MINUTES
TOWN OF PITTSBORO
BOARD OF COMMISSIONERS
REGULAR MEETING
MONDAY, AUGUST 8, 2011
7:00 PM

Mayor Randolph Voller called the meeting to order and gave invocation.
ATTENDANCE

Present: Mayor Randolph Voller, Commissioner Gene T. Brooks, Clinton E. Bryan, I, Pamela
Baldwin, Hugh Harrington and Michael Fiocco.

Staff present: Manager Bill Terry, Clerk Alice F. Lloyd, Attorney Paul S. Messick, Jr., Planner
Stuart Bass and Assistant Planner Paul Horne.

AGENDA
Motion made by Commissioner Brooks seconded by Commissioner Fiocco to approve the
Agenda as submitted.
Vote Aye-5 Nay-0

CONSENT AGENDA
The Consent Agenda contains the following items:
1. Approve minutes of the July 25, 2011 regular meeting.
2. Schedule a public hearing on August 22, 2011 for a Special Use Permit — School

(academic) private, Haw River Christian Academy, 50 West Salisbury Street.

End of consent agenda.
Commissioner Fiocco stated there was a correction to the July 25, 2011 regular
meeting on page 5, fifth paragraph should read “Commissioner Fiocco” instead of
Comunissioner Harrington.
Motion made by Commissioner Brooks seconded by Commissioner Fiocco to approve the
consent agenda with the corrections to the July 25, 2011 minutes.

Vote Aye-5 Nay-0

REGULAR MEETING AGENDA

Citizens Matters

Jorgie Brown — 51 Westfield Street, was speaking on behalf of the Pittsboro Skate Park
Community, they wanted to come and thank the Board, and they had a great turn out yesterday at
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OLD BUSINESS

1. Report on the Personnel Market Study and Revisions to the Town of Pittsboro Personnel
Policy Manual (Pat Thomas, The MAPS Group).

Ms. Pat Thomas with The Maps Group submitted the following information for presentation and
discussion:

TABLE OF CONTENTS
TOWN OF PITTSBORO CLASSIFICATION AND PAY
and POLICY REVIEW RECOMMENDATIONS

Study MethodolOZY oot 2
Explanation of Salary Survey process......ooovivvviiiie e 4
Salary SUrvey Data ..o ieeeciiiieeiinresse s 6-11
Salary Schedule Table...........oveieere e 12
Salary Schedule {explained)..............oci 13
Pay Plan recommendations:
Summary of positions and recommendations, by Department... 16
List of Classes (Salary Grade Order) .oovvvvevvervincnes vvne 27
Cost options of implementation ...........coccenniniienene 28
General policy recommendations and recommendations for 29

revisions to current personnel policy

( the draft Personnel Policy available separately )

Class Specifications
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{Sample attached — others available from Manager) .................... Tab
STUDY METHODOLOGY

This study recommends a classification and pay plan for the Town of Pittsboro as well as making
recommendations concerning personnel policies.

Process: For this study we conducted an orientation session with most employees in the spring of 2011
to explain the study process. Each employee filled out a position description questionnaire. Then in early
May interviews were conducted with most employees to clarify duties and responsibilities. Class
specifications have been written for each classification and a market survey was conducted with area local
government employers to identify appropriate and recommended pay rates.

Recommendations: Later in this report we provide a recommended title, salary grade and salary range -
for each. different distinct type and level of work we found in the Town. These recommendations are

based on two key elements:

- the internal relationship between positions based on a variety of job elements or factors, and
- the relationship of that classification to similar positions in the area labor market,

As part of this study, recommendations are being made for a salary schedule (as explained later in this
report), position classification plan, and costs for implementiag the salary plan.

Recommendations on each position are based on two elements:

(1) Classifieation. The study assigns positions to classifications based on their degree of
similarity and difference in the following factors:

° difficulty of work (complexity and variety);
o judgment and responsibility;

e education and experience required;

e nature and extent of public contact;

o physical effort and hazards; and

o supervision given and received.

(Z) Salary competitiveress. We conducted a salary survey from [0 area governmental
organizations. We selected jobs which specialize in tasks performed by the positions in the
Town, as well as some positions with different duties but similar levels of knowledge required.
Thus for some of the Town positions, several different job titles reflecting different roles of
Pittsboro employees were surveyed.

Salary data was compiled from information provided by the organizations and from their
pay plans. The labor market was selected to provide the following information:

® the prevailing rates of pay in the immediate geographic area;
e comparison jobs similar to those in the Town; and
° prevailing rates of pay with employers who directly compete with the Town for the same

or similar pool of workers with specific job skills.

The prevailing rate of pay in the immediate geographic area is important because these wage rates reflect
the cost of living in the area and the employment rate. Employers in the same geographic area who hire
for similar jobs are also those employers with whom the Town competes most directly for skilled
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workers. We believe that it is important that the Town pay competitive wages in order to attract and retain
experienced workers,

On the salary survey spreadsheet we also included information from two other data sources:

the 2009-10 NC League of Municipalities for cities and towns with population up to 2500 , and also
for towns with populations 2500 to 3000 as a second measure for the Town’s salary
competitiveness. (Statewide averages offer an idea especially of the market for department head
and top level positions.

2010 data from the NC Employment Security Commission for Chatham County’s Economic
Development Region. This provides area data for the private sector.

Salary grade recommendations reflected in this report are based on both an analysis of the responsibilities
of the position and an analysis of the labor market as to which comparison positions are stronger, weaker,
and the closest match. Where they conflict, internal relationships — comparing positions to others with
similar levels of responsibilities and knowledge within the Town — are considered to be more important
than market data.

See the information later in this report for details on the salary survey and on recommendations for salary
ranges for Town positions.

Personnel Policies Recommendations.

We reviewed the Town’s current personnel policy and have offered a variety of suggestions for
amendments to refiect revised law, current human resources practices or to clarify existing language.

SALARY SURVEY: Data on Selected Classes from the Public Sector

We collected and compiled salary data from 14 area organizations:

Municipalities: Other:
Apex (32,269) OWASA
Ashebore (25,321) Chatham County
Carrboro (19,891)
Chapel Hill (56,778)
Fuquay Varina (16,961)
Graham (7,823)
Sanford (28,249)
Siler City (8713)

The labor market was selected to provide the following information:

o the prevailing rates of pay in the immediate geographic area;
e comparison jobs similar to those in the Town; and

e prevailing rates of pay with employers who directly compete with the Town for the same or
similar pool of workers with specific job skills.
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The prevailing rate of pay in the imnediate geographic area is important because these wage rates reflect
the cost of living in the area and the employment rate. Employers in the same geographic area who hire
for similar jobs are also those employers with whom the Town competes most directly for skilled
workers. We believe that it is important that the Town pay competitive wages in order to attract and
retain experienced workers.

On the salary survey form we also included information from the 2010-11  NC League of Municipalities
for cities and towns with populations 2500 to 5000, and from the NC Employment Security Commission
2010 as additional measures for the Town’ s salary competitiveness.

In collecting the salary data to establish salary ranges for Pittsboro positions, we attempted to consider the
comparability of the positions in other organizations. A caution in using salary data: as with most salary
surveys, exact matches among positions are rare. Especially in small towns, employees wear several hats,

~so we collected data on several of the “hats™ that Pittsboro employees wear. Based on information
obtained from these employers, the best possible matches of positions were made. ‘

Some positions were identical while others are related but not identical. On these we noted the
differences in titles in other organizations. Where the duties were close enough to serve as a guide for
competitive hiring rates, those jobs were listed. If there was significant difference in the level of
responsibilities or duties for another organization, those titles were excluded from the survey.

How data was collected and analyzed

For the survey we collected data on hiring rates, which are the usual salary for beginning or entry
employees, reflecting the official hiring rates for these organizations. Most employers use their official
hiring rates for fully qualified applicants, but may hire above the minimum to attract particular candidates
with higher levels of skills and experience.

We believe the Town should be able to use the recommended hiring rates to hire reasonably qualified
employees, but we but urge that the Town hire exceptionally well qualified candidates higher in the range
when needed.

We applied data in different ways depending upon the nature of the position, but generally recommended
salaries close to the average and the median of the salaries in the survey.

- for working level (non-supervisory) positions such as Police Officer, Customer Service
Representative Operator and Equipment Operator, the jobs in Pittsboro are very similar to
those in other towns and counties, despite the difference in size. Although the average and
median of the surveyed data is made up of salaries from organizations significantly larger than
Pittsboro, we believe these are an accurate reflection of the labor market for those jobs.

- for technical but non-supervisory positions such as Planner and Town Clerk we collected data
for technical positions from other organizations, sometimes using data from several different
classifications based on the combination of roles in Pittsboro.

- for supervisory positions such as Police Chief and Public Works Director we show data from
other organizations but recommend salary grades lower than the average, since many of the
surveyed positions have significantly greater scope of supervisory scope.
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RECOMMENDED SALARY SCHEDULE

The classification and pay plan includes a schedule of annual pay rates called a “salary schedule™. This
schedule, which has the same hiring rates and structure as the one currently in use by the Town, has the
following features:

Rates: The schedule has a hiring rate, probationary rate (suggested for your consideration), midpoint or
journey rate, and maximum for each grade.

