a medical examination at the town's expense performed 
by a physician of the town's choice.  If an employee does not return to work because of medical 
reasons he may be eligible to retire under the provisions of disability retirement.  If the employee 
becomes able to return to work, he may apply for any vacant town position for which he is 
capable and receive priority consideration over other qualified candidates.  He may be required 
to undergo a medical examination before returning to work.  
 
Section 6.​ Supplemental Retirement Plan and Deferred Compensation. 
 
All regular, current, full-time employees, who are eligible to enroll in the North Carolina Local 
Government Employees Retirement System, may participate in a supplemental retirement plan 
[Section 401-K of the Internal Revenue Code] established in their name. Enrollment is effective 
upon the employees first day of employment with the town. 
 
Employees must contribute a minimum of $20.00 per month.  The Town, as employer, will also 
make a contribution equivalent to three percent (3%) of an employee’s monthly base salary to 
each employee’s supplement retirement and deferred compensation plan. 
 
Employees may participate in both the 401-K plan and other tax deferred and pre-tax plans.  
Employees should be aware that certain tax limitations govern the maximum amount of 
contributions that can be made to all types of tax deferred and pre-tax plans within one tax year.  
More information on maximizing contributions and tax implications can be obtained from the 
Town Manager’s Office. 

 
46 



 

ARTICLE IX: LEAVES OF ABSENCE 
 
Section 1.​ Holidays Observed. 
 
The following days and such other days as the town council may designate, are holidays with 
pay for regular town employees.  
  
New Year's Day​ ​ ​ January 1 
Martin Luther King, Jr. Day​ ​ Third Monday in January 
Good Friday​ ​ ​ ​ Friday before Easter Sunday 
Memorial Day​​ ​ ​ Last Monday in May 
Independence Day​ ​ ​ July 4 
Labor Day​ ​ ​ ​ First Monday in September 
Veteran’s Day​ ​ ​ ​ November 11th 
Thanksgiving ​​ ​ ​ Fourth Thursday and Friday in November 
Christmas​ ​ ​ ​ According to the schedule shown below 
 
When a holiday, other than Christmas Day, falls on a Saturday or a Sunday, Monday shall be 
observed as a holiday unless otherwise amended by the town council. 
 
When Christmas Day falls on:​ The town observes: 
Sunday​ ​ ​ ​ Friday and Monday 
Monday​ ​ ​ ​ Monday and Tuesday 
Tuesday​ ​ ​ ​ Monday and Tuesday 
Wednesday​ ​ ​ ​ Monday, Tuesday and Wednesday 
Thursday​ ​ ​ ​ Thursday and Friday 
Friday​ ​ ​ ​ ​ Thursday and Friday  
Saturday​ ​ ​ ​ Friday and Monday  
 
Holiday pay, for part-time employees having a workweek of 20 hours or more, shall receive pay 
for 50% of an eight-hour holiday period. 
 
Section 2.​ Forfeiture of Right to Holiday. 
 
Employees forfeit their rights to payment for holidays plus the day missed if they have an 
unexcused absence on the last regular work day preceding the holiday or on the first regular 
work day following the holiday. 
 
Section 3.​ Effect of Work on Holidays on Other Types of Paid Leave. 
 
Regular holidays which occur during a vacation, sick or other paid leave period of any employee 
of the town shall not be charged as vacation, sick, or other paid leave. 
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Section 4.​ Holidays - When Work is Required. 
 
The town recognizes that many employees are required to work on holidays to provide essential 
services to the citizens of the town and that this hardship should be compensated.  Therefore, 
employees, with the exception of law enforcement employees, who are required to work on 
designated holidays shall be given, in addition to regular salary, a compensatory day off within 
two (2) months of the holiday worked.  Actual hours worked on a holiday shall be recorded and 
included in determining total hours for the work week for the purpose of calculating overtime 
payments. 
 
Section 5.​ Vacation Leave – Policy. 
 
Vacation leave shall be used for rest and relaxation, for medical appointments and absences due 
to sickness when sick leave is exhausted, and for unexcused absences due to adverse weather 
conditions. 
 
Employees are encouraged to request leave during each year to renew their physical and mental 
capabilities.  All employees should take at least five (5) consecutive days of vacation leave in 
each calendar year. 
 
Requests for vacation must be received by the supervisor at least twenty-four (24) hours in 
advance of the time vacation leave is to start.  Some departments may have advanced notice 
requirements greater than twenty-four hours depending on the demands of the operational 
schedule.  For record keeping purposes any hours noted as vacation over 240 hours are 
considered sick leave.  Annually those balances will be reconciled. 
 
Section 6.​ Vacation Leave – Accumulation. 
 
All regular, introductory, and trainee employees of the town shall earn vacation leave at the 
following approximate rate: 
 

Length of Service Hours Earned Each Pay 
Period 

Days Earned in One-Year 

Less than 1 Year 2 hours 6 days 

1 but less than 10 years 4 hours 12 days 

10 but less than 18 years 5 hours 15 days 

18+ years 6 hours 18 days 

 
 
The exact amount of accrued vacation leave shall be determined in accordance with a formula 
established within the town’s payroll system. 
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Vacation leave may accumulate to a maximum of 240 hours.  When the maximum has been 
accumulated, no additional vacation leave shall be accumulated until some of the accrued leave 
is taken.  Time taken off by employees using approved leave with pay, or receiving worker's 
compensation benefits, shall be counted as time worked for the purpose of earning vacation 
leave. 
 
Persons hired on or before the 15th of the month shall earn vacation leave for that month.  Those 
hired after the 15th of the month begin earning vacation leave on the first of the following 
month. 
 
Part-time employees having a workweek of 20 hours or more shall earn 50% of the vacation 
leave listed in the above chart. 
 
Vacation leave accumulated over 240 hours shall be deducted from vacation leave record and 
credited to sick leave as it is earned. 
 
Section 7.​ Vacation Leave – Advancement. 
 
Under extenuating circumstances, an employee may be advanced vacation leave.  Such 
advancement of leave will be made only with the approval of the town manager. 
 
Section 8.​ Vacation Leave – Use and Reporting. 
 
Vacation leave may be taken as earned by the employee, subject to the approval of the town 
manager or immediate supervisor, except in the case of a new employee.  New employees may 
earn but may not take vacation leave during their six-month (6) introductory period.  However, if 
a new employee has accrued vacation leave, he may be allowed to take it in extenuating 
circumstances with the approval of the town manager. 
 
All requests for vacation leave must be approved in advance by the supervisor or town manager.  
Minimum vacation leave that can be taken is one (1) hour.  Vacation leave taken in excess of one 
hour will be charged in increments of 15 minutes. 
 
An employee will not be permitted to work for the town at the same time he is on vacation leave. 
 
Under no circumstances shall an employee be paid for accumulated or unused vacation leave 
while still in the employment of the town. 
 
Section 9.​ Vacation Leave - Payment of Leave upon Termination of Employment. 
 
Upon termination of employment with the town for whatever reason, an employee must have 
worked through the 15th of the month of termination to earn vacation leave for that month.  At 
the time of an employee's separation, any advanced vacation leave owed the town shall be 
deducted from the employee's final compensation. 
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Upon submission of a resignation, an employee shall be eligible to be paid for vacation leave 
accumulated to the date of separation, not to exceed the maximum 240 hours. 
 
An employee, who is involuntarily separated without failure in performance of duties or personal 
conduct, as outlined in Article VI, shall be paid for vacation leave accumulated to the date of 
separation, but not to exceed 240 hours. 
 
For involuntary separation due to failure in performance of duties or personal conduct, 
accumulated vacation leave may be withheld, given the circumstances of each employee's case, 
at the discretion of the town manager. 
 
Section 10.​ Vacation Leave - Payment of Vacation Leave upon Death. 
 
The estate of an employee who dies while employed by the town shall be entitled to payment of 
all of the accumulated vacation leave credited to the employee's account, not to exceed 240 
hours. 
 
Section 11.​ Sick Leave – Policy. 
 
Sick leave with pay is a privilege granted by the town for the benefit of an employee when sick 
or injured or when tending to an immediate family member.  Sick leave may also be used for 
medical appointments, death in the immediate family, and exposure to a contagious disease when 
continuing to work could jeopardize the health of others. 
 
An employee may take up to three (3) days of sick leave for a death in the immediate family.  
Additional sick leave may be granted with the approval of the town manager. 
 
Temporary employees are not entitled to earn sick leave.  Temporary employees must take leave 
without pay for days missed due to sickness. 
 
Section 12.​ Maternity Leave and Other Parental Leave. 
 
In accordance with the town's policy on Equal Employment Opportunity, female employees shall 
not be penalized in their employment because they require time away from work caused by or 
contributed to by pregnancy, miscarriage, abortion, childbirth and recovery.  Disabilities resulting 
from pregnancy, for sick leave purposes, shall be treated the same as any other temporary 
disability suffered by an employee.  Accumulated sick leave may be used for the period of actual 
disability.  Since there is no certainty as to when disability actually begins and ends, a doctor's 
certificate shall be required verifying the employee's period of temporary disability. 
 
In addition to the time of actual disability, an employee is entitled to take additional maternity 
leave up to a maximum of six (6) months.  Total leave time may not exceed six (6) months, 
which is to include paid and unpaid leave.  An employee may use any combination of sick leave, 
vacation leave, compensatory time, and unpaid maternity leave to make up the total six (6) 
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months. An employee who is eligible for Maternity Leave and Other Parental Leave will also be 
eligible for Sick Leave Sharing under Article IX Section 17.  
 
Employees who wish to take leave to care for a small child after birth or adoption are entitled to 
six (6)  weeks of parental leave. This would apply to either parent. Total leave time may not 
exceed six (6) weeks which is to include paid and unpaid leave. An employee may use a 
combination of sick leave, vacation leave, compensatory time, and unpaid parental leave to make 
up the total six (6) weeks. 
 
Section 13.​ Sick Leave – Accumulation. 
 
Each full-time regular and introductory employee shall earn sick leave at the rate of one (1) day 
per month.  Part-time regular and introductory employees having a workweek of 20 hours or 
more shall earn sick leave at a rate of one (1/2) day per month.  Employees hired on or before the 
fifteenth of the month earn sick leave for that month and those hired after the fifteenth of the 
month begin earning sick leave on the first of the following month. 
 
Time taken off by employees using approved leave, or time off under worker's compensation, 
shall be counted as time worked for the purpose of sick leave accumulation. 
 
There is no maximum accumulation for sick leave.  Unused sick leave may be applied toward 
retirement credit, under the rules of the North Carolina Local Government Employees 
Retirement System (LGERS). 
 
Section 14.​ Sick Leave - Use and Reporting. 
 
Sick leave must be charged as used.  All employees shall be eligible to use sick leave as soon as 
it is earned.  Sick leave must be reported in 30 minute increments. 
 
Employees are required to notify their supervisors as soon as possible at the beginning of the 
regular work day, if they are unable to be at work because of illness. 
 
Section 15.​ Sick Leave - Physician's Certification. 
 
For all absences due to illness extending beyond three (3) days, a physician's certificate 
providing proof the employee was unable to work due to illness, injury, or illness in the 
employee's family, may be required.  A physician's certification regarding an employee's ability 
to return to work after an illness or injury may also be required.  The town manager has the 
authority to request the certification.  The town manager also may require a doctor's statement 
for any sick leave taken if circumstances warrant. 
 
Failure of an employee to provide requested proof shall constitute a reason for nonpayment of 
the days taken.  Such action may also be construed as grounds for further disciplinary action. 
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Section 16.​ Sick Leave - Payment upon Separation. 
 
Employees will not be paid for any portion of unused sick leave when they leave the 
employment of the town, for any reason. 
 
Section 17.​ Sick Leave Sharing. 
 
There are occurrences brought about by serious and prolonged medical conditions that cause 
employees to exhaust all available leave and therefore be placed on leave-without-pay.  It is 
recognized that such employees forced to go on leave-without-pay could be without income at 
the most critical point in their work life.  It is also recognized that fellow employees may wish to 
voluntarily donate some of their sick leave so as to provide an opportunity for employees to 
assist another affected by a medical condition that requires absence from duty for a period of 
time resulting in possible loss of income due to lack of accumulated leave. 
 
This policy and program will provide the opportunity for one (1) employee to help another on a 
one-to-one, personal basis.  It does not permit "banking" of leave. 
 
In those cases of serious or prolonged medical conditions, an employee may apply for or be 
nominated to become a recipient of leave transferred from the sick leave account of another 
employee.  For purposes of the sick leave sharing policy, serious or prolonged medical condition 
means a medical condition of an employee or a family member of such employee that is likely to 
require an employee's absence from duty for a prolonged period of time and to result in a 
substantial loss of income to the employee due to the exhaustion of leave in the employee's leave 
account.  The intent of this policy is to allow one (1) employee to assist another in case of a crisis 
involving a serious or prolonged medical condition.  It is not the intent of this policy to apply to 
incidental, normal, short-term medical conditions. 
 
The use of sick leave on a shared basis for any purpose other than specified by this policy is 
prohibited. 
 
Participation in this program is limited to 1,040 hours, either continuously or for the same 
condition on a recurring basis.  Management may grant employee continuation in the program, 
month-by-month, for a maximum of 2,080 hours, if management would have otherwise granted 
leave without pay. 
 
An employee on workers compensation leave who is drawing temporary total disability 
compensation may be eligible to participate in this program.  Use of shared sick leave under the 
workers' compensation program would be limited to use during the required waiting period. 
 
To participate, an employee must meet the following qualifications: 
 
A.​ Employee must be in a regular, introductory, or trainee status. 
 

 
52 



 

B.​ The recipient shall apply, or be nominated by a fellow employee to participate in the 
program (see Appendix B). 

 
C.​ Employee must sign a release statement to allow the status of the medical condition to be 

known, prior to making the status public (see Appendix B). 
 
D.​ The town manager shall review the merits of the application and approve or disapprove.   
 
F.​ Establishment of a leave "bank" for use by unnamed employees is expressly prohibited. 
 
The following are participation requirements: 
 
A.​ The minimum amount to be donated is four (4) hours; the donor must complete a request 

form (see Appendix C). 
 
B.​ An employee must have exhausted all sick and vacation leave to become eligible to use 

shared sick leave; employees who are not exempt from the Fair Labor Standards Act 
must have also exhausted all compensatory time and overtime. 

 
C.​ The maximum amount of leave to be donated by one individual is to be no more than 96 

hours; however, the amount donated is not to reduce the donor's sick leave balance below 
48 hours. 

 
D.​ An employee may not directly or indirectly 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 sick 
leave under this program.  Such action by an employee shall be grounds for disciplinary 
action up to and including dismissal on the basis of personal conduct.  Individual leave 
records are confidential and only individual employees may reveal their donation or 
receipt of leave.  The employee donating leave can not receive remuneration for the leave 
donated. 

 
The town manager will establish a clear and accurate record keeping system for financial and 
management audit purposes. 
 