Grades are approximately 5% apart (5.06%)
The Minimum, or probationary rate, is 5% over the hiring rate

The range is 50% from h;rmn rate to maximum (currently the range is 44%:; we recommend 50% as
more typical of the range width for municipalities; counties are often 60% in width)

Grades: The schedule is arranged with grade 15 being the lowest grade. Based on market data and on
the current assignments to Town employees, grade 15 the lowest grade we have recommended for as a
hiring rate for full-time positions (Maintenance Worker and Public Services Worker.)

Grades are 5.06% apart so that each time a job moves up the schedule the range is approximately 5%
higher. Jobs in higher grades have more responsibility or complexity, and are paid higher in the area
market than are jobs in lower grades.

Salary range: The salary ranges in the recommended pay table are approximately 44 % from hiring rate
to maximum salary. Most municipalities and counties have a spread of 45%- 55%.

A salary range should provide room for salary growth based on experience, merit, certification and other
factors. Potential for growth in salary is one of the key factors in retaining good solid performing
employees.

Use of the salary schedule: Many organizations using a salary schedule use the schedule in several
ways:

- Hiring rate: Organizations usually attempt to hire employees at the entry salary of the salary
schedule. If the hiring rates have been increased each year or every other year to reflect the cost of
living and market changes, the established hiring rates are likely to remain competitive with the area
market.

The hiring rate assigned to each salary grade is keyed to the minimum education and experience
requirements described on each class specifications. Employees who substantially exceed those
requirements may be hired above the hiring rate.

Employees who do not meet these minimums should be hired as trainees. It is recommended that the
Manager review each hiring and salary recommendation to ensure consistent application and report
any needed revisions to the Board.

- Probationary rate: Your current policy provides for a salary increase upon completion of the
probation period. The step on the schedule shows the rates that accompany this 5% increase.

m1n080811 Page 6



- Mid-point and maxinnnn: Employees who have been with the organization for a period of time are
usually paid at higher rates in the range than new employees, reflecting their growth in the job from
entry level to journey and skilled level. We recommend that the midpoint of this salary range be the
point that a journey-level employee should be expected to reach aflter 5 1o 7 years successful
performance on the job. The top rate, the maximum an employee would make in a particular
classification, would be the salary an employee with excellent performance could make after, for
example, 10 to 12 years.

It is important that the Town develop a method of employee salary movement across the salary range.
This can be based on merit pay ( the most frequently used method), longevity, improved skills, attainment
of certifications or other specific achievements, or some combination of these. No matter what method is
chosen, it is important that the method be carefully described in writing, communicated to employees
thoroughly, and followed consistently.

Some examples of salary movement include the following:

Merit increases: Often in other organizations when an employee is granted a merit increase, the
merit raise may be 2.5% if performance meets standards, 5% if performance exceeds standards,
and 7.5% if performance has been exemplary.

Probation: In other organizations often when an employee completes probation, the employee’s
salary is increased 2.5 to 5%. Your policy calls for a 3% increase and this is shown on the
schedule.

Promotion: Tn other organizations often when an employee receives a promotion, the employee’s
salary is increased at least 5% , or to the hiring rate of the new range.

Certification increases: Especially in law enforcement agencies but also in public utilities
departments, employers often grant increases based on the attainment of specific job-related
certifications, licenses and other criteria which increase employee knowledge and effectiveness.
These increases may range from 1% to 10% or more depending on the difficulty of the attainment
and on the market We support these programs for several reasons: retention and
competitiveness, recognition of employee service and encouragement for employees to increase
skills.

For the future: We recognize that, due {o current economic conditions, salaries for the next year or two
may be static. However, over the long term markets are not static and in more stable economic times
recently hiring rates may have moved about 2 to 3% while employee average pay moved 4% or more.
S0 the recommended structure would need to be updated to reflect changes in market conditions.

During the budget process many organizations consider cost of living or market adjustments, and often
implement these changes with the beginning of their fiscal year. If the Town is to keep up with the
market, it will be important to consider an adjustment with the upcoming budget and in subsequent
budget years. If the schedule is not adjusted, hiring rates in the schedule will not accurately reflect the
market conditions that currently underlie the recommended salary grades and ranges established in this
classification and pay review.

Utilizing the Consumer Price Index (CPI) is one accepted practice to keep up with inflation.
The entire pay table could be moved up by the amount of the CPI the Council approves each
year, thus maintaining competitive recruitment and retention rates. Employees’ salaries would
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be increased by the approved COLA percentage and the ranges in the salary schedule would be
moved up.

However, it is also important that current employee pay move up within the range, over and above the
amount of the market increase or COLA. Employee retention is enhanced when employees see that their
salaries not only keep pace with inflation but have a chance of growing beyond the inflation rate.

Summary of Positions and Recommendations

The following describes the key duties and responsibilities of each of the classifications at the time of the study —
interviews conducted in May, 2011 - and provide the recommended title and salary grade and other factors
important in the administration of the class. More detailed information about the position duties, knowledge, skills
and abilities, and education and experience requirements are found in the class specifications included in this report.

- Administration

5 positions make up the Administrative function for the Town; the Finance Officer and the Town Clerk report to the
Town Manager.

Current title: Finance Officer 28

Recommended title and grade: Finance Director 29

-

Key duties. The employee supervises 3 other staff members involved in wtility billing and collections, customer
service, accounts payable, and grants reporting. The Director plans and directs the disbursement and accounting of
revenues and expenditures for the Town and monitors accounting systems for comphiance with internal control
policies and accounting principles. Work involves supervision of the accounts payable, purchasing, utility biiling
and collections, general revenue collections, budget preparation and tracking, grants management and reporting,
development and application of financial and salary administration policies, and payroll operations.

We recommend retitling the position to Director to reflect the level of assignment and responsibility, and a one
grade increase due to market data.

Current title: Town Clerk 27

Recommended title and erade: Town Clerk / Human Resources Officer 27

This position serves in a dual role: maintenance and safekeeping of official public records and for the human
resources function of the Town. Therefore we’ve recommended a title reflecting both roles.

Key duties. Town Clerk role involves the responsibility for keeping the minutes of the Board meetings and for the
notification, publication, indexing, filing and safekeeping of all Board proceedings in accordance with general
statutes and local ordinances, and assuring appropriate notification for meetings. Work as HR Officer involves
performing tasks such as employee benefits sign-up and administration, recruitment, maintaining personnel files,
setting up employees in the computer and entering salary and benefits changes; filing workers compensation claims,
and personnel policy communication and communicating safety regulations. Work also includes managing property
liability issues and filing claims, and serving in a back-up capacity for the Finance Director, especially in processing

payroll.

Market data for Town Clerk and for HR Officer positions indicates the current grade is appropriate.
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Current title: Administrative Support Specialist 19

Recommended title and srade: Accounting Technician 20

Two positions are recommended for allocation to this class: one an existing position {vacant at the time of the study)
expected to assist the Finance Director in accounting and grant recordkeeping functions, as well as supporting utilities
collections; and an existing position responsible for utility billing and accounts payable functions.

Key duties. Employees specialize in particular areas and have assignments such as assuring timely and accurate
utitities billing; setting up meter reading cycles and providing assignments to meter readers in re-reads, cut-ofl and
reconnections; setting up new accounts in computer system ; reviewing readings frequently throughout the billing
cycle to detect problems in readings or bills; checking and double-checking information for billing prior to
generating bills; generating a variety of reports about the billing; performing accounts payable functions including
keeping records of purchase orders, matching invoices, setting up vendors and generating checks; compiling
‘information for grants accounting and for special reports; compiling financial information for Finance Director, and
related tasks requiring accounting and boolkkeeping knowledge.

Market data for area Accounting Technician positions suggests the current grade is slightly low; a one grade
increase is recommended.

Current title: Customer Service Specialist 17

Recomimended title and grade: Customer Service and Administrative Specialist 17

Key duties. This employee serves as the receptionist at Town Hall, opening mail, answering phone calls and directing
callers to the proper department, taking information for work orders, and assisting visitors. A major part of the work
invelves responsibilities for processing water bill payments and other revenues such as rentals, parking tickets and
privilege licenses; opening the mait and taking payments in person and through night deposit; keying collections into the
systenm; answering customer inguiries and complaints relating to utility billings and providing information on how to
resofve issues; and maintaining water customer files. Work also includes a variety of administrative support functions,
especially providing support to the Police Department with tasks such as entering accident reports, compiling statistics,
typing correspondence, and validating information submitted in the DCI system.

We recommend a broader title for the position since it provides not only customer service work for utilities
functions but also administrative support for the Police Department.

Market data for Customer Service and for Administrative Support positions indicates the current grade is
competitive.
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Planuning

This is a two person department; the Director works on a variety of planning projects, assisting the public
with development issues and enforcement of codes, and also oversees the development of planning codes and
ordinances. The Assistant Planner has a specialized role focusing on project management, grant administration and
construction administration for park construction projects and on programming within the parks, and has limited
work enforcing Town codes and ordinances.

Current title; Planning Director 28

Recommended title and grade: Planning Director 30

Key duties. The Director plans, organizes and coordinates the Town’s overall planning program which includes
current and long range planning, -ordinance development and review, review and consultation of development plans,
and participating in and overseeing code enforcement. Work invoives providing guidance for the orderly long range

~growth and current devélopment of the Town; consultation on updatinig of the development ordinance and plans;
providing support to the Manager, Board of Commissioners and Planning Board as well as working with other
boards, commissions and community groups on planning issues; providing consultation to developers with respect to
land development standards; proactively addressing planning related issues via updates and revisions to
development ordinances; collecting data on community and development issues; conducting pre-application
meetings with development applicants and assisting developers with the development process; and representing the
Town on local economic, land use issues and regional planning groups. Work involves extensive public contact
explaining potential and allowable land uses, and requires coordination with other departments, boards,
commissions, and the public,

Market data suggests the current grade is fow, and a 2 grade increase is recommended.

Current title: Assistant Planner 25

Recommended title and grade: Parks Planner/Code Enforcement Officer 27

Key duties. The employee works as a professional planner focusing on tasks supporting the development and
construction of park projects in the Town, including preparing and managing the Parks and Recreation Department
operations and capital budgets; applying for and reporting on grants for parks projects; overseeing the development
of new parks including construction inspection, design guidance and project management; overseeing the renovation
of existing park facilities and pedestrian plan; maintaining the Parks and Recreation and Planning Department
websites; working through contractors to assure maintenance of parks facilities; providing staff support to the P&R
Advisory Board; and event planning and coordinating of parks events. Work also includes tasks supporting
Planning Departinent work such as working on specialized plans such as Transportation plan; providing GIS
services to display planning and development concepts; and enforcing Town zoning and nuisance codes following
complainis.

This is such a specialized position that exact matches were not available; we have used salary data for Planners and
Senior Planners as approximately the same level of duties, responsibilities and skills required.

If and when the position becomes vacant and/or the construction and developments of parks projects is completed,
the nature of the position and the assignments will likely change; at that time we recommend a restudy of the
position to determine the appropriate grade and title.
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Police Department

The Police Department currently has 13 full-time employees and also has a number of reserve officers who filt in for
regular officers on vacation, sick leave or training, or to gain experience for themselves and/or retain certifications.

Current title: Police Chief 29

Recommended title and crade: Police Chief 30

Key duties, The Chief plans and directs the law enforcement programs of the City with shifts of employees working
2477, Work involves responsibility for the protection of life and property through a varied program of patrol,
enforcement, detection and prevention of crime and accidents, and planning and directing emergency response
activities. Work involves a full managerial and supervisory role including the establishment of departmental
mission and vision, policy, evaluation, planning for and implementing special enforcement activities, preparing
special state, federal and local reports, analyzing crime and accident frends, cooperating with other law enforcement
agencies, budget preparation and management dnd supervision of all department personnel:

Market data (adjusted for the size of organizations) suggesis that a one grade increase is appropriate.

Current title: Lt. Patrol / Domestic Viclence 26

Recommended title and erade: Police Lieutenant 28

Key duties. The Lieutenant directs and supervises the activities of patrol, investigations and training within the
department and assists the Chief with the operation of the department in areas such as operations review and planning,
internal affairs and disciplinary action, policy development., evidence custody, equipment and budgeting, grants
reporting; work includes ciose contact with domestic and family violence and rape issues and cases, including education
and serving as liaison with community agencies. Work includes assuming the responsibility for deparimental operations
in the absence of the Police Chief. The employee serves as counsel to supervisors and provides technical advice and
input on coaching and training of departmental personnel, and tracks and schedules departmental training. The
employee also supervises and participates in departmental personnel functions including hiring, discipline, and
performance evaluation, and conducts internal investigations when needed.

We recommend a two grade increase based on market data for Division Commander positions.

Current title: Police Sergeant 24

Recommended title and grade: Police Sergeant 25

Key duties. Four employees currently carry the rank of Sergeant, a level achieved through promotion (although one
employee was hired into the role). The employees supervise the employees and activities of a patrol shift or a
program within the Police Department such as investigations or traffic enforcement. When needed, employees also
perform similar duties as officer.

Supervisory or work oversight task include observing staff on the shift or unit; reviewing reports; and handling
complaints from citizens occurring on the assigned shift; or leading activities such as investigations of crimes committed
or of traffic enforcement and overseeing assignments of employees assigned for to assist in the work tasks, Work
requires the employee to plan work activities, organize and assign work functions in an effective and efficient
manner, and ensure work is completed while adhering to the policies and procedures.
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Although we do not believe detective work or heading the traffic unit necessarily requires the rank of sergeant, the
rank would be appropriate where employees have supervisory or coordinative responsibilities such as is the case of
the tratfic and investigations sergeant.

Based on market data and internal relationships we recommend a one grade increase.

Current title: Police Corporal 23

Reconunended title and grade: Police Assistant Shift Supervisor 24

Key duties. Two employees were promoted to the rank of Corporal. Most of the duties are the same as Police

Officers: to work a 12 hour shift and patrol the Fown, preventing, detecting and investigating disturbances and

crime; performing traffic control work; apprehending suspects; and executing refated assignments. In addition, the
-Corporal assists the Supervisor in directing the activities of the shift. Supervisory work includes working the

opposite time frame during the 24 hour shift as the Sergeant and directing the work of another officer or officer;

assigning work; answering questions and previding training; providing backup to the officer; and reviewing reports

of the assigned officer,

We recommend a new title designating the role of Assistant Shift Supervisor; the department may continue to use
the rank of Corporal if so desired, but the classification at this grade should be limited to those with the assistant
shift supervision role.

Current title: Police Officer 22
Recommended title and grade: Police Officer 22
Senior Police QOfficer 23

The employees perform general duty law enforcement work; Senior Officers are defined as those who perform
specialized tasks requiring additional training and responsibilities.

Key duties. Employees a full range of general law enforcement duties designed to pariner with the public to prevent
and detect crime, enforce laws and ordinances including traffic, criminal, aleohol, drug and Town ordinances;
address traffic safety issues, and respond to the needs of citizens. Work includes patrolling the Town during an
assigned rotating shift in a police vehicle or on foot; preventing, detecting and investigating disturbances and crime;
performing traffic control work; apprehending suspects; and executing related assignments. Work also involves
frequent public contact which requires exercising coliaboration, conflict management, situation control, and
decisiveness.

Current employees who we recommend assignment to the Senior Officer level include the employees serving as K-9
Officer, the Domestic Violence Officer and the Community Relations Officer. Other officers who complete at least
two years of service as a sworn officer and who complete specialized training in the future designed to provide
additional skills in enforcement or investigation may also be allocated to the Senior Officer.
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Department:  Utilities and Public Works

The utilities function is composed of wastewater treatiment, water treatment, and public works includes trash
collection, distribution and collection, grounds maintenance, and public worlks building cleaning. Staffing includes
superintendents over water and wastewater treatment plants and a crew leader over daily supervision of the public
worls services. Total staftfing including the Director is twenty two.

The Public Works division consists of a Crew Leader, one Maintenance Worker, two with Utility Worker 1 title,
one Utility Service Specialist, one Utility Worker I, and one Meter Reader.

Current Title: Utility Director 28

Recommended Title & Grade: Public Services Director 30

Key Duties: Director performs managerial responsibilities in directing and supervising the public works and utilities
department. Responsibilities include services and budget planning and development as well as personnel
management of a medium sized department. Road construction and large installation projects for collection and
distribution lines are planned and contracted. Work includes assisting the Town Manager in developing
specification and bid documents for varied public works and utility related designs, construction and maintenance
projects, and reviews and approves contractor’s performance, Employee also reviews plans and monitors
developments related to department matters and evaluates impact on the Town.

The current class title most typically recognizes utilities as consisting of collection and distribution line systems and
water and wastewater treatment, whereas public works recognizes services such as streets, trash collection (yard,
household and sanitation) road sign maintenance and fleet maintenance and repair. Since the Director has
responsibility for services in both areas we recomumend the revised title to reflect both areas of responsibility.

A review of the market data supports a two grade increase.

Current Title: Crew Leader 18

Recommended Title & Grade: Public Services Crew Leader 20

Key Duties: Crew Leader duties of position include making daily work assignments, checking on work at varied
locations and stages, providing on the job training, monitoring, coaching and handling performance needs with
employees initially, checking streets regularly for potholes, monitoring work of contractors, tracking inventory,
ensuring rock supply maintained, and making final inspections on water meters.

Employee is the primary one to operate the backhoe in digging for pipes, lifting and lowering pipes, and making
proper slope and grade involving operating equipment around other utility lines, traffic, etc., and performs varied
duties of worker in maintenance and repair of water and sewer lines. Work also includes operating varied trucks
{motor grader, dump trucks, etc., the jet rodder machine, tamper and other line repair and maintenance tools. The
majority of time is spent in water and sewer line maintenance with a small percent of time invelved in performing
duties in trash and yard debris work.

Review of both the crew leader and heavy equipment operator market data supports a two grade increase in grade
assignment.
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Current Title; Utility Worker  (Wright) 17
Utility Worker I (Johnson) 17

Recommended Title & Grade: Public Services Specialist 18

Key Duries: There are two positions with the above different titles at the same salary grade. One position is
delegated responsibility of maintenance of the lift stations and assisting the mechanic in repairing pumps and other
utility line equipment, and working on water sewer line maintenance. Employee serves in a lead capacity on the
ground in varied finctions involving water and sewer line maintenance. Employee also performs routine
maintenance on equipment and trucks. The other part of the time is spent in driving and picking vp vard debris and
household goods with limited backup in pothole repair tasks.