Withdrawals from the recipient's sick leave account will be charged according to usual leave 
policies. 
 
At the expiration of the medical condition, any unused leave in the recipient's sick leave account 
shall be returned to the donor(s) on a pro rata basis.  Fractions of one hour shall not be returned 
to an individual donor. 
 
Employees using sick leave shared time shall continue to accrue sick, vacation, and holiday 
leave; however, such leave must be used in place of shared leave as soon as it accrues. 
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Sick leave donations are not tax deductible. 
 
Note:  Donation of sick leave could result in possible reduction in sick days available for transfer 
to the retirement system at the time of the donating employees' retirement. 
 
The town manager is responsible for administering the program, and he will review it annually to 
determine its effectiveness and fiscal impact on the town. 
 
Section 18.      FMLA – Policy 
 

a.​ The Family and Medical Leave Act (FMLA) is designed to help employees balance their work 
and family responsibilities by allowing them to take reasonable unpaid leave for certain family 
and medical reasons. It also seeks to accommodate the legitimate interests of employers and 
promote equal employment opportunity for men and women. 

 
b.​ FMLA applies to all public agencies with 50 or more employees. The Town must provide an 

eligible employee with up to 26 weeks of unpaid leave each year. 
 

c.​ Employees are eligible for Family Medical Leave if they have been employed by the Town for at 
least twelve (12) months and have worked at least 1,250 hours in the twelve (12) months 
preceding the start of the leave. Military leave counts as hours worked.  

 
d.​ Eligible employees may request up to twelve (12) weeks of Family Medical Leave for the 

following reasons:  
 

i. Employees may request a Family Medical Leave to provide care for a child following the 
child’s birth, adoption or foster placement in the employee’s home. This leave must conclude 
twelve (12) weeks after the child is born, adopted, or placed in the employee’s home.  
 
ii. Employees may request Family Medical Leave to provide care for a child, parent or spouse 
who has a serious health condition as certified by a licensed physician.  
 
iii. Employees may request Family Medical Leave if they are unable to work due to their own 
serious health condition as certified by a licensed physician.  
 
iv. Qualified Exigency Leave for Families of Members of the National Guard or Reserves or of a 
Regular Component of the Armed Forces: An employee whose spouse, son, daughter or parent 
has been notified of an impending call or order to cover active military duty or who is already on 
covered active duty may request Family Medical Leave as certified by the call-up notice. This 
type of leave may commence as soon as the individual receives the call-up notice.  

 
e.​ Eligible employees may request up to twenty-six (26) weeks of Family Medical Leave for the 

following reason:  
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i. Military Caregiver Leave:  
 

Employees may request a leave of absence to care for an injured or ill covered service 
member or veteran. An employee whose son, daughter, parent, or spouse, is a covered service 
member or an employee who is the next of kin of a covered service member, may take up to 
twenty-six (26) weeks in a single 12-month period to care for that service member. An 
employee who has used twenty-six (26) weeks of Military Caregiver Leave is not entitled to 
an additional twelve (12) weeks of Family Medical Leave, for other qualifying reasons, that 
may occur later that year.  

 
Section 19.      FMLA – Leave Duration  
 

a. Up to Twelve (12) Work Weeks: For the birth, adoption or placement of a child, serious health 
condition of the employee or the employee’s qualifying family member; or due to a qualifying 
exigency.  
 
b. Up to Twenty-Six (26) Work Weeks: To care for an injured service member.  
 
c. Family Medical Leave can be taken intermittently or on a reduced work schedule if there is a 
medical need. The employee should make a reasonable effort to schedule treatment so as not to 
unduly disrupt the operations of the Town. Whenever possible, employees should provide notice to 
their immediate supervisor prior to scheduling any medical treatment in order to allow for operational 
and staffing needs. Supervisors do not have authority to deny requests for Family Medical Leave 
under any circumstances, even if the employee does not notify them in advance of their medical 
treatment. When an employee takes leave on an 3 intermittent or reduced leave schedule, only the 
amount of leave actually taken may be counted toward the employee’s intermittent leave entitlement. 
Time taken must be reported on the employees timecard and tracked by Human Resources. 
Arrangements for intermittent leave may be made using the following schedule accommodations:  

 
i. Unplanned increments of hours or days that an employee is absent from work due to a 
qualifying reason as defined in this policy.  
 
ii. A reduction in an employee’s usual number of working hours per work week or per work day 
to accommodate scheduled appointments or leaves of absences.  
 
iii. A change in an employee’s regular work schedule for a period of time.  
 
iv. In cases where intermittent leave or a reduced schedule has been approved, the Town reserves 
the right to temporarily reassign the employee with no loss of pay or benefits to a different job or 
to a part-time position for the duration of the leave, whichever better accommodates the 
employee’s need for leave and the department’s operational needs.  
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v. Will run concurrently with worker's compensation leave during a work-related injury/illness 
when an employee qualifies for intermittent Family Medical Leave.  

 
Section 20.      FMLA – Application Process  
 

a. When to Apply for Family Medical Leave  
 

i. Employees seeking to use Family Medical Leave are required to provide a 30-day advance 
notice of the need to take Family Medical Leave when the need is foreseeable and such notice is 
practical. If leave is foreseeable, less than 30 days in advance, the employee must provide notice 
as soon as practical – generally, either the same or the next business day.  
 
ii. When the need for leave is not foreseeable, the employee must provide notice to the employer 
as soon as practical under the facts and circumstances of the particular case.  

 
Section 21.      FMLA – Application Submission  
 

a. In order to prepare for their leave, employees should contact Human Resources immediately to 
discuss the Family Medical Leave application and medical certification process. The employee must 
also notify the employee’s immediate supervisor of the employee’s need for Family Medical Leave.  
 
b. Family Medical Leave application forms must be submitted to Human Resources for approval. 
Refer to the Medical Certification section (Section 6) of this policy for information about the 
certifications that are required before and during a Family Medical Leave.  
 
c. As stated in Article IX, Section 25 of this document, the Town requires that an employee’s request 
for leave due to a serious health condition affecting the employee or a covered family member be 
supported by a certification from a licensed physician. The employee must provide a complete and 
sufficient certification within fifteen (15) days of the request.  
 
d. Human Resources will provide a written response within five business days to an employee who 
submits a complete Family Medical Leave application.  
 
e. If an employee is eligible for Family Medical Leave, the Town will specify any additional 
information required as well as the employee’s rights and responsibilities. If the employee is not 
eligible, the Town will provide a reason for the ineligibility. Human Resources will inform employees 
if leave will be designated as Family Medical Leave.  

 
Section 22.      FMLA – Approval Notification  
 

a. Once Family Medical Leave is approved for an employee, Human Resources will notify the 
Department Head and Finance Department.  
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Section 23.      FMLA – Town Initiated FMLA Placement  
 

a. Leave may be designated as Family Medical Leave when a qualifying event requires the use of 
three (3) consecutive days of sick leave.  
 
b. Retroactive Designation: For leave that has not previously been designated as Family Medical 
Leave, the Town may initiate or employees may request that those prior absences be designated 
retroactively as Family Medical Leave by notifying Human Resources within two (2) business days of 
their return to work and providing appropriate documentation. This does not apply to previously 
designated intermittent leave.  
 
c. Human Resources will notify employees who are placed on Family Medical Leave as soon as 
practical.  

 
Section 24.       FMLA – Pay and Benefits  
 

a. Employees must exhaust paid leave benefits in the following order (1) compensatory time, (2) 
vacation and (3) sick. An employee will only earn leave while on unpaid Family Medical Leave if the 
employee is paid status.  
 
b. During approved FMLA leave, the Town will continue to pay the employers’ share of benefits 
including healthcare insurance premium and disability insurance in accordance with the Town’s 
Retention and Continuation of Benefits section of this policy. Employees are responsible for any 
deductions they have withheld from their paycheck including dependent healthcare premiums, dental 
insurance, voluntary disability coverage, retirement, garnishments and miscellaneous deductions.  

 
i. If the employee’s paycheck is not sufficient to pay for the deductions the Town will not pay 
them on behalf of the employee.  
 
ii. Employees may make arrangements with the Town for payments of medical, dental, life, and 
disability deductions.  

 
c. Employees should work with the Department Head and Human Resources to complete timesheet(s) 
prior to their leave to the extent that is possible.  
 
d. Questions about salary, benefits, and payroll deductions during an employee’s Family Medical 
Leave should be referred to Human Resources.  
 
e. If an employee is on Family Medical Leave and is in paid status (including during intermittent 
leave) the day before and day after a town-recognized holiday falls, the employee is entitled to 
holiday pay. Otherwise, if the employee is on Family Medical Leave and in unpaid status, the 
employee is not entitled to holiday pay. Holidays that occur during the employee's Family Medical 
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Leave will count against the employee’s Family Medical Leave time and cannot be used to extend the 
leave period.  
 
f. If an employee is in paid status sick and vacation will continue to accrue. If the employee is in 
unpaid status accruals will not continue.  

 
Section 25.      FMLA – Medical Certification  
 

a. The Town requires that an employee’s request for leave due to a serious health condition affecting 
the employee or a covered family member be supported by a certification from a licensed physician. 
The physician for initial certification is determined by the employee.  
 
b. The Town may require, at its expense, the opinion of a second licensed physician. If the second 
opinion differs from the first opinion, the Town may require, at its expense, the opinion of a third 
licensed physician, designated or approved jointly by the employer and employee. The third licensed 
physician opinion is final and binding on the employer and employee. The employer and the 
employee must act in good faith in agreeing on a third opinion provider. The Town will provide a 
copy of any second or third opinions to the employee on the employee's request.  
 
c. The Town may require medical recertification if the circumstances of the initial medical 
certification have changed. In addition, the Town may require that a doctor certify that the employee’s 
condition is incapacitating enough to warrant the days an employee was absent during a preceding 
period of time. Re-certifications are to be obtained at the employee’s expense.  
 
d. When the town requests a medical certification, the employee must provide a complete and 
sufficient certification within 15 days of the request. If the town deems the certification to be 
incomplete and/or insufficient, the town may advise the employee of such deficiency and state in 
writing what additional information is necessary to make the certification complete and sufficient. 
The employee has seven additional (7) days from the date of notification of the insufficiencies to 
re-submit a complete and sufficient certification.  

 
Section 26.      FMLA – Fitness-For-Duty Certification  
 

a. If reasonable safety concerns exist, an employer may, under certain circumstances, require such a 
certification for employees returning from Family Medical Leave. This certification will be made by 
the employee’s preferred health care provider with regard to the particular health condition that 
caused the employee’s need for Family Medical Leave. The cost of the certification shall be borne by 
the employee, and the employee is not entitled to be paid for the time or travel costs spent in 
acquiring the certification. The certification must specifically address the employee’s ability to 
perform the essential functions of the employee’s job. The town will provide the employee with a list 
of the essential functions of the job no later than with the designation notice required by C.F.R. 
825.300(d). Furthermore, following the procedures set forth in C.F.R. 825.307 (a), the employer may 
contact the employee’s health care provider for the purposes of clarifying and authenticating the 
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fitness-for-duty certification. The town will not delay the employee’s return to work while contact 
with the health care provider is being made. If the employee has been cleared for duty by the health 
care provider, the employment will be reinstated. All applicable laws under 29 C.F.R. 825.312 will 
apply.  

 
b. The designation notice required in C.F.R. 825.300(d) shall advise the employee if the employer will 
require a fitness-for duty certification to return to work and whether that fitness-for-duty certification 
must address the employee’s ability to perform the essential functions of the employee’s job.  
 
c. The town may delay restoration to employment until an employee submits a required 
fitness-for-duty certification unless the employer has failed to provide the notice required C.F.R. 
825.300(d). If the town provides the notice required, an employee who does not provide a 
fitness-for-duty certification or request additional FMLA leave is no longer entitled to reinstatement 
under the FMLA.  
 
d. If reasonable safety concerns continue to exist regarding the employee's ability to perform his or 
her duties, based on serious health conditions for which the employee took such leave, the town will 
require a certification of fitness-for-duty once every 30 days. The town will inform the employee at 
the time it issues the designation notice that for each subsequent instance of intermittent or reduced 
schedule leave, the employee will be required to submit a fitness-for-duty certification unless one has 
already been submitted within the past 30 days. The town will not terminate employment while 
awaiting such certification of fitness-for-duty for an intermittent or reduced schedule leave absence.  
 
e. If the employee has been reinstated, the town is entitled under Americans with Disabilities Act 
(ADA) to a medical examination if safety concerns continue to exist. The medical examination must 
only address the essential job functions the employee is required to perform. The employee will 
continue to be reinstated while all medical examinations are completed at the expense of the town. All 
applicable Genetic Information Nondiscrimination Act of 2008 (GINA) laws will apply.  

 
Section 27.      FMLA – Return to Work  
 

a. The town shall comply with all applicable parts of the Americans with Disabilities Act (ADA) and 
with all appropriate parts of the Family and Medical Leave Act (FMLA) and applicable state laws to 
make every effort to bring injured employees or employees with medical conditions back to work as 
long as this will not cause any harm to the employee, others, or town property.  
 
b. Eligible employees are entitled to be restored to the same or an equivalent position as they held 
when the leave started.  
 
c. Following Family Medical Leave, employees who do not return to work at the time agreed upon 
will be considered to have voluntarily resigned from employment with the town.  
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d. As stated in the fit-for-duty of this policy, if safety concerns exist, the town may require such a 
certification for an employee after returning from Family Medical Leave.  
 
e. In accordance with town policies and procedures, employees not able to return to work after using 
all Family Medical Leave benefits may request Medical Leave. Additional leave beyond Family 
Medical Leave will require the approval of the Town Manager.  
 
f. Termination of employment may occur while an employee is on leave as the result of a reduction in 
force, detrimental performance or if the employee is unable to perform one or more of the essential 
functions of the position, with or without reasonable accommodation.  

 
Section 28.      FMLA – Records  
 

a.  During the sick leave notification process, employees must report if their absence is due to their 
Family Medical Leave condition.  
 
b.  Any Family Medical Leave documents containing medical information shall immediately be 
forwarded to Human Resources. All Family Medical Leave medical records are confidential and will 
only be maintained by Human Resources. No medical information submitted as part of the FMLA 
requirements shall be maintained by other town departments.  
 
c. Employees are responsible for reporting to Human Resources that their time off was due to Family 
Medical Leave.  
 