The second position spends approximalely half time in yard debris and household good collection and work in water
and sewer. This employee is the 2™ one in addition to the crew leader to operate the backhoe and performs the
varied duties in water and sewer liné maintenance and repair including serving in a lead capacity as needed.” Work
alse involves replacing street signs, cleaning curbs and patching potholes a sinall percent of time. This employee
has higher level skills in reading GIS maps and operating backhoe in the water sewer work. Other equipment
operation includes riding mower, jet rodder, dump truck, etc.

Both employees function with higher level skills than other worker positions and given more responsibility on a
regular basis while also performing the range of duties in the varied department functions. The class title change
reflects mix of public service functions. A one grade increase is recommended based on internal comparison of the
class series.

Current Title: Ltility Worker 1 15
Utility Services Worker

Recommended Title & Grade: Public Services Worker 15
There are three other Utility Worker positions with two different titles.
Kev Duties: 'There are three other Utility Worker positions with two different titles.

One employee is assigned the majority of time to flushing and maintaining hydrants and taking samples at varied
locations. A small percent of time is spent assisting in line breaks. The employee can be assigned to assist in other
department functions as workload demands but the primary focus of the duties is on hydrant work. (Blackburn)
Variety of work is limited as is the Maintenance Worker described in the following paragraph although actual duties
are different. Both employees work mostly alone on a daily basis and therefore with a fair degree of independence,
employees know what to do and go do the work unless assigned to assist on a project or emergency line break, but
once work is completed each employee returns to primary responsibility. The nature of work varies but the level of
complexity and variety is similar and the same salary grade assignment is stili appropriate based on internal
comparison.

A second position has the primary assignment of driving and picking up yard waste and household goods, and also
assisting in water and sewer line maintenance approximately a quarter of the time. A small percent of time is spent
performing routine maintenance on vehicles and grounds. (Brownie)

The third position is staffed with a new empleyee and duties invelve a mix of manual labor in assisting and learning
the varied mix of duties in streets, water and sewer line and grounds maintenance. We recommend assignment to
the same class and grade. (Thomas)




Current Title: Maintenance Worker 15

Recommended Title & Grade: Maintenance Worker 15

Key Duties: Duties of this position involve almost 100% mowing using a tractor with bush hog to cut utility outfall
lines and a riding and push mower for other cutting around town. Work involves driving a pick- up truck to haul
mowers and riding the tractor on the road. Duties also include sharpening blades and performing basic maintenance
on the mowers and pickup truck. Every week employee is also responsible to mop and wax the floor in the public
service building conference room. With the nature of work primarily in grounds work we recommend retaining the
current title.

Operation of the tractor and bush hog is typically recognized in the 11 level maintenance worker statewide since it
requires more skill than the manual labor in the [ level. The average for a Il level maintenance Worker leads to
recommendmg the class is at the correct level.

Current Title: Meter Reader 15

Recommended Title & Grade: Meter Technician / Backflow ORC 16

Kev Duties: Primary duties of this position include reading, installing, cleaning and repairing meters, ordering parts
needed for the repairs and cutting meters on and off according to work orders. This takes approximately 85% of the
time. Additional duties include assisting in repair of water leaks and collecting yard waste. The employee serves as
the backflow ORC. Work involves a lot of contact with customers regarding bills and amount of water usage, and
coordinating concerns with billing.

The mix of duties and legal accountability for backflow leads to the recommended change in title. Market data
average supports increasing this class by one grade.

Cutrent Title: Utility Systems Mechanic 21

Recommended Title & Grade: Utility Systems Mechanic 21

Key Duties: Employee is primary one with responsibility for repair of equipment in both the water and wastewater
plants. This includes rebuilding a magnetic starter, installing heat units, replacing gear motors, blower motors and
pump motors, aumtomatic control floats and relays in pump stations and pulling motors, etc. which takes a little less
than half the time. Other duties include working on water line repairs, roedding sewer lines, mounting manhole
covers and repair or replacement of mud valves, ball valves and air release valves. A small percent of time work
involves cutting grass, picking up yard waste, operating rubber tier backhoe, etc.

This is the designated mechanic position and can be full time as need dictates. The level of mechanic work requires
at least journey level mechanical and related electrical knowledge and skills. The title and current grade are
appropriate based on duties and market data,
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Division: Wastewater Treatment Plant

The wastewater plant is a biological activated sludge process, Grade 11 plant. Staffing for the wastewater treatment
plant includes a Superintendent, Senior Treatment Operator, Treatment Operator and a Laboratory Analyst that
works in the lab part time. Currently an Operator 111 is on loan to the plant from the public works division. The
system operates twenty four hours, seven days a week. Staff works Monday through Friday during daytime hours
and the one on call for the weelk covers the weekends. The Superintendent is the Operator in Responsible Charge
and the Senior Operator is the backup ORC.

Current Title; Wastewater Treatment Plant Superintendent 26

Recommended Title: Wastewater Plant Superintendent .28

Key Duties: The primary duties serving as the Operator in Responsible Charge, ORC, with accountability for plant
operation, state documentation and reporting. Employee is responsible for budget planning on annual basis with
input on capital needs, planning work, troubleshooting and optimizing operations, and performing varied personnel
management duties. Management duties involve ensuring proper preventative plant maintenance on daily and larger
projects, communicating with vendors, ordering parts, equipment, supplies, etc. The employee has been also
assisiing the Director in managing a large plant building project, reviewing plans and change orders, etc. Changing
the title to remove treatment makes the class titles consistent with the water plant titles. Being Superintendent of the
plant implies treatment.

The OWASA market data reflects a larger plant with greater staffing and complexity than Pittsboro’s plant, and the
hiring rate inflates the average for the wastewater superintendent. The average is about the same as the one for the
water superintendent when this rate is not considered. Overall the survey data supports increasing the class by two
arades.

Current Title: Laboratory Analyst 20

Recommended Title & Grade: Laboratory Analyst 20

Key Duties: The Laboratory Analyst works in both plants on about a 50% basis each, answering to each of the
Superintendents for work performed in the respective plants. In the wastewater plant employee performs varied
standardized chemical, physical and bacteriological analyses, ensures proficiency testing requirements are met,
prepares media, sample reagents and bottle, cleans and washes glassware, and assists with budget planning for lab
supplies and ordering supplies.

In the water plant collects wastewater samples and performs resting on ultra low C12, turbidity and TSS; collects
five bacteriological tests, TTHM, HAA, TOC and other compliance and non-compliance samples and sends to
contract lab; plans for, coordinates and collects lead and copper samples; performs basic maintenance and
troubleshoots problems on TOC analyzer.

Work in both labs also involves automated instrumentation analysis and reviewing all lab data to ensure correct
calculations.

The market data is limited but the League average shows salary is only slightly below average. The duties of an
analyst are more independent and accountable than a Technician, but are not comparable to a lab supervisor in
breadth of responsibility. Consideration of these classification factors could support a grade increase but the current
hiring rate is so close to the League average which includes a broader group of municipalities which leads to
recommending maintaining the current grade.




Current Title: Sentor Wastewater Treatment Plant Operator 21

Recommended Title: Senior Wastewater Plant Operator 21

Key Duties: The duties of the Senior level operator are essentiaily the same in the operation of the plant as the
operator level. In addition the employee is the backup ORC and fills in when the ORC is away from the plant.
Duties include running solids and volatile tests, determine whether increase or decrease wasting and provides data
on numbers to the superintendent. Employee participates in equipment maintenance, ground and building
maintenance.

Internal comparison with the operator level and survey data we recommend retaining the class at the current grade.

Current Title: - Wastewater Treatment Plant Operator - : 19,

Recommended Title & Grade: Wastewater Plant Operator 19

Key Duries: Operators primary duties include making rounds of the plant, checking for proper operation of pumps
and equipment, recording readings; collecting regular samples from different plant focations, processing control
samples and obtaining values for pH, turbidity and other metered tests. Work includes cleaning equipment such as
bar screens, clarifiers, t-valve screens, ete.; and assisting with maintenance and repair of pumps, building and
grounds maintenance work.

Data supports parity in grade assignment between water and wastewater plant operators, Market data average
incorporates all levels of certifications, 1, 11, IT, in wastewater and B and C in water; therefore it is a little inflated.
Pittsboro is paying slightly above and slightly below some of the agencies surveyed of those with the I or C level.
The current grade is also above the League average. We recommend maintaining the current grade assignment.

Division: Water Treatment Plant

The Water Treatment Plant is a conventional treatment process plant. Staffing includes a Superintendent, two
Senior Water Treatment Plant Operators and four Water Treatment Plant Operators. The Laboratory Analyst is part
time in this plant also.

Current Title: Water Plant Superintendent 26

Recommended Title: Water Plant Superintendent 28

Key Duties: The Superintendent is responsible for providing leadership, management and supervision of the Town’s
water treatment operations, and will serve as the ORC once fully certified at the A level. Planning duties include
short term planning for daily, weekly, monthly and annuai plant operations including scheduling staff, maintenance
and repair projects, facilities and equipment maintenance, repair, emergencies, ete., and for long term plant
improvements. Employee develops annual and capital budget projects with justifications and recommends to the
department director, and monitors and expends funds within approved budget, Duties include full range of personnel!
management from selection, ensuring proper training and certifications, coaching, motivating, taking disciplinary
actions and recommending dismissal to the Director. As ORC the employee handles all state reporting for the plant
including the lab.

Survey average for both water and wastewater plant superintendents is higher than the current grade. We
recommend increasing the class two grades.
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Current Title: Senior Water Plant Operator 21

Recommended Title: Senior Water Plant Operator 21

Key Duties: According to the List of Employees there is currently ene Senior Operator, however the Superintendent
confirmed that a second position has been designated as a senior level also. The classified Senior Operator currently
serves as the ORC, but once the new Superintendent is fully certified at the A level the employee will be the backup
ORC. The Superintendent confirmed there was a need for two so that a senior level covers the day and evening shift
to serve as the lead and train all the new operators. Operators once certified can operate the plant independently, but
the senior operators oversee, provide guidance and assistance in troubleshooting mechanical and processing
problems as needed. The Senjor Operators perform the same process operation monitoring, testing, equipment
maintenance and repair, etc. as the operators.

We recommend maintaining the current grade assigned based on internal comparison with the Operator level and the
data for higher level certification levels and senior level market data.

Management Note: Since on e empléyee has been functioning for sometime as the ORC and will be until the new
Superintendent is certified at the A level we recommend that this employee be paid at least 5% to 10% more within
range than the new Senior Operator. Also, once the duties of this employee revert to being the backup ORC we
further recommend that the employee continue to be paid at a higher rate in-range since this employee must have the
B certification and will continue to have some added accountability. From our understanding there can only be one
backup

Current Title: Water Plant Operator 19
Recommended Title & Grade: Water Plant Operator 19

Key Duties: The four Water Plant Operators are responsible for operating the plant using the SCADA computer
system and walking tours of the piant to monitor the plant’s processes, equipment operation and reservoir tanks; pull
samples and conduct tests varied tests such as Ph, alkalinity, hardness, color, CL2, iron, phosphate, manganese and
temperature, following state standards to maintain lab quality control and testing processes, and enter data daily on
readings and test results, adjust chemical feeds and flow based on data throughout the shift as determined required.
Worle includes checling pump house screens, pump operation, chemicals etc. Additional duties include custodial
maintenance of the building and landscape grounds maintenance such as mowing, weed eating, spraying and
cleaning up limbs and trash.

One operator serves in an on-call capacity for the distribution and collection system

Data supports parity in grade assignment between water and wastewater plant operators. Market data average
incorporates all levels of certifications, I, II, 111, in wastewater and B and C in water; therefore it is a little inflated.
Pittsboro is paying slightly above and slightly below some of the agencies surveyed of those with the C or I level.
The current grade is also above the League average. We recommend maintaining the current grade assignment.
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COST OPTIONS FOR IMPLEMENTATION OF PAY PLAN RECOMMENDATIONS

We have three different options for consideration by the Town. These costs are the annualized cost,
assuming implementation on the first day of the fiscal year and based on salaries paid in mid March and
are for salaries only - no benefits costs are included.

Other options for implementation, including implementing the recommendations in two phases, can be
calculated if the Board desires

OPTION 1

This option shows the cost of moving the salary of any employee who has completed probation or will
have completed probation as of July 1, 2011, up to the probationary rate, which is 5% over the hiring rate.
. If the salary is higher than that point, the salary remains the same. 14 of the 41 employees (mostly in
the Police Department) would receive an increase under this option.

We recommend this as the minimum option needed to demonstrate that each employee’s pay is are
competitive with the local market are paid by the Town., However, a problem with this option is that it

mainly benefits newer employees.

If the salary is higher than that point, the salary remains the same.

Annualized salary cost to implement Option | $ 41,586
Cost as percentage of annual payroll 2.54 %
OPTION 2

This option shows the range position that would be attained if each employee’s pay reflected an additional
1% of pay per year of Town service after completion of probation. For example, with probation
completed at one year, the employee’s salary would be 5% over hiring (as in option 1); with 2 years their
salary would be 6% over hiring; with 3 years’ salary would be 7% over hiring, etc. This salary reflects a
reasonably competitive pay rate for someone not with just basic qualifications, but also experience in the
Town’s specific position. 20 of the 41 positions would receive increases in this option.

Annualized salary cost to implement Option 11 $ 66,137
Cost as percentage of annual payroll 4.04 %
OPTION 3

This option builds or Option 2: it provides the salary increases based on service as shown in Option 2, but
provides at least a 3% salary increase for all employees. All employees would benefit at least 3% from
this option.

Annualized salary cost to implement Option 11 $ 92,745

Cost as percentage of annual payroll 5.67%
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GENERAT MANAGEMENT AND POLICY RECOMMENDATIONS

General Management Recommendations The following recommendations are made to improve the efficiency
and effectiveness of the Town’s personnel program, and to protect against unnecessary liability for the Town.

1. Supervisory fraining: Directing employees in the current environment of high expectations of
productivity coupled with multiple potential legal liabilities {ADA, FMLA, EEOC, FLSA, etc.) requires
trained and skilled supervisors and managers. Supervisors should have skills including motivation,
effective non-defensive communications, conflict resolution, knowledge of potential legal liabilities,
effective hiring practices, effective use of disciplinary procedures, etc. We recommend that the town’s
supervisors receive a minimum of 24 hours of supervisory training over the next two to three years,

In addition, the new personnel policy has several changes which should impact the decisions supervisors
make and the way they deal with employees. A thorough review of these changes, the reasons behind
them, and how to apply them should be undertaken with both superviscrs and employees.

2. Salary ranges and hiring: It is important to note that the hiring rate for each job is tied to the minimum
requirements on the class specification (job description). If a candidate has significantly greater training,
education and/or experience than required, it is reasonable to offer a salary above the hiring rate. If a
candidate does not meet the minimum requirements, that employee should be hired as a trainee.

3. Salary advancement: The discussion of the salary schedule earlier in this report presents several
suggested areas for salary administration for decision-making by the Board . It is very important that the
Board continue to utilize a method of employee salary movement across the salary range. This can be
based on merit pay (the most frequently used methed), longevity, improved skills, attainment of
certifications or other specific achievements, or some combination of these. No matter what method is
chosen, it is important that the method be carefully deseribed in writing, communicated to employees
thoroughly, and followed consistently.

4. Commumicating the study and policy: When new employees are hired, it is important to insure that each
employee receives a copy of the personnel policy and other relevant policies {cell phone, use of Town
vehicles, substance abuse, electronic communications, etc.) and signs a statement saying that he/she has
received them and is responsible for abiding by them. In addition, employees should receive a copy of
the list of classes by salary grade with minimum and maximums of the ranges so employees can see
potential promotional opportunities and be encouraged to prepare for them.

It is also important that, once the classification plan is adopted, that employees receive a copy of their
new class specification and salary range assignment,

Some of classification titles, as well as salary grades are recommended to change with this study.
Whatever is adopted, for consistency purposes it will be important to make sure that the new titles are
used throughout the personnel system including changes in employee data base, personnel files, web site
titles, etc.

Also, it is important that the payroll system be updated so it reflects the current and most applicable title.
New Personnel Policy Overview: ~ We have recommended a number of revisions and amendments to your

current personnel policy. The policy document will be given to the Town electronically so it can be amended
in the future. A summary of some of the recommended changes follows on the next page.

Some highlights of recommended changes in the policy:
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Marginal notes in the recommended personnel policy point to instances where we recommend major or minor
changes or additions to your current policy and/or practice. These are a few major areas of recommended
changes to the current policy:

- Family and Medical Leave Act:  Your current policy has sections on parental leave and leave without pay
but does not have a comprehensive section on areas covered by FMLA.

The federal law applies to employees with more than 50 emplayees (30 full-time equivalent, so part-time
and hourly workers count toward that 50 employee threshold.) The Town does not currently have 50
employees so the provisions of the law do not have to apply but we recommend you adopt its more
general provisions. The recommended language in the policy provides similar coverage as under the
federal Family and Medical Leave Act, but is less restrictive and extensive.

The policy language also includes newly adopted provisions for military exigency leave and military
caregiver leave.” Leave under this policy is unpaid, but employees may use accried leave balances if
available ' ' o ‘ '

- Fair Labor Standards Act The policy rewrite has a significantly expanded section on FLSA, the law
which governs overtime compensation. The section includes recently adopted amendments concerning
smallpox, also expands information on treatment of suspensions for exempt employees and provides
additional information on the law itself,

This section also includes new language on rest periods and breaks.
- The wording “subject to availability of funds™ is inserted in several sections discussing pay and benefits.

- A new section recommended on Implementation of the policy, including conflicting policies repealed and
separability

- For your information, the policy includes information on the privacy or open nature of personnel records,
noting both

A 2007 clarification to the laws on personnel records privacy and public information that “For
the purposes of this subsection, the term “salary’ includes pay, benefits, incentives, bonuses, and deferred
and all other forms of compensation paid by the Town.”

and

The addition of new items added to the law in 2010, items which are now considered public
information.