 
Section 29.      FMLA – Definitions 
 

a. Spouse: A husband or wife as defined or recognized under federal law for purposes of marriage.  
 
b. Parent: A biological, adoptive, step or foster father or mother, or any individual who stood in as a 
parent when the employee was a son or daughter. The term “parent” does not include parents “in law” 
(e.g. mother-in-law or father-in-law).  

 
c. Son or Daughter: A biological, adopted, or foster child; a step-child; a legal ward; or a child of a 
person standing in loco parentis, who is either under age eighteen (18), or age 18 or older and 
“incapable of self-care because of a mental or physical disability” at the time that Family Medical 
Leave is to commence.  
 
d. Next of Kin of a Covered Service Member: The nearest blood relative of that individual other than 
the covered service member’s spouse, parent, son or daughter in the following order of priority: blood 
relatives who have been granted legal custody of the covered service member, brothers and sisters, 
grandparent, aunts and uncles, and first cousins unless the covered service member has designated in 
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writing a specific blood relative as his or her next of kin for purposes of military caregiver leave 
under the FMLA.  
 
e. Covered Service Member: A member of the Armed Forces, including a member of the National 
Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise in 
outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or illness; 
or a veteran who is undergoing medical treatment, recuperation or therapy for a serious injury or 
illness and who was a member of the Armed Forces, including the National Guard or Reserves, at any 
time during the period of five years preceding the date of which the veteran undergoes that medical 
treatment, recuperation or therapy.  

 
f. Covered Military Member: An employee’s spouse, son, daughter or parent who is on active federal 
military duty or has been called to active federal military duty status for the United States Armed 
Forces. 

 
g. Qualifying Exigency – Includes:  

 
i. Short Notice Deployment: To address issues arising when a covered military member is called 
to active duty within seven days or less of such deployment. Leave for a short notice deployment 
may be taken for seven calendar days or less beginning on the date of the covered military 
member’s notice of such leave;  
 
ii. Military Events and Related Activities: To attend official ceremonies, programs or events 
sponsored by the military that are related to the active duty status of a covered military member, 
to attend programs and informational briefings sponsored or promoted by the military, military 
organizations or the American Red Cross that are related to active duty status of a covered 
military member;  
 
iii. Childcare and School Activities: To arrange for or to provide urgent childcare when the call to 
active duty of a covered military member necessitates a change in an existing childcare 
arrangement for a covered military member’s child; to enroll in or transfer to a new school a 
covered military member’s child; and to attend meetings with school or daycare staff of a covered 
military member’s child;  
 
iv. Financial and Legal Arrangements: To make or update financial or legal arrangements to 
address the covered military member’s absence while on active duty or to act as the covered 
military member’s representative for the purpose of obtaining benefits;  
 
v. Counseling: To attend counseling for the covered military member or a covered military 
member’s child;  
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vi. Rest and Recuperation: To spend time with a covered military member who is on short-term, 
temporary, rest and recuperation leave during a period of deployment. Eligible employees may 
take up to five (5) days of leave for rest and recuperation during the twenty-six (26) week period;  
 
vii. Post-Deployment Activities: To attend official ceremonies or program sponsored by the 
military in the ninety (90) days following the termination of the covered military member’s active 
duty status or to address issues that arise from the death of a covered military member; and  
 
viii. Additional Activities: To address other events that arise out of the covered military member’s 
active duty or call to active duty provided that the town and employee agree that the leave shall 
qualify as an exigency and agree to the timing and duration of such leave.  

 
h. Serious Injury or Illness in the Case of a Member of the Armed Forces: An injury or illness that 
was incurred by the member in the line of duty while on active duty in the Armed Forces (or existed 
before the beginning of the member’s duty and was aggravated by service in the line of duty on active 
duty in the Armed Forces) and that may render the member medically unfit to perform the duties of 
the member’s office, grade, rank, or rating.  

 
i. Serious Health Condition: A condition which requires inpatient care at a hospital, hospice, or 
residential medical care facility, or a condition which requires continuing care by a licensed health 
care provider. This policy covers illness of a serious and long-term nature resulting in recurring 
intermittent or lengthy absences.  
 
j. Serious Injury or Illness in the Case of a Veteran who was a Member of the Armed Forces at any 
time During a Period when the Person was a Covered Service Member: A qualifying (as defined by 
the Secretary of Labor) injury or illness that was incurred by the member in the line of duty on active 
duty in the Armed Forces (or existed before the beginning of the member’s duty and was aggravated 
by service in the line of duty on active duty in the Armed Forces) and that manifested itself before or 
after the member became a veteran.  
 
k. Outpatient Status: The status of a covered service member assigned to either a military medical 
treatment facility as an outpatient or a unit established for the purpose of providing command and 
control to members of the United States Armed Forces receiving care as outpatients.  
 
l. Intermittent Leave: Leave that is not taken consecutively or leave taken on a reduced schedule. 
Examples of intermittent leave might be leave that is taken spread over a period of months.  
 
m. Pay Status, Full-Time Positions: A full-time employee is considered to be in “pay status” if the 
employee’s work hours and/or use of paid leave is equivalent to one-half or more of the regularly 
scheduled workdays in a month.  
 
n. Pay Status, Part-Time Positions: A part-time employee is considered to be in “pay status” if the 
employee’s work hours and/or use of paid leave for a pay period is equivalent to one-half or more of 
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the regularly scheduled workdays in a month. For the purposes of this policy only part-time 
employees working over 1,250 hours annually qualify for this benefit.  
 
o. Unpaid Status: An employee is considered to be in unpaid status if the employee’s work hours 
and/or use of paid leave for a pay period are equivalent to less than one-half of the regularly 
scheduled workdays in a month.  
 
p. 26 Week Period: For purposes of FMLA military family leave applicable to a qualifying condition, 
means twenty-six (26) work weeks of leave during a single 12-month period of care for the service 
member. Twenty-six (26) work weeks is the maximum amount of Family Medical Leave in a single 
12-month period and cannot be combined with an additional twelve (12) weeks for other Family 
Medical Leave reasons.  

 
q. Unexcused Absence: A supervisor may consider an absence as unexcused if the employee fails to 
comply with the Sick Leave policy.  
 
r. 12 Month Period: The 12-month period measured forward from the date an employee’s Family 
Medical Leave begins. 

 
Section 30.​ Maximum Medical Leave of Absence. 
 
Employees who have completed the company’s Introductory period are eligible for a medical 
leave of absence. If you are disabled because of an illness, injury, or pregnancy, you will be 
granted a leave of absence without pay for a maximum of six months or the duration of your 
illness, whichever is less. 
  
A medical leave of absence should be requested in writing to your supervisor with a copy to the 
Town Manager no later than 30 days prior to the effective date of your leave. The 30-day notice 
may be waived when, in the doctor’s opinion, you must leave your job earlier for medical 
reasons. Written evidence of such opinion from your physician must be presented and the Town 
Manager reserves the right of review. 
  
The Town may not be able to continue your group health coverage during medical leave under 
the same conditions and at the same level as if you were actively employed.  This will depend 
upon the length of the leave.  If not, you will be given the opportunity to elect COBRA. 
  
If you do not return to work at the end of your leave of absence, you will be separated from 
employment unless reasonable accommodations can be made to extend the leave without 
creating an undue hardship for the Town. These decisions will be made on a case-by-case basis.   
 
Section 31. ​ Leave without Pay – Policy. 
 
A regular employee may be granted a leave of absence without pay for up to six (6) calendar 
months by the town manager.  The granting of such leave is at the discretion of the town 
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manager and does not have to be granted.  The employee may elect to use appropriate accrued 
leave before going on leave without pay status for reasons of personal or family disability or 
special work that will permit the town to benefit by the experience gained or the work 
performed.  Such leave may be extended by the town manager for up to six (6) calendar months 
at the convenience of the town. 
 
An employee will not be allowed to use leave without pay privileges for vacation purposes while 
maintaining his accumulated vacation leave.  He must use accrued vacation leave before 
requesting leave without pay. 
 
Leave without pay may also be used by the town as a form of disciplinary action against 
employees in the following situations: 
 
​ a. employee takes vacation leave without authorization; or 
​ b.  employee does not notify his supervisor of the need to take sick leave. 
 
The employee shall apply in writing to his supervisor and then to the town manager for leave 
without pay.  The employee is obligated to return to duty within or at the end of the time 
determined appropriate by the town manager.  Upon returning to duty after being on leave 
without pay, the employee shall be entitled to return to the same position held at the time leave 
was granted or to one of like classification, seniority and pay.  However, the employee's 
anniversary date will be changed to reflect the amount of time out of work. 
 
If the employee decides not to return to work, the town manager should be notified immediately.  
Failure to report at the expiration of a leave of absence, unless an extension has been requested 
and granted, shall be considered a resignation. 
 
Section 32.​ Leave without Pay - Retention and Continuation of Benefits. 
 
An employee shall retain all unused vacation and sick leave while on leave without pay, except 
in cases where leave without pay is requested for vacation purposes, then all accrued vacation 
leave must be used first.  An employee ceases to earn leave credits on the date leave without pay 
begins. 
 
The employee may continue to be eligible for benefits under the town's group insurance plans, 
subject to any regulations adopted by the town council and the regulations of the respective 
insurance companies. However, the employee will be responsible for paying dependent coverage 
premiums monthly to the town. 
 
Section 33.​ Worker's Compensation Leave. 
 
An employee absent from duty because of sickness or disability covered by the North Carolina 
Workers’ Compensation Act may receive Workers’ Compensation benefits. 
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Upon reinstatement, an employee's salary will be computed on the basis of the last salary earned 
plus any increment or other salary increase to which the employee would have been entitled 
during the disability covered by Workers’ Compensation. 
 
Temporary employees will be placed on leave without pay status and will receive all benefits for 
which they may be adjudged eligible under the Worker's Compensation Act.  
 
Section 34.​ Military Leave. 
 
Military leave is provided for employees who are members of an Armed Forces Reserve 
organization or National Guard, or any other duty that falls within the “uniformed services” as 
defined and covered under the Uniformed Service Employment Reemployment Rights Act 
(USERRA). Military service is defined as any performance of duty on a voluntary or involuntary 
basis in a uniformed service under competent authority and includes active duty, active duty for 
training, initial active duty, inactive duty training (such as drills), and funeral honors duty 
performed by National Guard and reserve members, as well as the period for which an employee 
is absent from a position of employment for the purpose of an examination to determine the 
fitness of the person to perform any such duty. Employees who are eligible for military leave 
have all job rights specified by the most recent version of the Uniformed Service Employment 
and Reemployment Act.  
 
Employees are entitled to take military leave without pay for active military duty in accordance 
with state and federal laws for a cumulative maximum of five (5) years. 
 
Regular employees, not serving an initial probationary period, who are members of the National 
Guard or Armed Forces Reserve, will be allowed up to eighty (80) working hours with pay per 
fiscal year military training leave during required service, including but not limited to summer 
guard duty or training.  If such military duty is required beyond eighty (80) working hours, the 
employee shall be allowed to take accumulated vacation leave or be placed on leave without pay 
status. 
 
Part-time employees, who are in a regular status, shall be allowed to take military leave in 
proportion to the number of hours worked.  Part-time employees taking military leave shall not 
be paid for more than the normal hours worked in a day. 
 
Employees on Military Leave may choose to take their leave on a paid or unpaid status 
dependent upon the duration of their service. While taking military leave, employee's leave 
credits and other benefits shall continue to accrue as if the eligible employee physically remained 
with the town during this period, regardless of length of service and whether or not paid leave 
was used. 
 
Upon returning from military leave, the employee is entitled to reemployment rights and 
maintenance of employment benefits if the employee meets all of the following criteria:  
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a.​ The employee must have given advance notice (oral or written) to the town that he or 
she was leaving the job for service in the uniformed services; 

 
b.​ The employee must have been released from service under honorable conditions; and  
 
c.​ The employee must have reported back to the town as stipulated in the “Return to 

Work Notification” definition below. 
 
USERAA gives employees called up for military duty health insurance continuation rights 
similar to COBRA. Employees will be given the option of continuation of health coverage, at the 
employee’s expense, for either five (5) years or until the employee returns to work (fails to return 
to work) whichever period is shorter. If the employee elects continuing coverage, the coverage 
may be cancelled upon non-payment of premiums by the employee. The employee should 
consult with Human Resources regarding health care insurance coverage. 
 
 
As is the case with COBRA, an employee who elects to continue health-plan coverage under this 
paragraph may not be required to pay more than 102% of the full premium under the plan (that 
is, the employee’s and the employer’s share, plus 2% for administrative overhead costs), except 
that if the employee’s military leave is for less than thirty-one (31) days, the employee may not 
be required to pay more than the employee share, if any, for such coverage. 
 
The position to which a returning employee is entitled depends on the length of military service.  
 

a.​ Service of Ninety (90) Days or Less: Returning employees whose military service 
was less than ninety-one (91) days are entitled to return to the position in which they 
were employed or would have been employed if their employment had not been 
interrupted.  

 
b.​  Service of More Than Ninety 90 Days: Returning employees whose military service 

was for more than ninety (90) days are entitled to return to the position in which they 
were employed, would have been employed, or a position of like seniority, status and 
pay, the duties of which the person is qualified to perform.  

 
Duty Verification: Employees shall provide written verification of duty as soon as possible, but 
no later than their return to work. Verification is necessary in order to confirm military pay and 
the employee’s reemployment rights. Verification may include, but is not limited to, orders, drill 
letters, training schedule and signed duty verification from the officer in charge. 
 
Return to Work Notification: A returning employee’s notification of intent to return to work must 
be promptly made following the completion of military service. Employees will be subject to 
departmental operating procedures and may need to complete required departmental training 
upon returning. Time limits for returning to work depend on the length of a person’s military 
service: 
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a.​ Military Service of One (1) to Thirty (30) Days: Returning employees whose military 
service was less than thirty-one (31) days must report to the town either on the first 
day of the first regularly scheduled work period following completion of service, or 
as soon as possible. 

 
b.​ Military Service of Thirty-One (31) to 180 Days: Returning employees whose 

military service was more than thirty (30) days, but less than 181 days must contact 
the Human Resources Department no later than fourteen (14) days following the 
completion of military service.  

 
c.​ Military Service of More than 180 Days: Returning employees, whose military 

service is for more than 180 days, must contact the Human Resources Department no 
later than ninety (90) days from the completion of service.  

 
d.​ Notice by Disabled Persons: Employees who are hospitalized from injuries incurred 

by military service may apply for reemployment within two (2) years.  
 
e.​ Failure to Give Timely Notice: If a returning employee fails to notify the Human 

Resources Department or report to work within specified time limits, the employee 
will be subject to the town’s rules governing unexcused absences, which may include  

 
 
Section 35.​ Civil Leave. 
 
Employees may be granted time off with pay for a reasonable amount of time to be established 
by the town manager at the beginning or end of their regular work day so that they may vote in 
national, state and local elections.  This leave is only available to employees whose normal work 
hours would not otherwise allow them an opportunity to vote. 
 
Civil leave may also be granted when an employee is called for jury duty or as a witness in any 
civil or criminal legal proceeding.  Providing that neither the employee nor the town is a party to 
the lawsuit and the employee is not being compensated for testimony in an expert capacity.  An 
employee who is a party to a private litigation shall not be entitled to civil leave, but may take 
vacation leave or leave without pay for necessary court appearances with the approval of the 
town manager.  This policy is not intended to cover employees testifying in court through the 
course of their normal and official town duties of employment.  The employee shall receive leave 
with pay for such duty during the required absence without charge to accumulated vacation leave 
for the required duration of service. 
 