- Each suggested change or addition has a marginal note to facilitate your review, but we highlight a few of
the suggestions for inclusion of new provisions here. The rewrite includes sections on:

Responsibilities of supervisors and employees

Addition of statements on the importance of good attendance

Payment of travel expenses

Certification salary increases

Payment of training expenses

Provisions for salary increases for interim assignments in a higher classification
Information on use of town property and equipment (such as computer, e-mail, social
networking, vehicles)

Information on policies for work in adverse weather conditions

A Weapons policy

A substance abuse policy




Expanded section on ethical conduct expectations (revised from “acceptance of gifts and
favors™

Expanded information on conflicts of interest in outside employment

A rewrite of the section on the types of disciplinary actions and pre-disciplinary conferences
to clarify steps in the disciplinary process

A new section recommended on Implementation of the policy, including conflicting policies
repealed and separability

The insertion of your separate current policy of shared leave into the personnel policy
document

Class Specifications

A sample specification is attached — all others available from the Manager

Class Specifications Guidelines: In the class specifications, the following definitions are used for
experience requirements. - ' ‘

Some experience: Six months to one year

Experience: One to three years

Considerable Experience: Three to five years

Extensive Experience: More than five years, usually six to eight years

The class specifications are provided for information. These should remain adminisirative rather than

being formally adopted by the Board so that management can make minor changes to update them as
needed.

Sample Class Specification
POLICE CHIEF

General Statement of Duties

Performs complex managerial and administrative, and specialized law enforcement work in
directing the activities of the Police Department.

Distinguishing Features of the Class

An employee in this class plans and directs the law enforcement programs of the Town with
shifts of employees working 24/7. Work involves responsibility for the protection of life and property
through a varied program of patrol, enforcement, detection and preveation of crime and accidents, and
planning and directing emergency response activities. Work involves a full managerial and supervisory
role including the establishment of departmental mission and vision, policy, evaluation, planning for and
implementing special enforcement activities, preparing special state, federal and local reports, analyzing
crime and accident trends, cooperating with other law enforcement agencies, budget preparation and
management and supervision of all department personnel.

Work is performed in accordance with departmental policy and state and federal law. Work
requires the application of advanced law enforcement knowledge and skill, extensive application of
independent judgment and initiative, and ability to exercise sound judgment in emergency and unusual
situations, The employee may be subject to hazards in law enforcement work including working in both
inside and outside environments, in extreme hot and cold weather, and exposure to various hazards such
as dangerous persons, extreme weather and other environmental aspects shown on Police Officer
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specification, Work in the law enforcement duties is also subject to standards of OSHA on bloodborne
pathogens. Work is performed under the general supervision of the City Manager and is evaluated
through review of reports and conference for effectiveness of programs and acceptance of the community.

Duties and Responsibilities

Lssential Duties and Tasks

Supervises patrol, emergency response, criminal investigations, community policing, domestic
violence response, traffic enforcement and administrative support programs through subordinate
supervisors within the department.

Recruits, selects and oversees the training of civilian and swom personnel for the department;
advises, directs, and consults with subordinate officers on matters of training, work assignments and
scheduling, work performance, promotions, and discipline.

Meets with supervisory staff on a regular basis to clarify mission and objectives, build a sense of
team within the department, insure that all are informed, and obtain input on decisions and issues.

Prepares and recommends annual budget in consultation with the Manager, supervises and
participates in the application for grants.

Receives and investigates inquiries or complaints from the public concerning police activities
and services.

Supervises all departmental personnel through subordinate supervisors; establishes policy; sets
priorities; evaluates the department and its personnel.

Supervises the preparation of periodic reports of crime and accident activity and police
department activities in relationship to this information; analyses data for trends.

Works with the public on difficult or unusual crime situations; cooperates with other law
enforcement agencies in crime prevention, detection, and investigative activities.

Promotes the department's work and goals to the general public through individual contact and
addresses to civic groups, school groups, and other organizations.

Develops emergency response plans and oversees their implementation during emergency
situations.

Additional Job Duties
Performs other related duties as required.

Recruitment and Selection Guidelines

Knowledge, Skills and Abilities
Thorough knowledge of law enforcement principles, practices, methods and equipment.

Thorough knowledge of NC and federal laws, local ordinances and policies of the police
department.

Thorough knowledge of the physical, economic, and social characteristics of the Town.

Skill in organizing and prioritizing work, and in use of computer software applications

Proficiency with firearms and other police equipment and in the application of self-defense
tactics.

Ability to effectively and efficiently manage a department including all related administrative and
supervisory functions (including personnel and budget administration).

Ability to provide vision and clarify mission and to lead and inspire confidence among
subordinate officers; skill in team building, counseling, coaching, motivation, communication, and
performance evaluation with subordinates.

Ability to act with sound judgment in routine and emergency situations.

Ability to plan and direct special programs and events related to law enforcement.

Ability to prepare clear and concise activity reports.

Ability to build and maintain cooperative and effective public relations with the citizens.

Ability to inspire confidence and caim control in emergency conditions.
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Physical Reqguirements

Must be able to physically perform the basic life operational functions of standing reaching,
walking, pushing, pulling, lifting, fingering, grasping, talking, hearing and repetitive motions.

Must be able to perform medium work exerting up to 50 pounds of force occasionally; 10 -20
pounds frequently and/or a negligible amount of force constantly.

Must possess the visual acuity to prepare and analyze data, details and differences when
observing people, places, or things, operate a computer terminal, and perform extensive reading.

Desirable Education and Experience

Completion of a four year degree in Criminal Justice or related field supplemented by basic and
advanced coursework in police science and administration, and considerable experience in a variety of
managerial law enforcement roles; or an equivalent combination of education and experience.

Special Requirement ] o : )
Possession of valid North Carolina driver’s license; Possession of North Carolina general law
enforcement certification or ability to obtain within specified time frame.

Pittsboro
2011

Manager Terry stated as the board may recall last fall the Board approved retaining The Maps
Group a sub consultant with the League of Municipalities to do a market study on our personnel
structure and to review our personnel policy manual also. This same group so happened did this
study for us about ten or eleven years ago. He is not sure whether Ms. Thomas was involved in
that but it 1s the same company. He feels common best practices in human resources would
suggest that this is something that should be done every three to five years. Since it has been ten
years for us we are well over due for this. We knew when we retained them it would probably
not be done by the time to be included in this year’s budget, but that is fine, he feels if the Board
sees fit after a mid-year budget report the Board can take some of the actions then if they choose
or it can just be held until the next budget cycle.

Manager Terry stated Ms. Thomas would start with the reclassification report first and then go to
the revisions to the personnel regulations which are basically incorporating all the changes of the
law around FLSA and other things that have changed.

Ms. Thomas stated she has been working with The Maps Group for about twenty years although
the first ten years of that she was the Human Resources Director for the Town of Chapel Hill.
She retired and thought she would never do HR work again but she missed it and has been back
consulting with local governments. She has primarily been working on pay plans and writing
personnel policies.

Ms. Thomas stated The Maps Group have over 200 NC local governments, public agencies and
non-profits from Manteo/Nags Head/Dare County to Maggie Valley/Waynesville/Transylvania
County. Classification and pay studies and/or policy work in this area include: on-going projects
for Harnett County and Apex (1/3 of positions reviewed each year), Clinton, Holly Springs and
Orange County.
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Ms. Thomas stated Mr. Terry had said the presentation would take two hours, usually the
classification and pay recommendations depending on questions may take anywhere from thirty
minutes to an hour and the personnel policy may take fifteen minutes or two hours. It depends
on whether you want to go page by page or if you have specific questions.

Ms. Thomas stated the Board is notl expected to vote on this tonight. It is an informational
presentation for your review and if you want her to come back to the Board or if you get the
questions you have for her in writing she can come back with those.

Ms. Thomas stated first of all there was a one page handout that briefly state who they are, she
said they had been contracted to review the classification and pay plan and make
recommendations and to review the personnel policies and benefits and development of a new

- document if needed — or to suggest revisions/additions. The purpose is to assure that the policy
is lepally defensible and current with laws and regulations FLSA (overtime), OSHA, Americans
with Disabilities Act, Family and Medical Leave Act, others, and for clarity and in line with
prevailing human resources practices.

Ms. Thomas stated why should the Town have a Classification and Pay Plan.

e Labor market review — to look at competitive pay with a goal to recruit and retain
employees. The Town does not want to be a “training ground” for other employers.

e Internal equity concemns/equal pay for equal levels of work. If you have two secretaries
m the department that have the same responsibilities they should be paid in the same
range, one might be closer to the hiring rate because they are a new employee or because
their performance has not be as good but they still have the same hiring range. Making
the decision about which jobs belong together are the kind of things she will do for you.

e A structure for performance evaluations. The structure has a lot to do with the hiring and
also becomes the basis for the performance evaluation,

e Maximize budget expenditures. They do not recommend cutting anyone’s salary. If they
find an employee that is above the maximum they will have the employee stay there until
the range is caught up to. There are good reasons as to why an employee may be above
the maximum (i.e. years of service).

Ms. Thomas stated the following steps were undertaken to complete the Classification and Pay
study and policy review:

e ldentify need and approve study — Board. The Board agreed and signed a contract with
The Maps Group, that’s why she is here.

e Review personnel policy and make recommendations for updating the policy with many
recommended additions and revisions. She has made marginal notes to the current policy,
that reflect laws that have changed and things the Town has added that had not been
incorporated into the document. There are some human resource practices that they
would also recommend that we incorporate in the policy.

¢ Employees complete position description questionnaires. When doing this she advised
the employees that it was a study of the job and not the person. The employees completed
the form provided, the supervisors reviewed it and gave job requirements, etc.
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o Interviews with employees on job responsibilities; analysis of the responsibilities,
certification requirements, difficulty, supervision, etc. In May, The Maps Group came in
and talked with employees and asked questions to get more details of their duties. They
didn’t talk with every police officer but they talked with 80-95 percent of employees.

o Salary Survey — area market {public sector data — private usually unavailable)

e Complete analysis and draft report — develop class specifications for each distinct type of
work, imecluding implementation costs and alternatives.

e Present to the Board — 1t’s the Board’s decision to accept or reject.

e Assurance made to employees: no one’s pay will be cut as a result of this study.