An employee may keep fees and travel allowances received for jury or witness duty in addition 
to regular compensation, except that employees must turn over to the director of finance any 
witness fees or travel allowances awarded by that court for court appearances in connection with 
official duties. 
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When an employee's obligation for jury or witness duty ends before the end of that employee's 
normal work day, the employee is expected to return to work for the remainder of the work day. 
 
While on civil leave, benefits and leave shall accrue as though on regular duty. 
 
 
 
 
Section 36.​ Educational Leave. 
 
The town encourages employees to upgrade their knowledge and skills as they relate to their job.  
Therefore, educational leave, which is time away from work with pay, may be granted in the 
following circumstances: 
 
A.​ Full-time, regular employees may be granted leave with pay during normal working 

hours for training in a career related course of instruction to upgrade knowledge and 
skills.  This leave may be granted only when a comparable course is not scheduled after 
working hours. 

 
B.​ Courses taken must be related to the particular job the employee holds.  The training may 

include refresher courses, academic or commercial courses.  Courses taken for cultural 
and personal enrichment are not eligible for education leave and must be taken after 
normal working hours. 

 
C.​ Time away from work may not exceed actual time for classroom instruction for one 

course each semester or quarter, in addition to a reasonable amount of time for travel to 
and from the location of the course. 

 
To be eligible for educational leave, the employee shall submit a letter requesting educational 
leave to the town manager, stating the nature and schedule of the course and how it would 
benefit the employee in his work.  All educational leave must have the approval of the town 
manager. 
 
Since educational leave is an investment by the town in an employee's professional development 
the employee shall be required to render additional service time to the town in exchange for the 
educational leave. In the event the employee does not satisfy the additional service time 
requirements, the employee shall be responsible for reimbursing the town for a pro rata share of 
the total cost of educational leave.  The town manager shall have the responsibility of 
determining the required service time based on individual circumstances at the time educational 
leave is requested. 
 
Extended periods for educational leave may be considered under the leave without pay 
provisions in Section 18 of this Article. 
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Section 37.​ Administrative Leave. 
 
Leave with pay may be authorized by the town manager for purposes considered to be in the 
public interest, in cases of civil disturbances, or in such other circumstances as good judgment 
and common practice would dictate. 
 
 
 
Section 38.​ Adverse Weather Conditions. 
 
Town offices shall remain open for the full scheduled work day unless authorization for early 
closing or other deviation is received from the town manager.  All employees will be given, 
when possible, advance notice of any authorized early closing.  Employees who, of their own 
volition, leave work before an official early closing time has been announced will be required to 
use earned vacation for all unauthorized time taken.  Following severe weather conditions 
occurring during the night, it is the responsibility of each employee to report to work as soon as 
possible after the normal work day begins. The town manager has the authority to alter the 
regular business day in the event of severe weather conditions.  
 
The employee must charge time away from work during adverse weather to vacation leave or 
compensatory time unless other specific arrangements are made with the town manager.  
 
Section 39.​ School Leave. 
 
Employees who are parents, guardians, or persons standing in loco parentis (in place of a parent) 
of a school-age child are entitled to four (4) hours of unpaid leave per year, so that the employee 
may attend or be involved with the child's school activities.  "School" means public, private, 
church, pre-school, and child day care facilities. 
 
The leave shall be at a mutually agreed upon time between the employer and the employee; the 
employee must provide a written request for the leave at least 48 hours before the time desired 
for the leave; the employee may be required to provide written verification from the child's 
school. 
 

ARTICLE X: POSITION CLASSIFICATION 
 
Section 1.​ Policy Statement. 
 
Each regular position with the town shall be classified into a standard class within the town's 
official Position Classification Plan.  Positions will be grouped into classes in such a way that the 
positions included in each class are sufficiently similar in duties and responsibilities to warrant 
similar treatment in personnel and pay administration. 
 
Section 2.​ Adoption of Position Classification Plan. 
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The Position Classification Plan is adopted by the town council and can be amended only by 
action of the town council. 
 
 
 
Section 3.​ Allocation of Classes to Salary Grades. 
 
The town manager shall be responsible for making recommendations to the town council 
regarding allocation of positions to the appropriate classes in the plan. 
 
Section 4.​ Use of Class Titles. 
 
Official class titles are to be used in all personnel, payroll, accounting, budget, appropriation, and 
financial records and transactions.  Working or organizational titles may be used at the discretion 
of individual departments in all matters other than those involving official records as long as they 
do not interfere with class titles. 
 
Section 5.​ Administration of the Position Classification Plan. 
 
The town manager or designee shall be responsible for the administration and maintenance of the 
position classification plan so that it will accurately reflect the duties performed by employees in 
the classes to which their positions are allocated.  New positions shall be established only with 
the approval of the town council after which the town manager shall either (1) allocate the new 
position to the appropriate class within the existing classification plan, or (2) recommend that the 
town council amend the position classification plan to establish a new class to which the new 
position may be allocated. 
 
Department heads shall be responsible for bringing to the attention of the town manager: (1) the 
need for new positions; and (2) material changes in the nature of duties, responsibilities, working 
conditions, or other factors affecting the classification of any existing positions. 
 
Department heads shall present to the town manager written justification for why there should be 
a change in position classification.  In the case of a new position or a vacant position where 
duties have or will change, the justification should include the proposed changes in duties and 
responsibilities.  In the case of an occupied position, the request shall reflect changes in assigned 
duties and responsibilities. 
 
The department head's written justification should be detailed and specific enough for the town 
manager to make a determination regarding further study. 
 
If the town manager finds that a substantial change has occurred in the nature or level of duties 
and responsibilities of an existing position, the town manager shall:  (1) direct that the existing 
class specification be revised; (2) reallocate the position to the appropriate class within the 
existing classification plan; and (3) recommend the Town Council amend the position 
classification plan to establish a new class to which the position may be allocated.  The town 
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manager shall be responsible for determining the grade level to which all new classes are 
assigned, before approval by the town council. The Town Manager may make alterations to 
approved classifications that do not amount to a substantial change without Council approval.  

 
ARTICLE XI: THE PAY PLAN 

 
Section 1.​ Policy. 
 
The pay of town employees shall be administered in a fair and systematic manner in accordance 
with work performed.  The town shall have a pay structure that is externally competitive, that 
maintains proper internal relationships among all positions based on the relative level of duties 
and responsibility, and that recognizes performance levels as the basis for pay increases within 
the established pay ranges.  The program shall provide the effective control of pay on a uniform 
basis, shall permit decentralization of pay decisions while maintaining appropriate control, and 
shall assure each employee periodic performance appraisals and pay reviews. 
 
The schedule of salary ranges and class titles assigned to salary ranges shall be approved by the 
town council. 
 
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 Piedmont Area of North Carolina, changes in the cost of living, the 
financial conditions of the town, and other factors.  The town manager or designee shall, from 
time to time, make comparative studies of all factors affecting the level of salary ranges and shall 
recommend to the town council, such changes in salary ranges as appear to be warranted. 
 
Section 3.​ Use of Salary Ranges. 
 
Salary ranges are intended to permit the recognition of individual performance.  The following 
general provisions shall govern the granting of within range, merit, and pay increments: 
 

(1)​ 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 may be made with the approval of 
the town manager.  Above minimum appointments will be based on such factors 
as the qualifications of the applicant being higher than the minimum education 
and training for the class.  Except in cases of employees in trainee status, no 
employee shall be hired at a rate below the assigned grade for the position. 

 
(2)​ Pay above the minimum rate is intended to reward employees for meritorious 

service.  Merit salary increases shall not be awarded automatically but awarded on 
the basis of consistent performance by the employee.  Eligibility for merit 
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increases solely depends on individual circumstances.  Employee performance 
should be very carefully evaluated and considered for merit increases occurring 
only during the budgeting process.  When an employee reaches the maximum rate 
of pay in his pay grade, he will no longer be eligible for merit increases.  Any 
across-the-board increase subsequently approved will still be granted to the 
employee. 

 
Section 4.​ The Pay Scale. 
 
The pay scale shall set the annual and hourly rates of pay at the minimum, mid-point and 
maximum rates for each pay grade sufficient to adequately compensate the employees covered 
by the Position Classification Plan. All employees must be paid at least the state's hourly 
minimum wage.  Any cost-of-living increases granted by the town council shall be applied to all 
the pay rates in the pay scale.  However, all individual employees pay increases shall be granted 
solely on the basis of merit. 
 
Section 5.​ Salary upon Completion of Introductory Period. 
 
At the end of the introductory period, an employee may be considered for a 2.5% (two and 
one-half percent).  An employee hired at a salary above the normal hiring rate will receive salary 
increases as provided for under normal merit provisions. 
 
Section 6.​ Salary on Reinstatement. 
 
When an employee is reinstated in a position of the same class after separation from the town of 
not more than two (2) years, and when the separation was not due to discreditable circumstances, 
the employee may receive the same rate of pay as at the time of separation, plus any 
across-the-board pay increases given prior to reinstatement. 
 
Section 7.​ Salary after Transfer. 
 
Whenever an employee requests a permanent transfer to another position not previously held and 
the change is not a promotion or demotion, the employee normally shall receive the entrance rate 
in the pay range established for that position unless previous experience warrants a higher 
starting rate. 
 
Section 8.​ Salary after Promotion. 
 
An employee who is promoted shall normally receive at least the minimum rate of the higher 
grade or the lowest rate which will provide a salary increase of at least five (5) percent.  If the 
employee's previous experience warrants, the salary may be adjusted higher in the range with the 
approval of the town manager.  In some cases a promotion represents a significant change in the 
nature of work and an immediate salary increase may not be appropriate or equitable.  In these 
cases the town manager must note the failure to award a salary increase upon promotion. 
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Section 9.​ Salary upon Demotion. 
 
If the demotion is not for cause, the employee shall normally receive the present salary.  If the 
demotion is for cause, the salary may be adjusted to any rate in the lower range or left the same. 
 
Section 10.​ Payment for Temporary Assignment. 
 
When the necessity arises for an employee to temporarily assume the responsibility of another 
position in a class which is assigned to a higher grade or temporarily perform duties recognized 
at a higher level for a period of more than 30 calendar days, the employee shall be compensated 
for the entire period of the temporary assignment at the minimum rate assigned the higher class 
or five (5) percent of current salary, whichever is greater.  In all such cases increased payment 
shall be approved by the town manager. 
 
Section 11.​ Trainee Status. 
 
Subject to the approval of the town manager, persons may be employed as trainees in positions 
for which the town prefers to train employees or is unable to recruit experienced and qualified 
applicants.  Such employees may be compensated at a rate below the minimum for a defined and 
specific time while the employee develops the desired competencies. 
 
Section 12.​ Pay for Part-Time Work. 
 
The pay plan established by this policy is for full-time service.  An employee appointed for less 
than full-time service will be paid a pro-rated amount determined by converting the established 
salary for the position to an hourly rate or a rate that has been negotiated between the employee 
and the town. 
 
Section 13.​ Preparation of Payroll. 
 
All payrolls shall be prepared by the payroll clerk from timesheets approved by the appropriate 
supervisors.  Paychecks shall be distributed biweekly on Friday.  If Friday falls on an official 
town holiday, paychecks will be distributed on the last regular work day prior to the holiday.  Pay 
stubs shall be distributed by the payroll clerk. Salary shall be paid by direct deposit.  
 
If an employee wishes to receive his paycheck on a date other than the designated pay date, due 
to special circumstances, the employee must submit a written request to the town manager for 
approval. 
 
Section 14.​ Payroll Deductions. 
 
The finance officer is authorized to make established deductions from an employee's gross pay to 
cover federal and state income taxes, contributions for retirement systems, and for employee 
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group premiums.  With the authorization of the employee, the finance officer may also make 
payroll deductions for United Way, credit union payments, and other deductions for qualified 
programs.  Individual deductions requested by the employee for other than qualified programs 
shall be made only with the approval of the town manager. 
 
Section 15.​ Termination Pay. 
 
Upon termination of employment, an employee is entitled to payment, in the regular scheduled 
pay period, for regular pay and for unused annual leave up to a maximum of 30 days, less any 
deductions for debts outstanding against the town.  Such payment shall be made at the regular 
pay time.  No special checks will be written for termination pay.  No sick leave shall be paid 
upon termination of employment.  The payroll clerk shall deduct and withhold from the final 
paycheck any amount owed the town for group insurance premiums or advanced leave.  The 
final payment for unused vacation leave will be combined with the last paycheck. 
 
Section 16.​ Longevity Pay. 
 
Longevity pay is to recognize continuous service of regular, full-time and part-time employees.  
Longevity pay is an automatic, annual payment, made in a lump sum by December 15, subject to 
availability of funds, to employees who meet the eligibility requirements on December 1 of each 
year.  If an employee retires, resigns, dies or is otherwise separated on or after December 1, the 
payment shall be made to the employee or to the estate, if deceased. 
 
If an employee retires or dies prior to December 1, a prorated payment shall be calculated and 
made to the employee or to the estate, if deceased. 
 
Annual longevity amounts are based on the length of town service and a percentage of the 
employee's annual rate of pay on December 1.  Longevity pay amounts may be computed by 
multiplying the employee's base pay rate by the appropriate percentage from the table below.  
Salary increases effective on December 1 shall be incorporated in the base pay before computing 
longevity pay. 
 
Years of Continuous Town Service​ ​ Longevity Pay Rate 
3 years but less than 5 years​ ​ ​ 1.50% 
5 years but less than 10 years​​ ​ 2.50% 
10 years but less than 15 years​ ​ 2.75% 
15 years but less than 20 years​ ​ 3.00% 
20 or more years​ ​ ​ ​ 4.00% 
 
To be eligible to receive longevity pay the employee must meet the following requirements: 
 

(1)​ An employee shall have at least three (3) years of continuous qualifying service; 
 

(2)​ The employee must have a full-time, or part-time, regular appointment. 
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(3)​ Credit for the service requirement shall not be given for temporary full-time, or 
temporary part-time employment.  Periods of leave without pay in excess of 
one-half (1/2) the workdays in a month, with the exception of military leave and 
worker's compensation leave, will not count toward service credit. 

 
(4)​ Town service is the time for continuous, regular, trainee, and introductory 

employment.  If an employee is in pay status through working, using annual or 
sick leave, drawing worker's compensation, or on authorized military leave for 
one-half or more of the regularly scheduled workdays in a month, credit shall be 
given toward qualifying service. 

 
(5)​ Regular, part-time employees will receive longevity pay in proportion to the 

number of hours regularly scheduled to work. 
 
The finance director shall be responsible for determining and certifying the length of qualifying 
service of each employee and for initiating the necessary steps for payment. 
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ARTICLE XII: TRAVEL AND TRANSPORTATION EXPENSES 
 
Section 1.​ Policy. 
 