Ms. Thomas asked if there were questions she could answer about the process. She presented the
board with the notebook that contains the classifications and asked that they not move ahead of
her. The first few pages describe the methodology which she pretty much told the Board about.

o Classification. The study assigns positions to classifications based on their degree of
similarity and difference such as difficulty of work and supervisory responsibility,

e Salary competitiveness. The study selected the prevailing rates of pay in the immediate
geographic area; comparison jobs similar to those in the Town; and prevailing rates of
pay with employers who directly compete with the Town for the same or similar pool of
workers with specific job skills.

Mayor Voller stated when looking at the number of full time employees that would throw you
into a category to apply with federal law. Does this Board — they are not 1099°d they are given a
W-2 — would they count as far as that goes. Ms. Thomas stated that was a good question, she did
not know the answer but she would ask.

Ms. Thomas stated getting over to the salary survey they collected and compiled salary data from
14 area organizations:

Municipalities: Other:

Apex (32,269) OWASA
Asheboro (25,321) Chatham County
Carrboro (19,891)

Chapel Hill (56,778)

Fuquay Varina (16,961)

Graham (7,825)

Sanford (28,249)

Siler City (8,713)

Ms. Thomas reported the labor market was selected to provide the following information:

o the prevailing rates of pay in the immediate geographic area;
e comparison jobs similar to those in the Town; and

e prevailing rates of pay with employers who directly compete with the Town for the same
or similar pool of workers with specific job skills.
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Ms. Thomas stated the prevailing rate of pay in the immediate geographic area is important
because these wage rates reflect the cost of living in the area and the employment rate.
Employers in the same geographic area who hire for similar jobs are also those employers with
whom the Town competes most directly for skilled workers. They believe that it is important
that the Town pay competitive wages in order to attract and retain experienced workers. The
organizations are within the travel distance that employees would travel to get here.

Commissioner Harrington stated he did notice that we are much smaller than the organizations
you picked. We are at least half the size of the smallest municipality that was picked. IHe said he
was curious as to why you did not survey Ramseur or Liberty. Ms. Thomas said she think they
were so small that they did not have the supervisory structure. You will notice in the data that
often when you have the entry level, like pohce officers and lab01e1s those they recommended
pretty close to market average.

Ms. Thomas stated on the salary survey form they also included information from the 2010-11
NC League of Municipalities Salary Survey for cities and towns with populations 2,500 to 5000,
and from the NC Employment Security Commission 2010 as additional measures for the Town’s
salary competitiveness.

Ms. Thomas reporied that in collecting the salary data to establish salary ranges for Pittsboro
positions, they attempted to consider the comparability of the positions in other organizations. A
caution in using salary data: as with most salary surveys, exact matches among positions are
rare. Especially in small towns, employees wear several hats, so they collected data on several
of the “hats” that Pittsboro employees wear. Based on information obtained from these
employers, the best possible matches of positions were made.

She said for the survey they collected data on hiring rates, which are the usual salary for
beginning or entry employees, reflecting the official hiring rates for these organizations. Most
employers use their official hiring rates for fully qualified applicants, but may hire above the
minimum to attract particular candidates with higher levels of skills and experience.

They believe the Town should be able to use the recommended hiring rates to hire reasonably
qualified employees, but they urge that the Town hire exceptionally well qualified candidates
higher in the range when needed.

They applied data in different ways depending upon the nature of the position, but generally
recommended salaries close to the average and the median of the salaries in the survey.

o for working level (non-supervisory) positions such as Police Officer, Customer Service
Representative, Operator and Equipment Operator, the jobs in Pittsboro are very similar
to those in other towns and counties, despite the difference in size. Although the average
and median of the surveyed data is made up of salaries from organization significantly
larger than Pittsboro, they believe these are an accurate reflections of the labor market for
those jobs.

e for technical but non-supervisory positions such as Planner and Town Clerk they
collected data for technical positions from other organizations, sometimes using data
from several different classifications based on the combination of roles in Pittshoro.
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e for supervisory positions such as Police Chief and Public Works Director they show data
from other organizations but recommend salary grades lower than the average, since
many of the surveyed positions have significantly greater supervisory scope.

Ms. Thomas explained the components of the charts for discussion. She stated in the case of
police officers they were able to get data {rom the League of Municipalities survey to show what
the average actual pay is for that job. They didn’t do that for every job. For the police officers
that is particularly important, not just the hiring rate — but what people are actually paid.

Mayor Voller stated one question he has about the municipalities 1s we are the county seat and
are particularly special, our population is three 1o four times higher than it is at night is there a
reason why you didn’t pick up Carthage? Go over to Harnett County, Lillington and
Hillsborough which would be closer in size than Sanford. - You picked up Asheboro and Sanford
obviously comparing to Wake or Durham is ridiculous. But, Hillsborough is a pretty good
comparison because we are in the same judicial district and we work pretty close with them. '

Ms. Thomas explained and said she felt comfortable with their cross section.

Commissioner Brooks stated he could assure you that Carthage salaries are lower than anything
on this page. Ms. Thomas stated they are also not in the Research Triangle Area. Commissioner
Brooks stated we don’t have that type per capita income either.

Commissioner Brooks said it would help him if he knew what we are paying now. Ms. Thomas
said it was at the bottom of the page under “Recommendations™.

Mayor Voller said he understood why you made your selection. But if you were to look at
Triangle J Council of Government area Moore County is in there, Harnett is actually with the
Fayetteville area, Randolph is over in the Triad. So, actually they are trying to pull Moore
County into the Triangle, for future reference.

Ms. Thomas stated if there was one the board felt pretty strongly about particularly Hillsborough
which is the county seat, they can go back and try to get that comparison, but generally you try to
get ten comparisons.

Mayor Voller stated he felt strongly that we should look at Hillsborough and Carrboro, because
they are both within our region. Mayor Voller said Commissioner Brooks has brought up
Carthage and he would like to know how we stood up side by side.

Commissioner Brooks stated he felt that someone in our line of population would be a better
comparison maybe Robbins or Rolesville, Asheboro has a lot of different things. Ms. Thomas
stated she had already adjusted for that.

Commissioner Brooks stated one of the reasons he mentioned Carthage is because Carthage is
smaller than Pittsboro but it has two of the same problems we do; it’s industry is gone and it also

has a sufficient amount of property that is non-taxable because it belongs to the County.

Ms. Thomas stated the salary survey started on page six and ended on page eleven.
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Commissioner Fiocco asked if he was missing Engineering because he did not see it. Ms.
Thomas said she did not research it. Commissioner Fiocco asked if she could. Manager Terry
stated we did not have a position to compare it with but we could get some data from the League
of Municipalities. Ms. Thomas said she would have to be told what the job was (utility, civil).
Commissioner Fiocco said civil. Manager Terry stated we have written a position description
and he would get it to Ms. Thomas.

Mayor Voller said on the data you supplied, the recommendations at the bottom is that applicable
to the grade level now or is this just a recommended starting rate. Ms, Thomas said that is the
recomumended starting rate, Mayor Voller stated so it is not telling us what one person’s grade is.
Ms. Thomas said correct it goes with the job not the person.

Mayor Voller asked was this just the salary and not the other costs to the Town (benefits). Ms.
Thomas said that was correct. Mayor Voller said it would be interesting to know what the salary
would be with the benefit package.

Ms. Thomas stated she would get the information the board requested.

Ms. Thomas stated the salary schedule (page 12) is the one we currently use; we start with Grade
15. The Town currently has a 44% higher maximum and she advised Manager Terry that most
people they work with has a 50% maximum range, so he asked her to include that.

Commissioner Harrington asked why is the hiring rate lower than the minimum. Ms. Thomas
stated normally if you would hire somebody when they don’t meet the qualifications. If you
were to hire someone higher in the range if they had more experience. The minimum is also
used when someone meets their probationary period it could be recommended that they be
moved.

Ms. Thomas stated grades are approximately 5% apart. Starling on page 16 is the summary of
positions and recommendations it shows the current title and the recommendation title and grade.

Commissioner Harrington asked if we had a page 13, 14, and 15, Ms. Thomas said she normally
has a section on the salary schedule (it describes how you use the salary schedule she will get
that information to staff for distribution to the Board).

Ms. Thomas stated page 16 shows a summary of the positions and the key duties that job has and
other information about that position they wanted to communicate. She referenced page 33
“Sample Class Specification” The Class Specifications include; distinguishing features of the
class, essential duties and tasks, knowledge, skills and abilities, physical requirements, desirable
education and experience and special requirements. A Class Specification is prepared for each
job.

Mayor Voller asked if the Town Clerk was a statutory position, is there that state statue that says
it is a position we must have. Attorney Messick said yes it is. Mayor Voller asked if the Clerk
was the Clerk to the Board or the Manager. Attorney Messick said he would have to check on
that it depends on what the Town’s charter says. Ms. Thomas stated in many organizations the
clerk will obviously do work at the board’s direction, but many organizations have town
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managers and that person reports to them for the day to day responsibilities and any statutory
responsibilities as well, Attorney Messick stated he felt that was true here as well,

Manager Terry stated he thinks in smaller towns where there is no town manager sometimes the
clerk is the manager and reports to the board in those circumstances.