It is the policy of the town to reimburse its employees, councilmen, and appointed officials for 
out-of-town travel and transportation expenses directly related to official business of the town.  
When possible, travel expenses shall be billed to the Town or paid with a Town credit card. 
When necessary, travel expenses will be paid by the traveling employee or official and 
reimbursed by the Town.  
 
This policy is intended to address out-of-pocket expenses for employees and councilmen on 
official town business.  It is not intended to replace travel allowances given to employees as a 
condition of employment that are required to provide a vehicle in their work.  The town manager 
is responsible for determining if additional reimbursement of travel expenses is appropriate. 
 
Section 2.​ Prior Approval for Travel. 
 
The town recognizes the need for flexibility in obtaining approval for travel.  It is the town 
manager's responsibility to determine if travel is necessary and reasonable and to set standards 
for approval.  All travel out-of-state and travel requiring an overnight stay shall be approved in 
advance by the town manager.  It is always the responsibility of the town manager to insure that 
a sufficient unexpended appropriation remains to cover all travel expenses. 
 
Section 3.​ Eligible Transportation Expenses. 
 
Transportation expenses that are ordinary and necessary while conducting official business for 
the town are eligible.  Eligible transportation expenses include the cost of travel by air, rail, bus, 
taxi, and personal auto.  All transportation by commercial carrier must be less than first class 
unless such rates are not available and no other travel options are available. 
 
Whenever possible town vehicles should be used for auto travel.  In the event a town vehicle is 
not available, a personal auto may be used. 
 
Reimbursement for use of an employee's personal auto is allowable at the prevailing rate allowed 
by the Internal Revenue Service for business mileage.  Generally, reimbursement the use of an 
employee's private auto is limited to travel incurred in the general area or within the state. 
 
Expenses for personal entertainment are not allowable.  Employees attending functions where 
certain meals are provided, at no charge to the employee, shall not be reimbursed for those meals 
purchased elsewhere. 
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If an employee is attending a function where meals are not provided, subsistence reimbursement 
rates for  at the prevailing rate allowed by the Internal Revenue Service for meals.  
 
Receipts for meals are required.  If the receipt represents an amount greater than the IRS amount, 
the maximum reimbursement rate will be reimbursed to the employee, not the amount on the 
receipt. 
 
Section 4.​ Reporting Expenses for Reimbursement. 
 
All employees, councilmen, and appointed officials authorized to travel, should keep all receipts 
and memoranda of actual expenditures from which they can prepare an official travel voucher.  
Receipts for meals, transportation other than auto, tolls, parking fees, registration fees, etc., must 
accompany the travel voucher. 
 
Claims for mileage reimbursement should indicate the point of departure and destination and 
shall be computed in a manner that is most reasonable and favorable to the town.  The business 
purpose of each trip for which reimbursement is claimed must be clearly stated.  Travel 
vouchers, which have been approved by the town manager, are to be submitted sufficiently in 
advance for reimbursement around the middle and end of each month. 
 
Section 5.​ Travel Advances. 
 
If a travel advance is necessary to conduct official town business, the request for such advance 
must be approved by the town manager and submitted to the finance officer by no later than five 
working days prior to the time travel is anticipated.  Travel advances may not exceed the 
estimated cost of travel and must be accounted for on the travel voucher. 
 
Home-to-work travel, as defined by this policy, is not eligible for reimbursement. 
 
Section 6.​ Other Eligible Travel Reimbursement.  
 
Employees who travel outside of the town which requires departure prior to 7:00 a.m. or return 
later than 8:00 p.m., but do not require an overnight stay, will be reimbursed for breakfast and/or 
dinner within the maximum limits indicated in Section 4.  Such travel expenses must have the 
approval of the town manager before payment. 
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ARTICLE XIII: PERSONNEL RECORDS 
 
Section 1.​ Personnel Records Maintenance. 
 
The town manager shall be responsible for maintaining such personnel records as are necessary 
for the proper administration of the personnel system.  The following information shall be kept 
on each town employee: 
 
1.​ Name; 
2.​ Age; 
3.​ Date of original employment; 
4.​ Current position title; 
5.​ Current salary; 
6.​ Date and amount of most recent change in salary; 
7.​ Date of most recent promotion, demotion, transfer, suspension, separation, or other 

change in position classification; 
8.​ Department and office to which the employee is currently assigned. 
 
Additional information regarding pay, as described in Article V, Section 12 on Hours of Work 
and Overtime, shall also be maintained. 
 
Section 2.​ Access to Personnel Records. 
 
As required by North Carolina General Statute 160A-168, any person may have access to the 
information listed in items 1 through 8 in the above section for the purpose of inspection, 
examination, and copying, during the regular business hours, subject to such rules for the 
safekeeping of public records as the town council may adopt.  Access to such information shall 
be governed by the following provisions: 
 
1.​ All disclosure of records shall be accounted for by keeping a written record (except for 

authorized persons processing personnel actions) of the following information:  name of 
employee, information disclosed, date information was requested, name and address of 
the person to whom the disclosure is made, purpose for which information is requested.  
This information must be retained for two (2) years. 

 
2.​ A licensed physician designated in writing by the employee may examine the employee's 

medical record. 
 
3.​ A town employee having supervisory authority over the employee may examine all 

material in the employee's personnel file. 
 
4.​ By order of a court of competent jurisdiction, any person may examine all material in the 

employee's personnel file. 
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5.​ An official of any agency of the local, state or federal government, or any political 
subdivision of the state, may inspect any portion of a personnel file when such 
information is deemed by the town manager to be necessary and essential to the 
pursuance of a proper function of the inspecting agency, but no information shall be 
divulged for the purpose of assisting in a criminal prosecution of the employee or for the 
purpose of assisting in an investigation of the employee's tax liability. 

 
6.​ Each individual requesting access to confidential information will be required to submit 

satisfactory proof of identity. 
 
7.​ A record shall be made of each disclosure and placed in the employee's file (except 

disclosures to the employee and the supervisor). 
 
Section 3.​ Confidential Information. 
 
All information contained in a town's employee personnel file, other than the information listed 
in Section 1 of this article will be maintained as confidential in accordance with the requirement 
of G.S. 160A-168 and shall be open to public inspection only in the following instances: 
 
1.​ The employee or his duly authorized agent 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. 

 
2.​ A licensed physician designated in writing by the employee may examine the employee's 

medical record. 
 
3.​ A town employee having supervisory authority over the employee may examine all 

material in the employee's personnel file. 
 
4.​ By order of a court of competent jurisdiction, any person may examine all material in the 

employee's personnel file. 
 
5.​ An official of any agency of the state or federal government, or any political subdivision 

of the State, may inspect any portion of a personnel file when such information is deemed 
by the town manager to be necessary and essential to the pursuance of a proper function 
of the inspecting agency, but no information shall be divulged for the purpose of assisting 
in a criminal prosecution of the employee or for the purpose of assisting in an 
investigation of the employee's tax liability. 

 
6.​ Each individual requesting access to confidential information will be required to submit 

satisfactory proof of identity. 
 
7.​ A record shall be made of each disclosure and placed in the employee's file (except 

disclosures to the employee and the supervisor). 
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Section 4.​ Records of Former Employees. 
 
The provisions for access to records apply to former employees as they apply to present 
employees. 
 
Section 5.​ Remedies of Employees Objecting to Material in File. 
 
An employee who objects to material in his file may place in his file a statement relating to the 
material he considers to be inaccurate or misleading.  The employee may seek the removal of 
such material in accordance with established grievance procedures. 
 
Section 6.​ Penalty for Permitting Access to Confidential File by Unauthorized Person. 
 
G.S. 160A-168 provides that any public official or employee who knowingly and willfully 
permits any person to have access to any confidential information contained in an employee 
personnel file, except as expressly authorized by the designated custodian, is guilty of a 
misdemeanor and upon conviction shall be fined in an amount not to exceed five hundred dollars 
($500.00). 
 
Section 7.​ Penalty for Examining and/or Copying Confidential Material without 

Authorization. 
 
G.S. 160A-168 provides that any person, not specifically authorized to have access to a 
personnel file designated as confidential, who shall knowingly and willfully examine in its 
official filing place, remove or copy any portion of a confidential personnel file shall be guilty of 
a misdemeanor and upon conviction shall be fined in the discretion of the court but not in excess 
of five hundred dollars. 
 
Section 8.​ Destruction of Records Regulated. 
 
No public official may destroy, sell, loan, or otherwise dispose of any public record, except in 
accordance with G.S. 121-5, without the consent of the North Carolina Department of Cultural 
Resources.  Whoever unlawfully removes a public record from the office where it is usually kept, 
or whoever alters, defaces, mutilates or destroys it will be guilty of a misdemeanor and upon 
conviction will be fined not less than ten ($10.00) dollars nor more than five hundred ($500.00) 
dollars as provided by G.S. 132-3. 
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ARTICLE XIV: SUBSTANCE ABUSE AND DRUG FREE WORKPLACE POLICY 
 

Section 1.​ Purpose. 
 
The Town of Liberty is concerned about the detrimental effects which illegal drugs and alcohol 
abuse have upon the health and safety of its employees.  We recognize that alcoholism and the 
illegal use of drugs lead to increased accidents and medical claims, and often destroy an 
employee's health and family life.  Simply stated, employees who abuse drugs and alcohol are a 
danger to themselves, their fellow employees and their families.  In addition, employees with 
drug or alcohol problems have much higher medical costs than other employees, and their 
decreased productivity because of absenteeism and turnover adversely affects our ability to 
compete effectively. 
 
In light of these concerns, and in compliance with applicable state and federal laws and 
regulations, the Town of Liberty intends to maintain a workplace free of the problems associated 
with the illegal use of drugs and the abuse of alcohol.  Our policy is to help employees with 
problems associated with the abuse of drugs and alcohol and to encourage their rehabilitation.  
However, no part of this Substance Abuse and Drug Free Workplace Policy (the "Policy"), nor 
any of its procedures, is intended to affect the Town of Liberty's right to manage its workplace or 
to discipline its employees.  Nor is it a guarantee of employment, continued employment or, 
except as specifically provided in the Policy, of terms or conditions of employment. The Policy 
is intended to help provide a better and safer work environment for all employees. 
 
Section 2.​ Scope and Application. 
 
This Policy covers all employees, volunteers and applicants for employment of the Town of 
Liberty.  This Policy applies to all Town of Liberty property which, for purposes of this Policy, 
includes grounds and parking lots, leased space, town vehicles, and personal vehicles used for 
Town of Liberty purposes.  The Policy applies to any employee on Town of Liberty time at any 
location.  This Policy supersedes all previous policies with respect to substance abuse to the 
extent they are inconsistent. 
 
For purposes of this Policy and until further notice, the Designated Town Official referred to 
herein shall be the Town Manager or his designee. 
 
Section 3.​ Definition of Substance Abuse. 
 
Substance abuse is defined as:  (1) reporting to work or working with illegal drugs present in the 
body or while affected by alcohol, (2) chemical dependency on alcohol or other drugs where job 
performance or employee safety is adversely affected, or (3) the use of illegal drugs.  The term 
"illegal drugs" as used in this Policy includes, but is not limited to, marijuana, cocaine, 
phencyclidine (PCP), opiates, amphetamines and similar drugs whose possession and use are 
prohibited under state or federal law in this country, as well as prescription drugs unless validly 
prescribed by the employee's physician and used in the prescribed manner.  So-called "Designer 
drugs", "look alikes", synthetic drugs and similar substances are also considered illegal drugs for 
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purposes of this Policy, even if they are not specifically prohibited by state or federal law.  This 
Policy is also designed to cover other substances which may be abused, whether available legally 
over-the-counter (such as cough syrup or drugs obtained with a valid prescription), or substances 
which are not intended for human consumption (such as glue).  The term alcohol refers to the 
intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight alcohols 
including methyl and isopropyl alcohol. 
 
Section 4.​ Prohibition for all Employees. 
 
A.​ Except as provided in paragraph C below, the possession, use, distribution, transfer, 

manufacture or sale of alcohol, illegal drugs, or legal drugs without a valid prescription 
on town property, in a town vehicle, or on town time is specifically prohibited.  An 
employee who violates this prohibition is subject to disciplinary action up to and 
including termination of employment.  Any circumstances that indicate the violation of 
state, federal or local laws may be reported to appropriate law enforcement officials, and 
the Town of Liberty will cooperate in any criminal prosecutions. 

 
B.​ Reporting for duty or working with drugs present in the body or while affected by drugs 

or alcohol is prohibited and will be handled under disciplinary procedures or referral for 
counseling and/or rehabilitation, as management determines.  This prohibition includes 
prescription drugs, unless the employee has a current legal prescription, a valid medical 
reason for using such prescription drug and is using such drug in the prescribed manner.  
No employee shall report for duty, remain on duty or perform a safety-sensitive function, 
if the employee tests positive for alcohol or controlled substances.   

 
Specifically the following conditions of alcohol use and consumption is prohibited; 
 
1.​ 4 hours before performing safety-sensitive functions, 
 

2.​ Reporting for duty or remaining on duty to perform safety-sensitive 
functions with an alcohol concentration of 0.02 or greater, nor may that 
employee be permitted to perform, safety-sensitive functions for at least 
24 hours. 

 
3.​ Possession of alcohol, unless the alcohol is manifested and transported as 

part of a shipment.  This includes the possession of medicines containing 
alcohol (prescription or over-the-counter), unless the packaging seal is 
unbroken, 

 
4.​ Use during the 8 hours following an accident, or until he/she undergoes a 

post accident test, and 
 

5.​ Refusing to submit to a required test in that the employee either fails to 
provide adequate breath for testing without a valid medical explanation 
after the employee has received notice of the requirement for breath 
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testing or the employee engages in conduct which clearly obstructs the 
testing process. 

C.​ Employees are encouraged not to consume alcohol in business settings, such as business 
meals and functions attended by executives and sales personnel, especially when guests 
or customers of the Town of Liberty are present.  Employees are strongly discouraged 
from operating motor vehicles after consuming even a moderate amount of alcohol.  
Employees who violate the provisions of this paragraph are subject to disciplinary action 
depending upon considerations such as the nature of the offense, their present job 
assignments, their records with the Town of Liberty and the possible adverse 
consequences upon the Town of Liberty from their violations. 

 
D.​ In order to ensure that employees can safely perform their jobs, the Town of Liberty is 

also concerned with prescription or over-the-counter drugs which might have an impact 
on job performance.  Prescription or over-the-counter drugs must be taken in accordance 
with doctors and/or label directions.  All employees in safety-sensitive functions or 
otherwise subject to drug testing taking prescribed medications that could impair their 
ability to safely operate a commercial motor vehicle or related activities associated with 
loading, unloading, inspection and maintenance or other activity that is classified as "on 
duty time" under 49 CFR 395.2 must report such use to their immediate supervisor or 
substance abuse manager as directed by this Policy. 

 
E.​ Testing positive for drugs. 

 
F.​ Refusing to submit to a required test in that the employee fails to provide adequate urine 

for controlled substances testing without a valid medical explanation after the employee 
has received notice of the requirement for urine testing or the employee engages in 
conduct which clearly obstructs the testing process. 

 
Section 5.​ Circumstances of Drug Testing. 
 
The Town of Liberty will consider an employee for a drug and or alcohol testing under the 
following circumstances: 
 

A.​ Employee Requests and Voluntary Referral for Counseling and/or 
Rehabilitation  

 
The Town of Liberty may test an employee who specifically asks to take a test.  The Town of 

Liberty should consider the employee's motivation for requesting a test, as well as the 
test's potential impact on other employees. 

 
The Town of Liberty recognizes and accepts that early treatment is the key to rehabilitation for 

substance abusers.  Therefore, employees are encouraged to voluntarily request help.  No 
employee will have job security jeopardized by such a good-faith request. 
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1.​ Posting - The Town of Liberty shall post the name and telephone number 
of the Town of Liberty's recommended rehabilitation and counseling 
service at a location where it may be seen by all employees. 

2.​ Procedure For Volunteering For Assistance - An employee may volunteer 
for assistance either by requesting help from the Designated Town Official 
or a supervisor, or by contacting the company's recommended 
rehabilitation and counseling service.  If an employee contacts a 
supervisor concerning a substance abuse problem, the supervisor shall 
assist the employee in setting up an appointment with the Designated 
Town Official or recommended counseling or rehabilitation service, but 
should not attempt to diagnose the problem or counsel the employee. 

 
3.​ Testing After Referral For Assistance – An employee with a positive drug 

screening test who has been referred by the Town of Liberty for 
counseling and/or rehabilitation under this Policy may be tested without 
cause and at any time for a period of two years after referral.  Employees 
who volunteer that they have a drug abuse problem and seek counseling 
and/or rehabilitation under this Policy may also be tested without cause 
and at any time for a period of two years after referral or self-referral.  
However should the employee leave the employ of the Town of Liberty, 
the town will not be obligated to provide assistance beyond the last day of 
employment. 

 
B.​ Federal or State Mandated Substance Abuse Testing and Safety Sensitive 

Positions (Random Testing). 
 
If any Town of Liberty employees are subject to federal or state mandated substance abuse 

testing, including but not limited to Department of Transportation ("DOT") regulations, 
such employees will be tested pursuant to such testing requirements notwithstanding this 
Substance Abuse Policy. 

 
All individuals being considered for safety-sensitive positions as defined by Title 49 of the Code 

of Federal Regulations, including applicants and transfers, and all employees currently 
performing safety-sensitive duties are subject to this testing, including every person who 
operates a commercial motor vehicle (CMV) in interstate or intrastate commerce, and is 
subject to the commercial driver's license requirements of 49 CFR Part 383. 

 
Employees will be considered to be performing safety-sensitive duties when their work that is 

found to be of such a great risk of injury to others that even a momentary lapse of 
attention can have disastrous consequences could be determined to be safety sensitive. 

 
Safety sensitive will be considered any Town of Liberty employee who drives or operates a town 

vehicle, town equipment, or personal vehicle for Town business.  Safety sensitive also 
includes Police, Fire and EMS. 
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Employees subject to testing because of Federal or State Mandated Substance Abuse Testing 
and/or their classification in a Safety Sensitive Positions may be tested in the following 
manner: 

All employees of the Town of Liberty in safety-sensitive positions will be subject to random 
testing for alcohol and controlled substances.  For compliance purposes two groups of 
employees for random selection will be maintained, DOT covered employees and safety 
sensitive non-DOT employees.  Random testing will be conducted on a percentage basis 
in a fair manner as provided by DOT regulations and will be conducted by the third party 
contractor. 

 
C.​ Evidence of Substance Abuse or Reasonable Suspicion 

 
The Town of Liberty will require employees to submit to an alcohol and/or controlled substances 

test where there is reasonable suspicion to believe the employee has violated the 
provisions of this policy, except for the provision regarding possession of alcohol 

 
The observation concerning and decision as to whether reasonable suspicion exists to test will be 

made by a trained Town of Liberty supervisor or official.  Alcohol testing under this 
Policy is only authorized if the observations showing reasonable suspicion are made 
during, just before, or just after the employee performs safety-sensitive functions. 

 
Before employees are asked to submit to a drug or alcohol screening test for reasonable 

suspicion testing, the concurrence of the Designated Town Official or designee shall be 
obtained.  The employee should be confronted in private with at least two members of 
management present.  The employee shall be told that, in accordance with the Town of 
Liberty's Substance Abuse Policy, he or she is being requested to submit to an alcohol or 
drug screening test.  Care should be taken to ensure that management states no 
conclusions as to whether the employee is a substance abuser.  In the event an employee 
is injured, unconscious, or otherwise unable to sign a consent form, the Designated Town 
Official or designee shall be consulted on the proper course of action. 

 
Reasonable suspicion may be based on any of the following conditions;  
 

1.​ Direct observation of the physical symptoms of being under the influence 
of a drug, such as impairment of motor functions or speech. 

 
2.​ A pattern of abnormal conduct or erratic behavior. 

 
3.​ Arrest or conviction for a drug-related offense, or the identification of an 

employee as the focus of a criminal investigation into illegal drug 
possession, use, or distribution. 

 
4.​ Information that is provided by reliable and credible sources or that can 

be independently corroborated. 
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5.​ Newly discovered evidence that the employee tampered with a previous 
drug test. 

 
6.​ And other factors supervisors enforcing this policy have been trained to 

recognize as the signs of drug and alcohol use. 
 

D.​ Accident or Incident 
 
If any employee, is involved in an accident or incident where; 
 

1.​ personal injury requiring immediate medical treatment is needed, or 
 

2.​ property damage is estimated in excess of $2,000.00, or 
 

3.​ the employee is issued a citation under state or local law for a moving 
traffic violation arising from the accident, 

 
the employee will be required to submit to an alcohol test and a controlled substance test. 
 
Testing will be administered as soon as medically and legally possible.  The alcohol test must be 

administered within 2 hours following the accident and in no case shall more than 8 hours 
elapse before the test is administered.  It is the employee's responsibility to notify the 
town immediately to insure actions are taken to meet the testing requirements. 

 
The driver must refrain from using alcohol for 8 hours following the accident, or until he/she 

submits to an alcohol test, whichever comes first. 
 
The controlled substance test must be administered within 32 hours following the accident.  The 

driver must remain available for testing, or the Town of Liberty will consider the driver to 
have refused to submit to testing.  

 
E.​ Follow-up and Return-to-duty Testing 
 
Any employee who, based on Town of Liberty approval, is allowed to return to duty following 

referral, evaluation, and treatment as a positive alcohol or controlled substance test will 
be required to submit to a return-to-duty alcohol and/or controlled substance test.  An 
alcohol concentration of less than 0.02 and/or a negative controlled substance test will be 
required before a return-to-duty decision is made.  In the event an employee is allowed to 
return to duty following referral, evaluation, and treatment, a minimum of 6 unannounced 
alcohol and/or controlled substance tests will be required during the next 12 months of 
employment.  Follow-up testing may continue for up to 60 months following return to 
duty at the Town of Liberty's discretion, based on recommendations from the substance 
abuse professional. 
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For random, reasonable suspicion and follow-up alcohol testing, an employee shall only be 
tested while the employee is performing safety-sensitive functions, immediately prior to 
performing, or immediately after performing safety-sensitive functions. 

 
For controlled substance testing, an employee may be tested at any time the employee is at work 

for the Town of Liberty. 
 
Appropriate procedural forms will be provided by the third party contractor. 
 
F.​ Applicants for Employment 
 
All applicants must undergo a pre-employment drug screening test (if appropriate, as part of their 

routine pre-employment physical examination).  Failure to cooperate in such a test (or 
examination) will be considered a withdrawal of the Town of Liberty's offer of 
employment. 

 
Any offer or acceptance of employment is contingent upon the applicant successfully completing 

his or her drug-screening test.  No applicant shall be required to submit to a drug test until 
after the applicant has been offered a job.  Employment will be denied when the test 
results are positive for illegal drugs or for the presence of prescription drugs (such as 
barbiturates, amphetamines, opiates, etc.) unless the applicant has a current prescription, 
a valid medical reason for using such drugs, and is using such drugs in the prescribed 
manner.  No one shall be permitted to begin work until the results of the test have been 
obtained. 

 
Employees and applicants have the right to have a re-test conducted by an approved laboratory 

when a drug or alcohol test they take is positive. This re-test is conducted using the same 
urine sample that was submitted for the first test. The employee is responsible for costs 
associated with a requested re-test 

 
All applicants shall report to the nearest drug testing collection site within 24 hours of a 

conditional offer of employment.  Failure to report to a testing site within 24 hours shall 
be considered a withdrawal of the Town of Liberty's offer of employment. 

 
Before taking the drug-screening test, applicants must sign a CONSENT FORM AND 

RELEASE OF LIABILITY (Supplement 3).  Failure to sign the form or 
cooperate in the test procedure as requested will be deemed a withdrawal of the 
individual's application for employment. 

 
Section 6.​ Discipline and Consequences. 
 
Employee compliance with the Town of Liberty's Substance Abuse Policy is mandatory.  Failure 
or refusal of any employee to fully cooperate and participate in the program, sign any required 
document or submit to a drug or alcohol screening test will be grounds for termination of 
employment, unless a compelling, satisfactory reason is provided.  Employees who continue 
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employment while undergoing counseling or rehabilitation will be required to meet all 
established standards of conduct and job performance.  Employees who have been referred for 
counseling or rehabilitation under this Policy shall be required to fully cooperate and participate 
in their rehabilitation and the recommendations of the program administrators.  This may include 
the requirement for regular attendance at therapy sessions.  Employees who have been referred to 
counseling or rehabilitation may be required to undergo drug screening tests at any time for a 
period of up to two years.  If the Town of Liberty determines that an employee has failed to 
cooperate under the terms of this Substance Abuse Policy, the employee may be suspended 
without pay and be subject to further disciplinary action, up to and including termination. 
 
An applicant for a part-time or a full-time position or a transfer from non-safety-sensitive to a 
safety-sensitive position with a verified positive controlled substance test result will be denied 
employment or be subject to discipline, up to and including termination. 
 
Any employee of the Town of Liberty subject to the terms of this policy, as a result of reasonable 
cause testing, post-accident, random, and/or return to work testing with a verified positive 
controlled substance test result and/or an alcohol breath test with a confirmed test result of 0.02 
or greater will be subject to discipline, up to and including termination. 
 
In all cases with a verified positive controlled substance test result and/or a confirmed alcohol 
breath test result the employee will be referred to a Substance Abuse Professional (SAP) for 
evaluation, referral and treatment.  The referral to the SAP applies even if the employee is 
terminated. 
 
After an employee has been referred for counseling or rehabilitation under this Substance Abuse 
Policy, the employee must promise to remain drug free.  A subsequent positive drug test may 
result in termination of employment. 
 
Section 7.​ Testing Methodology. 
 
Town of Liberty will contract with a third party for the purposes of alcohol, drug and other 
substance abuse testing including; random selection, chain of custody/collection, 
screening/testing, confirmation of testing, medical review officer services, communication of 
testing results, EAP referrals and other administrative and program support.  The third party 
contractor will ensure compliance with NCAC §20.0300 et al and specifically to 20.0304 
“Procedures”.  The third party contractor will establish procedures compliant with the U.S. 
Department of Transportation testing procedures for selected positions effected by those 
regulations. 
 
Section 8.​ Transportation of Impaired Employees. 
 
If the Town of Liberty believes that an employee may be impaired by drugs or alcohol and 
appears to be unable to drive safely, the Town of Liberty shall provide or arrange for 
transportation.  If the employee refuses to accept such transportation, and insists upon driving, he 
or she should be strongly discouraged from doing so, but not forcibly restrained.  If appropriate, 
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the Town of Liberty may take disciplinary action, up to and including termination of 
employment, against an employee who still insists upon operating a motor vehicle.  Finally, the 
employee should be advised that the Town of Liberty will notify local law enforcement 
authorities if he or she still attempts to drive.  If the employee does attempt to drive, the proper 
law enforcement agencies shall be notified immediately. All actions taken to persuade the 
employee not to drive shall be documented. 
 
Section 9.​ Time Off for Counseling/Rehabilitation and Return to Work. 
 
Work time lost will be paid according to applicable benefit plans of the Town of Liberty (such as 
vacation, sick leave or personal day policies) to the extent available to the employee.  Beyond 
such benefits, work time lost for counseling and rehabilitation will be without pay.  An employee 
may return to work only after (i) he or she has been certified by the treatment facility as being 
free of substance abuse and fit to return to duty; and (ii) he or she has produced a clean urine 
sample which generates a negative test result or a negative alcohol test. 
 
Section 10.​ Medical Benefits for Counseling and/or Rehabilitation. 
 
Benefits are available as provided in the Town of Liberty's medical insurance plan, depending on 
the medical diagnosis by the employee's physician in conjunction with the Town of Liberty's 
benefit plans. 
 
Section 11.​ Confidentiality. 
 
All information involving drug or alcohol tests, medical examinations, counseling, rehabilitation 
or treatment of an individual employee or applicant shall be treated as confidential.  All such 
information will be accessible only to those Town of Liberty officials and designated medical or 
professional persons as have been approved on a valid need to know basis.  It will not be 
provided to any other party without the employee's written consent, except pursuant to 
administrative or legal procedure or process.  Any employee who willfully discloses such 
information in violation of Town of Liberty policy will be subject to disciplinary action, up to 
and including termination. 
 
Section 12.​ Severability and Effect. 
 
If any part of this Policy is determined to be void or unenforceable under state or federal law, the 
remainder of the Policy will remain in full force and effect to the extent possible. 
 
Section 13.​ Reservations. 
 
No part of this Policy, nor any of its procedures, is intended to affect the Town of Liberty's right 
to manage its workplace or to discipline its employees.  Nor is it a guarantee of employment, 
continued employment, or of any terms or conditions of employment except as specifically 
provided herein.  This Policy does not create an express or implied contract between the Town of 
Liberty and any employee.  Because it is impossible to anticipate every situation which may arise 
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under this Policy, the Designated Town Official should be contacted to resolve any situation not 
addressed herein.  This contact should be made before action is initiated, if at all practicable.  
The Designated Town Official is responsible for the overall implementation of this Policy. 
 
The Town of Liberty reserves the right to interpret, change, modify, amend, or rescind this Policy 
in whole or in part.  Exceptions to this Policy may be granted in unusual or extenuating 
circumstances, but only with the concurrence of the Designated Town Official. 

 
 

ARTICLE XV: IMPLEMENTATION OF POLICY 
 
Section 1.​ Conflicting Policies Repealed. 
 
All policies, ordinances or resolutions that conflict with the provisions of this policy are hereby 
repealed. 
 
Section 2.​ Separability. 
 
If any provision of this policy is held invalid, the remainder of this policy and the application of 
such remaining provisions of this policy, other than those held invalid, will not be affected. 
 
Section 3.​ Violations of Policy Provision. 
 
An employee violating any of the provisions of this policy shall be subject to suspension and/or 
dismissal, in addition to any civil or criminal penalty, which may be imposed for the violation. 
 
Section 4.​ Amendments. 
 
Amendments to these personnel policies shall be recommended by the town manager and 
approved by the town council. 
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SUPPLEMENTAL MATERIALS AND FORMS 
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LAST CHANCE ASSISTANCE ACKNOWLEDGEMENT 
 
 
Name of Employee (Please Print): ________________________________________________________________ 
​ ​ ​ ​ ​ Last​ ​ ​  First​ ​ ​ Middle 
 

1.​ I voluntarily acknowledge that I have a drug and/or alcohol problem and I wish to avail myself of 
treatment through the Town of Liberty's counseling and/or rehabilitation program.  I agree to submit to a Town of 
Liberty administered drug and/or alcohol screening prior to my referral to the program to assist in assessment and 
treatment of my problem. 
 

2.​ I promise to fully cooperate and participate in the counseling and/or rehabilitation program in 
accordance with instructions and requirements of program administrators.  I understand that any Town of Liberty 
approved leave of absence to continue in a counseling or rehabilitation program may be reviewed on a weekly basis. 
 

3.​ I authorize counseling or rehabilitation representatives to confer with Town of Liberty officials 
regarding my attendance, progress and suitability for continued employment or return to active employment, as the 
case may be, including the disclosure of medical/psychiatric evaluations and substance abuse testing of me. 
 

4.​ I understand that as a pre-condition to my returning to work, I must test negative on a Town of 
Liberty administered drug test.  I also understand and agree that I will willingly submit to random, unannounced 
drug testing at any time after my return to work, and that if I test positive on any such test, or if I refuse to take a test 
as requested, I will be subject to immediate termination.  I understand and agree that unannounced testing may be 
required of me for up to two years (24 months) following the date of the agreement. 
 

5.​ If I have received treatment for drug abuse, I understand and agree that my future employment 
depends upon my remaining free of drug abuse for the entire duration of my continued employment, and that this 
"LAST CHANCE" opportunity afforded me by the Town of Liberty is conditioned accordingly.  I further understand 
and agree that nothing herein alters my right and the Town of Liberty's right to terminate or modify my employment 
relationship at any time and for any reason. 
 

6.​ If I have received treatment for alcohol abuse, I understand and agree that for the entire duration of 
my continued employment, I will not use alcohol in a manner that violates company policy.  I further understand and 
agree that I will be held to the same attendance, performance, safety, behavioral, and other standards as every other 
employee of the Town of Liberty, and if my alcohol use causes me to violate those standards, I will be subject to 
discipline or discharge on the same basis as other employees who violate those standards for non-alcohol-related 
reasons.  I further understand and agree that I may be tested for alcohol use based on reasonable cause; after an 
accident or incident which caused or reasonably could have caused personal injury or property damage in which my 
inaction or action was a contributing factor; or upon my request if the Town of Liberty agrees.  I further understand 
that nothing herein alters my right and the Town of Liberty's right to terminate or modify my employment 
relationship at any time and for any reason. 
 

7.​ I understand that upon my continued active employment or return to active employment, I must 
meet all established standards of conduct and job performance required of any other employee. 
 
 
APPROVED: 
 
______________________________________​ ​ ​ _______________________________ 
Signature / Title​​ ​ ​ ​ ​ ​ Employee 
 
Date: _________________________​ ​ ​ Date: ______________________ 
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EMPLOYEE ACKNOWLEDGEMENT FORM 
 
 

I, _____________________________________, hereby acknowledge that the Substance 
Abuse Policy of the Town of Liberty has been reviewed and explained to me. 
 

I further acknowledge the following: 
 

1.​ I have been notified that the unlawful manufacture, distribution, dispensation, 
possession or use of alcohol, drugs or other controlled substances is prohibited in 
the Town of Liberty's workplace, and that violations of these prohibitions will 
subject me to disciplinary action under the policy. 

 
2.​ That I will abide by the Town of Liberty's Substance Abuse Policy. 

 
 

I understand that the above in no way creates an obligation or contract of employment 
and that I, as well as the Town of Liberty, have the right to end the employment relationship at 
any time. 
 
 
 
Employee Name _______________________________ 

     (Please print) 
 
 
Social Security # ______________________________ 
 
Date ________________________________________ 
 
 
 
______________________________​ ______________________________ 
Employee Signature​ ​ ​ ​ Witness 
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CONSENT FORM AND RELEASE OF LIABILITY 

 
Name of Applicant/Employee (please print): _______________________________________ 
 
Social Security Number: ________________________________________________________ 
 

I understand that in accordance with the Town of Liberty’s policy of providing and 
maintaining a safe and healthful working environment for all employees that I will submit to a 
drug screen/alcohol test.  I hereby consent to the collection of a specimen of my urine and to the 
testing of such specimen. 
 

I hereby authorize the release of the results of the test to the management of the town and 
its designated medical or professional representatives. 
 

I release the town, its elected officials, employees, management and its designated 
medical or professional representatives, from any and all claims, causes of action or liability 
resulting from this test, the collection or testing of the sample, the release of the results of the test 
to such persons, and any decisions resulting therefrom. 
 
 
___________________________________​ ​ ___________________________________ 
Signature​ ​ ​ ​ ​ ​ Date 
 
___________________________________​ ​ ___________________________________ 
Town​ ​ ​ ​ ​ ​ ​ Date 
 
___________________________________​ ​ ___________________________________ 
Witness​ ​ ​ ​ ​ ​ Date 
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REASONABLE SUSPICION CHECKLIST 
 
Employee Name: ______________________________________________________________________________ 
 
Date: __________________________________________ Time: ________________________________________ 
 

CHECK ALL BOXES THAT APPLY.  FILL OUT AS COMPLETELY AS PRACTICAL. 
 

•​ Breath Smell Like Alcohol: _______________________________________________________________ 
•​ Breath/Hair/Hands/Clothes Smell Like Marijuana: _____________________________________________ 
•​ Bodily Odors Masked by Gum/Mints/Cologne, etc: ____________________________________________ 
•​ Eyes Bloodshot: ________________________________________________________________________ 
•​ Eyes Glassy: ___________________________________________________________________________ 
•​ Eyes Swollen: __________________________________________________________________________ 
•​ Eyes Watery: ___________________________________________________________________________ 
•​ Pupils Dilated: _________________________________________________________________________ 
•​ Pinpoint Pupils: _________________________________________________________________________ 
•​ Face Flushed: __________________________________________________________________________ 
•​ Face Pale: _____________________________________________________________________________ 
•​ Unusual Sweating: ______________________________________________________________________ 
•​ Speech Slurred: _________________________________________________________________________ 
•​ Incoherent: ____________________________________________________________________________ 
•​ Rambling: _____________________________________________________________________________ 
•​ Won’t Talk/Stop Talking: _________________________________________________________________ 
•​ Voice Unusually Load/Soft: _______________________________________________________________ 
•​ Stumbles, Staggers or Falls When Walking: __________________________________________________ 
•​ Sways, Sags or Leans on Support When Standing: _____________________________________________ 
•​ Movements Jerky/Uncoordinated: __________________________________________________________ 
•​ Acts Sleepy: ___________________________________________________________________________ 
•​ Acts Hyperactive/Moves Very Slowly: ______________________________________________________ 
•​ Sudden, Marked Mood Swings: ____________________________________________________________ 
•​ Sudden Marked Changes in Activity Level: ___________________________________________________ 
•​ Unusually Quarrelsome or Irritable: _________________________________________________________ 
•​ Doesn’t Seem to Care About Anything: ______________________________________________________ 
 
Describe Any Recent Changes in Attendance: ________________________________________________________ 
_____________________________________________________________________________________________ 
Describe Any Suspicious Accidents/Errors: __________________________________________________________ 
_____________________________________________________________________________________________ 
Describe Any Recent Changes in Quantity and Quality of Work: _________________________________________ 
_____________________________________________________________________________________________ 
Describe Any Other Reasons Why Employee Has Been Selected For Testing: _______________________________ 
_____________________________________________________________________________________________ 
What is Employee’s Explanation of Behaviors/Appearance? ____________________________________________ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
 
 
 
____________________________________​​ ​ ___________________________________ 
Supervisors Signature/Title​ ​ ​ ​ ​ ​ ​ Date 
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SICK LEAVE SHARING AND REQUEST FORM  
 
I. RECIPIENT 
 
Name:______________________________________________________ 
 

Date Submitted:______________________________________________ 
 

Social Security Number:_______________________________________ 
 

Job Title:___________________________________________________ 
 

Department:________________________________________________ 
 

REQUEST FOR VOLUNTARY SHARED LEAVE IS DUE TO: 
 

�  Illness of employee 
 

�  Illness of member of employee's immediate family.  Relationship_______________________ 
 

Nature of the medical condition:____________________________________________________ 
_____________________________________________________________________________
� (Physician's Statement Attached) 
 

Projected Duration (from physician's statement):_______________________________________ 
 

Employee's Signature:_____________________________________Date:__________________ 
Supervisor's Signature:_____________________________________Date:__________________ 
Department Head's Signature:________________________________Date:_________________ 
 

Department Head's Recommendations/Comments:_____________________________________ 
______________________________________________________________________________
____________________________________________________________________________ 

If I am approved to receive Shared Sick Leave, I authorize the release of the information that I 
have or a member of my family has a medical condition that has made me eligible to receive 
shared sick leave. 
 

Signature:________________________________________________Date:_________________ 
 
 

II. TOWN MANAGER APPROVAL 
 

� I hereby approve this request for Shared Sick Leave for the above-mentioned candidate. 
 

� I hereby disapprove this request for Shared Sick Leave for the above-mentioned candidate. 
 

Town Manager's 
Signature:___________________________________________Date:____________________ 
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SICK LEAVE SHARING DONOR FORM 
 
I. DONOR: 
 
Name:______________________________________________ 
 
Social Security Number:_______________________________ 
 
Job Title:___________________________________________ 
 
Department:________________________________________ 
 
I HEREBY REQUEST TO DONATE LEAVE TO THE APPROVED RECIPIENT 
IDENTIFIED BELOW: 
 
​ __________​ Hours Sick Leave (Minimum donation of 4 hours) 
 
Signature:____________________________________________________Date:_____________ 
 
II. EMPLOYEE TO RECEIVE LEAVE 
 
Name:___________________________________________________ 
 
Social Security Number:____________________________________ 
 
Job Title:________________________________________________ 
 
Department:______________________________________________ 
 
THIS IS TO CERTIFY THAT THE DONOR HAS SUFFICIENT LEAVE BALANCES IN 
HIS/HER LEAVE ACCOUNT TO GRANT THIS REQUEST AND STILL HAVE THE 
MINIMUM ALLOWABLE BALANCES. 
 
_____________________________________________________________________________ 
         Donor's Supervisor​ ​ ​ ​ ​ ​ Date         
 
_____________________________________________________________________________ 
         Donor's Department Head​ ​ ​ ​ ​ Date 
 
_____________________________________________________________________________ 
         Town Manager Approval​ ​ ​ ​ ​ Date 
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LEAVE OF ABSENCE FORM​
 
 

(To be used to request a single, consecutive leave request) 
 

 
Department: ___________________________________ 
  
Name: ________________________________________ 
 
 
I respectfully apply for       days (      hours) leave of absence from official duty 
 
Beginning                      o’clock                 20_____​
 
​ ​ (Time)​​ ​ ​ (Date) 
Ending                           o’clock                 20_____ 
​ ​ (Time)​​ ​ ​ (Date) 
  
To be charged to: 
​ (Check one) 

☐  Vacation Leave​
 
☐  Sick Leave​
 
☐  Compensatory Time 
 
☐  Bonus Time (Exempt Employees)​
 
☐  Other (List) ____________________ 
        

  
 
Employee’s Signature: ______________________________ 
 
 
Approved: ______________________________ 
​ ​ Department Head 

Date: _______________ 
 

 
Approved: ______________________________ 
​ ​ Manager  
​ ​ (if required) 

Date: _______________ 
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TRIP AUTHORIZATION REQUEST FORM 
 
To:​ Supervisor 
 
I request authorization to travel: 
 
Place:​ ​ ​ ___________________________________________________________ 
 
Dates:​​ ​ __________________________ to ______________________________ 
 
Purpose of Attendance: ________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
Length of Stay:​ ​ ___________________________________ 
 
Registration Costs:​ ​ $__________ 
 
Hotel Cost  
(Governmental Rate, if possible):​ $__________ 
 
Airfare Cost:​​ ​ $__________ 
 
Auto Mileage:​ ​ $__________ 
 
Estimated Total Cost:  ​ $__________ 
 
Hotel preference (give name and location) _________________________________________ 
_____________________________________________________________________________ 
 
Signature: __________________________Title: ____________________Date: ___________ 
 
 
 
☐ Approved                                               ☐ Disapproved 
 
Supervisor’s Signature: ________________________________________ Date: __________ 
 
☐ Approved                                               ☐ Disapproved 
 
Town Manager’s Signature: _____________________________________ Date: __________ 
 
 
NOTE:  This form must accompany travel/expense claim​ 4/2002 
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AUTO TRAVEL EXPENSE CLAIM FORM 

          
      Agency or Person Trip 

Date From  To Visited Mileage 
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
     
   X _________ =  $__________________  

Total Mileage: IRS Rate Reimbursement  
     

Name:  
     
         

Signature  Date  
     
 Approval:      
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TRAVEL EXPENSE CLAIM FORM 
       

Claimant:          
       
Meals & Lodging Expenses:    
1. Date:   Place:       

 Activity:           
       
 Breakfast     + Tip     Total   $  
 Lunch     + Tip     Total   $  
 Dinner     + Tip     Total   $  
 Lodging      $  
      Subtotal   $  
2. Date:   Place:       
 Activity:           
       
 Breakfast     + Tip     Total   $  
 Lunch     + Tip     Total   $  
 Dinner     + Tip     Total   $  
 Lodging       
      Subtotal   $  
3. Date:   Place:       
 Activity:           
       
 Breakfast     + Tip     Total   $  
 Lunch     + Tip     Total   $  
 Dinner     + Tip     Total   $  
 Lodging       
      Subtotal   $  
4. Date:   Place:       
 Activity:           
       
 Breakfast     + Tip     Total   $  
 Lunch     + Tip     Total   $  
 Dinner     + Tip     Total   $  
 Lodging       
      Subtotal   $  
    First Page Subtotal   $  

 
 
  First Page Subtotal:  
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Transportation and Parking Expenses:   
      
 Date:   Mode:   Cost: _______ 
 Date:   Mode:   Cost: _______ 
 Date:   Mode:   Cost: _______ 
 Date:   Mode:   Cost: _______ 
 Date:   Mode:   Cost: _______ 
     Sub- 

total: ______ 
Meeting & Conference Expenses:   
      
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
     Sub- 

total: ______ 
Other Expenses:      
      
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
 Date:   Item:   Cost: _______ 
     Sub- 

total: ______ 
      
  Total Expenses  
     
  Less Advances  
  Other Deductions  
  Total Reimbursement Due  
 
I certify that the above is correct and that payment has not previously been received. 
 
Employee Signature: 

   Date:________ 

 
Supervisor  Signature: 

      Date: _______ 
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INITIAL WRITTEN WARNING FORM 

 
 
Date(s) and points covered in previous warning(s);  

 
_________________________________________________________________ 
 
_________________________________________________________________ 
 
_________________________________________________________________ 
 

​ Description of specific performance problem(s); 
 

_________________________________________________________________ 
 
_________________________________________________________________ 
 
_________________________________________________________________ 

 
Specific actions the employee needs to take to improve performance to a satisfactory level;  
 

_________________________________________________________________ 
 
_________________________________________________________________ 
 
_________________________________________________________________ 

 
General time frame allowed for improvement;  

 
_________________________________________________________________ 

 
Continuation of the performance problem(s) referenced here will result in more severe 
disciplinary action up to and including dismissal. 
 
Supervisor Signature: _______________________________________ Date: _______________ 
 
Employee Signature: ________________________________________ Date: _______________ 
 
Note: The written warning should be signed by the employee with a copy being placed in the 
employee's personnel file.  The employee's failure to sign the written warning does not affect the 
validity of the warning.  The supervisor, or town manager, should indicate on the warning that 
the employee refused to sign it.  The warning will remain in effect for 18 months even if 
performance improves.  Any violation of the personnel policy within this period will result in a 
final written warning. 
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FINAL WRITTEN WARNING FORM 

 
 
Date(s) and points covered in previous warning(s);  

 
_________________________________________________________________ 
 
_________________________________________________________________ 
 

​ Description of specific performance problem(s); 
 

_________________________________________________________________ 
 
_________________________________________________________________ 
 
_________________________________________________________________ 

 
Specific actions the employee needs to take to improve performance to a satisfactory level;  
 

_________________________________________________________________ 
 
_________________________________________________________________ 
 
_________________________________________________________________ 

 
​ General time frame allowed for improvement;  

 
_________________________________________________________________ 

 
This form presented at a disciplinary conference on ________________ (Time/ Date).  We 
discussed the specific reasons for the action, the necessary improvements and the time allowed 
for improvements.  Employee received notice that failure to correct the unsatisfactory 
performance may result in dismissal. 
 
Supervisor Signature: ________________________________________ Date: ______________ 
 
Employee Signature: _________________________________________ Date: ______________ 
 
Note: The written warning should be signed by the employee with a copy being placed in the 
employee's personnel file.  The employee's failure to sign the written warning does not affect the 
validity of the warning.  The supervisor, or town manager, should indicate on the warning that 
the employee refused to sign it. 
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PERFORMANCE EVALUATION FORM 
 
Name _______________________________ Job Classification ____________________ 
 
Department ______________________________________________________________ 
 
Evaluation Period _________________________________________________________ 
 

Definitions of Performance Levels 
 

Exceptional – Performance of work consistently exceeds expectations; employee always 
exceeds objectives and rarely needs assistance in completing even unusual, special, and 
non-routine assignments.  Outstanding work performance is clearly obvious to all.  
Above Standard – Performance of work within job requirements frequently exceeds quality 
and/or quantity performance expectations; employee meets and occasionally exceeds 
expectations. 
Standard - Performance of work meets but does not exceed job requirements. 
Below Standard – Performance of work does not meet job requirements, consistently fails to 
meet quality and/or quantity performance objectives.  Must improve job performance or 
appropriate disciplinary action will be taken.   
Not Applicable (N/A) – No opportunity to observe performance in this area. 
 

Components of General Job Performance 
Basic Components of Job Performance 
(These factors are observed in all jobs.) 

 

1.​ Quality of work - Degree of general workmanship; accuracy, 
neatness and completeness. �  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

2.​ Quantity of work – Amount of acceptable work performed under 
normal conditions.  �  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
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3.​ Knowledge of work – Degree to which an employee possesses 
the necessary skills and abilities of the assigned job and other 
tasks within the assigned area. 

�  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

4.​ Initiative – Degree to which an employee performs as a self 
starter. Degree to which an employee assumes responsibility and 
accepts accountability for his/her actions. 

�  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

5.​ Cooperation - Degree to which an employee effectively interacts 
with the public, co-workers and supervision. �  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

6.​ Dependability - Degree to which an employee follows through 
on assignments in a timely fashion without constant supervision 
and willingness to accept additional responsibilities. 

�  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
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7.​ Written - Ability to use proper grammar; ability to complete 
written reports accurately �  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

8.​ Oral - Ability to communicate to others verbally; ability to listen 
and understand others �  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

9.​ Judgment. - Ability to think logically, reason clearly and arrive 
at sound conclusions �  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
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Basic Components of Job Performance 
(These factors are observed in all jobs.) 

 
10.​Attendance – Does employee use leave time in an acceptable manner?​ �Yes � No 

Comments: 
___________________________________________________________________________ 

 
___________________________________________________________________________ 
 

11.​Punctuality –  
Does employee adhere to scheduled work hours, appointments and meal times? �Yes � No 

Comments: 
___________________________________________________________________________ 

 
___________________________________________________________________________ 
 

12.​Adherence to established rules, policies, and regulations –  
Does employee follow established Town rules, regulations and policies? ​ �Yes � No 

Comments: 
___________________________________________________________________________ 

 
___________________________________________________________________________ 
 

13.​Operation / care of equipment / city property –  
Does employee operate and maintain Town equipment and property in an efficient and 

economical manner?​ ​ ​ ​ ​ ​ ​ ​ �Yes � No 
Comments: 

___________________________________________________________________________ 
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Components of Project Management or Supervisory Job Performance 
(These factors are observed in some jobs regarding special assignments and in all jobs with 

supervisory responsibility.) 
 

Effective delegation of assignments – ability to select the best available 
person for each job and to assign responsibilities in a timely and efficient 
manner. 

�  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

Motivation of employees – Ability to encourage employees to perform at 
their highest potential and to appropriately recognize good performance 
and to effectively counsel and correct unsatisfactory performance. 

�  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

Coordination - Ability to bring together efforts of employees in a 
productive manner and to blend these efforts with other Town programs, 
divisions and departments.  

�  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
 

 

Planning, organizing and setting priorities - Ability to schedule and use 
assigned personnel and material to meet goals and objectives effectively, 
efficiently and economically.  

�  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
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Leadership - Ability to assume responsibility, establish performance 
requirements and promote employees development through effective 
counseling, discipline and recognition; degree to which employee makes 
timely and logical decisions.  

�  Exceptional 

�  Above Standard  
�  Standard 

�  Below Standard 

�  N/A 

Comments:  
 
____________________________________________________ 
 
____________________________________________________ 
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Scoring Sheet 
(Circle the performance level for each component and tally the numeric score.) 

 
General Job Performance Components 

• Exceptional  • Above Standard • Standard • Below Standard • N/A 
1. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
2. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
3. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
4. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
5. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
6. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
7. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
8. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
9. ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
 
Sub-Total _______+___________+___________+_________​ ​ ​ = __________ 
 
 
Basic Job Performance Components 

• Yes ​• No 
10. ​ ​ 2​ ​ 0 
11. ​ ​ 2​ ​ 0 
12. ​ ​ 2​ ​ 0 
13.​ ​ 2​ ​ 0 
 
Sub-Total _______​ ​ ​ ​ ​ ​ ​ ​ ​ = __________ 
 
Project Management or Supervisory Job Components 
 

• Exceptional  • Above Standard • Standard • Below Standard • N/A 
14 ​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
15.​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
16.​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
17.​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
18.​ ​ 4​ ​ 3​ ​ 2​ ​ 1​ ​ 0 
 
Sub-Total _______+___________+___________+_________​ ​ ​ = __________ 
 
Grand Total of All Job Performance Components (Sum of all subtotals) ​ ___________ 
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Performance Evaluation Summary Sheet 

 
Grand Total of All Performance Components (Sum of All Subtotals) __________________ 
Overall Evaluation​      • Exceptional  • Above Standard  • Standard   • Below Standard 
​ ​ ​ ​ (90%+)​(89-77%)​   (76-50%)​ (49% or less) 
 
General & Basic​ ​ (40+)​ ​  (39-34)​   (33-22)​   (21 or less) 
 
General, Basic, ​​ (58+)​ ​  (57-50)​   (49-32)​   (31 and less) 
Project Management, & 
Supervisory 
 
Suggested actions for job performance improvements (if applicable): 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
Summary of performance review discussion/comments: 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
Employee Comments (Comments may be written separately and attached.) 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
 
Reviewed By 
 
Employee _____________________________________________ Date ___________________ 
(My signature indicates that I have reviewed and discussed this evaluation report with my supervisor.) 
 
Reviewer/Title _________________________________________ Date ___________________ 
 
Supervisor/Title ________________________________________ Date ___________________ 
 
Town Manager __________________________________________ Date __________________ 

 
112 



 

EMPLOYEE INFORMATION SHEET 
Complete this form for each employee. 

 
_______ New Employee​ ______ Information Change 

General Information:  

Employee Name:   Birth Date:   

Address:  Hire Date:   

City, State, Zip  SS#:   

 

Direct Deposit Information: 
  
Financial Institution Name:  City  State  

Transit/Routing Number:   Account Number:  

 

Tax Information: Please specify the following information for this employee: 
 

Federal W4: Single:  _____ Married:  _____ Married, but withheld at higher Single rate: ____ 

Total number of allowances you are claiming:  Exempt if applicable:  

Additional amount, if any, you want withheld 
from each paycheck: 

   

State Withholding (NC4) Single or Married Filing Separately: ____ Head of Household:   ______ 

Married Filing Jointly or Surviving Spouse:  _______ 

Total number of allowances you are 
claiming:  

 Exempt if applicable:   

Additional amount, if any, you want withheld 
from each paycheck: 

   

 

Pay Information:  
 

Type of Pay for Employee:  Salary: _____ $ ___________ Hourly: ______ $ 
___________ 

FLSA ______ Exempt  _____ Non-Exempt  

Pay Frequency:  ______ Biweekly ______ Monthly _____ Quarterly  

 

Payroll Deductions:  
Select the voluntary deductions that apply and enter the $ or % amount to be deducted from each paycheck. 
 
______ Taxable Medical _______ 401K  

Loan Repayment 
______ 401K _____ Taxable Vision ______ Taxable 

Dental 
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Is this employee subject to wage garnishments, such as federal tax or child support garnishment? 
_____ Yes (Attach copies of all garnishment orders.)​ ​ _____ No 
 
 

Sick and Vacation:  
 

If this employee earns paid time off, complete the section below; otherwise leave blank. 
*Sick and Vacation hours are accrued once a month.  

Sick Pay: No. of hours earned 
per month: 

 Transfer of 
hours: 

 Current 
Balance: 

 Total 
Balance:   

 

Vacation 
Pay:  

No. of hours earned 
per month: 

   Current 
Balance: 

 Total 
Balance:   

 

 

Wage Allocation: (New Employee) 
 

Department:  Budget Acct No.:   

% 
Department:  Budget Acct No.:   

% 
 

Stipends:  
 

Employee Name:   Type of Stipend:   Dollar Amt of Stipend:  $ 
Employee Name:   Type of Stipend:  Dollar Amt of Stipend:  $ 
 

Performance Wage Allocation: (Annual, Merit, etc.)  
 

Employee Name:   Date of Performance Evaluation:   
Current Salary:  Amount of Increase:   New Salary:   
Department:  Budget Acct No.:   
Department:  Budget Acct No.:   
 

Termination of Employment:  
 

Employee Name:   Date of Termination:  

Vacation Payout:  Comp Payout:   

 
 
Effective Date: __________________ 
 
Signature of Employee: _________________________________​ Date: __________________ 
 
Dept Head Signature:    _________________________________​ Date: __________________  
 
Finance Director: ______________________________________ Date: __________________ 
 
Town Manager Signature: _______________________________​ Date: __________________ 
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SMALLPOX VACCINATION COVERAGE 
 Under Workers’ Compensation Policy 

Section 1.​ Purpose. 
 

​ The United States Department of Homeland Security is recommending certain public health and public 
safety personnel be inoculated for potential exposure to the smallpox virus as a result of possible terrorist 
activity. The purpose of this policy is to establish the Town’s Worker’s Compensation coverage of 
employees who respond adversely to voluntary smallpox inoculations. 
 
Section 2.​ Organizations Affected. 
 
Town Police and Fire Department first responder employees who receive in-employment vaccinations 
against smallpox in accordance with section 304 of the Homeland Security Act. 
 
Section 3.​ General Information. 
 
On December 13, 2002, President Bush formally announced a voluntary national smallpox vaccination 
program to strengthen the ability of the United States to protect itself from a smallpox attack by terrorists 
or hostile governments.  In accordance with section 304 of the Homeland Security Act, and North 
Carolina House Bill 273, infection with smallpox or an adverse medical reaction resulting from an 
employee receiving in-employment vaccination against smallpox, is considered an occupational disease 
that is governed by North Carolina Workers’ Compensation. NC General Statutes 97-53, 
 
Section 4.​ Policy. 
 
A.​ Smallpox vaccinations will be taken on a voluntary basis, free of charge to designated employees.  

Each employee who volunteers to be inoculated against smallpox shall be counseled on the risk of 
adverse side effects. 

 
B.​ The Town of Liberty shall consider the following diseases and conditions to be occupational diseases 

under the North Carolina Workers’ Compensation statutes. ( NC GS 97-53),  Town of Liberty 
Administrative Policies and Ordinances: 

 
1.​ Infection from Smallpox, infection from vaccinia, or any adverse medical reaction when the 

infection or adverse reaction is due to an employee receiving employment vaccination against 
smallpox, incident to the Administration of Smallpox Countermeasures , section 304 of the 
Homeland Security Act, Pub. L. No. 107-296 ( Nov. 25, 2002). 

 
2.​ Infection or adverse medical reaction due to the employee being exposed to another employee 

vaccinated as described in Section 4.B.1 of this policy. 
 

C.​ An employee absent from duty because of sickness or disability as defined by the North Carolina 
Workers’ Compensation Act may elect to use accrued sick or vacation leave during the first waiting 
period.  The employee may elect to supplement workers’ compensation payments after they begin 
provided that the combination of leave supplement and Workers’ Compensation payments do not 
exceed normal compensation. 
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