Mayor Voller stated when you look at Finance Officer your recommendation is to change the
title to Finance Director. He stated it talks about supervising utility billing and collections,
would you consider that the same 1f we were to outsource that and she would be supervising the
contractor. Ms. Thomas said yes having people in house is one way and supervising externally is
another way. Mayor Voller said it would be good if they could capture some of that money back
in for these grant requirements.

Ms. Thomas stated page 27 becomes the recommendation if the Board adopts the
recommendations for the changes to be made to the title and the grade. It shows the rankings of
the positions from the lowest job to the highest.

Mayor Voller asked what the wishes of the board were. He asked what do you do when you have
positions in a grade lower and they appear to be at the maximum, how do you incentivize that
employee. Ms. Thomas said hopefully you will incentive them by pay, some organizations that
have merit pay will pay the employee once a year the amount of the merit in one lump sum and it
will not be added to their base salary, That is in the recommended policy.

Commissioner Harrington asked if she looked at our vacation amounts and all that when doing
the study. Ms. Thomas stated as she was reviewing the policy nothing stuck out to her being
either high or low except 401(k) and you took care of that. Commissioner Harrington asked
about vacation hours again. Ms. Thomas stated it may be a little lower than some but they look
reasonable.

Commissioner Brooks asked reasonable to other municipalities or private enterprise. Ms.
Thomas stated municipalities. Commissioner Brooks stated teachers get none, he noticed we
give up the 21 days per year and he thought that was pretty good.

Commissioner Bryan asked if all of her recommendations were based on the comparisons in this
book and no others, right? Ms. Thomas said that is right. Commissioner Bryan stated he saw
some increases but not decreases. Ms. Thomas said and some stayed the same. Ms. Thomas
said it is not unusual when you come in to do a study if you haven’t had a study done in ten
years, they may not have been keeping up with the market.

Ms. Thomas referenced page 28.

Ms. Thomas stated even though we had many jobs change grades (1, 2, or 3 grades) they
prepared an implementation cost. They ran three options, they can do others if the Board is
interested. The amounts included in each option will be what it will cost to implement for a full
year. This is just the annualized salary so if you did it January 1% it would be a different amount,

e Option 1




This option shows the cost of moving the salary of any employee who has completed
probation or will have completed probation as of July 1, 2011, up to the probationary
rate, which is 5% over the hiring rate. If the salary is higher than that point, the salary
remains the same. 14 of the 41 employees (mostly in the Police Department) would
receive an increase under this option.

They recommend this as the minimum option needed to demonstrate that each
employee’s pay is competitive with the local market. However, a problem with this
option is that it mainly benefits newer employees.

If the salary is higher than that point, the salary remains the same.
Annualized salary cost to implement Option1 - $41,586
Cost as percentage to annual payroll 2.54%

Commissioner Brooks said when you look at the current national economic picture and the state
economic picture with the state laying off and downgrading certain jobs. You have had years of
experience in this. He asked if any of the municipalities around the state are downsizing. Ms.
Thomas stated there are some that are having to layoff — counties are probably in worse shape
than towns. Commissioners Brooks asked if any of that was factored into this. Ms. Thomas
stated that was something the Board would have to decide. She said that is a policy decision of
the Board. Commissioner Brooks stated he realized that, last winter or the winter before he read
a story call “The Other North Carolina™ which was about the various municipalities across the
state and rural communities (counties) as well as municipalities that were not in the Research
Triangle or the Triad and the economic situations they were in and he just wondered what impact
that was having on these places. He pave an example: last week or the week before when Siler
City announced that Townsend was closing stated they brought $100,000 or more per month of
water from them. That is going to have to impact what they spend on government. He stated
there is a lot of that going on throughout the state.

Commissioner Brooks asked Ms. Thomas if she could give them some insight as to what
municipalities are doing across the state. Ms. Thomas stated it depends on the area but some
have not been giving cost of living but they had kept some merit but not the merit they
previously gave, some that are in pretty good shape are giving that, some are laying off, doing
furloughs and everything in between.

Commissioner Brooks asked about the perks. Ms. Thomas stated some have kept their benefits,
others the employees have had to pay more for their insurance, 401K has been frozen there is a
wide variety of economic conditions that determines what is going on in the Town or County.
Commissioner Brooks asked had she heard of employees reducing hours to the extent that
employees might not be able to qualify for medical insurance. Ms. Thomas said there were more
things like furloughing generally she is not hearing that. What she has been seeing in this area is
mostly not filling positions but not making cuts.

Ms. Thomas stated another way to look at it is that Option 1 would only benefit the very new
employees, Option 2 takes into consideration the years worked for the town and Option 3 would
be a 3% increase for all employees that have not reached the maximum that is three ways
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looking at how your current salaries relate to the recommended pay plan. She stated the town
was in pretty good shape, there have been organizations where Option 1 might have been 15%.
They were that far behind in the market. Pitisboro’s Option 1 was 2.54%. She said you have a
three year plan you want to get people up to in the range so that you don’t have to do it ali at one
time. You can have a plan to work to that pay plan. You may even want to look at how you
may potentially use this in next year’s budget if you don’t adopt it now. Hopefully, this data
supplies you with the information to help you make that decision.

Mayor Voller asked Mr. Terry what he thought of this. Manager Terry stated he has read
through this and there is nothing in there that surprises him for the most part the changes seemed
reasonable to him.

o  Option 2

This option shows the range position that would be attained if each employee’s pay
reflected an additional 1% of pay per year of Town service after completion of probation,
For example, with probation completed at one year, the employee’s salary would be 5%
over hiring with 2 years their salary would be 6% over hiring; with 3 years their salary
would be 7% over hiring, etc. This salary reflects a reasonably competitive pay rate for
someone not with just basic qualifications, but also experience in the Town’s specific
position. 20 of the 41 positions would receive increases in this option.

e Option 3

This option builds on Option 2: it provides the salary increases based on service as
shown in Option 2, but provides at least a 3% salary increase for all employees. All
employees would benefits at least 3% from this option.

Annualized salary cost to implement Option 3 $92,745
Cost as percentage of annual payroll 5.67%

Manager Terry stated on Page 27 she mentioned adopting that as the pay plan. When he came to
work here in our budget we don’t typically have a Personnel Ordinance as a part of the budget
we have a budget ordinance, but he thinks sonie towns have personnel ordinances. We adopt the
budget and then the CIP, but we never adopted a personnel ordinance so the numbers that we
used on past policies, he doesn’t know if it has been adopted in pay and classification ordinance
fashion and he thinks that is important to do because it gives the board an annual check off where
you can review what is in there and make sure you are comfortable with it. That is something
they may want to consider for next year’s budget adding that feature. It could be rolled in the
budget ordinance in a section or it could be a stand-alone document.

Mayor Voller asked how many employees do we have. Manager Terry said at last count it was
44, that doesn’t count reserve police officers. Ms. Thomas stated you are getting close to that 50,
but you are not there yet.
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Personnel Policy

The Personnel Policy is attached at the end of these minutes.

Ms. Thomas stated she could either go page by page or answer questions. But, first she went
over the cover sheet which highlights the things that are different.

[

Family and Medical Leave Act: The Town’s current policy has sections on parental
leave and leave without pay but does not have a comprehensive section on areas covered
by FMLA.

The federal law applies to employees with more than 50 employees (50 full-time
equivalent so part-time and hourly workers count toward that 50 employee threshold).
The Town does not currently have 50 employees so the provisions of the law do'not have
to apply but they recomniend the Board adopt its more general provisions. The
recommended language in the policy provides similar coverage as under the federal
Family and Medical Leave Act, but is less restrictive and extensive.

The policy language also includes newly adopted provisions for military exigency leave
and military caregiver leave. Leave under this policy is unpaid, but employees may use
accrued leave balances if available.

Fair Labor Standards Act: The policy rewrite has a significantly expanded section on
FLSA, the law which governs overtime compensation. The section includes recently
adopted amendments concerning smallpox, also expands information on treatment of
suspensions for exempt employees and provides additional information on the law itself.

This section also includes new language on rest periods and breaks.

The wording “subject to the availability of funds” is inserted in several sections
discussing pay and benefits.

A new section is recommended on Implementation of the Policy, including conflicting
policies repealed and separability.

For your information, the policy includes information on the privacy or open nature of
personnel records, noting both

A 2007 clarification to the laws on personnel records privacy and public
information that “For the purposes of the subsection, the term “salary” includes
pay, benefits, incentives, bonuses, and deferred and all other forms of
compensation paid by the Town.” And the addition of new items added to the law
in 2010, items which are not considered public information.

Each suggested change or addition has a marginal note to facilitate your review, but they
highlighted a few of the suggestions for inclusion of new provisions. The rewrite
includes sections on:




Responsibilities of supervisors and employees

Addition of statements on the importance of good attendance

Payment of travel expenses

Certification salary increases

Payment of training expenses

Provisions for salary increases for interim assignments in a higher classification
Information on use of town property and equipment (such as computer, e-mail,
social networking, vehicles)

Information on policies for work in adverse weather conditions

A weapons policy

A substance abuse policy

Expanded section on ethical conduct cxpcchtlons (revised from “acceptance of
gifts and favors”

Expanded information on conﬂlcts of inter est in outside employment

A rewrite of the section on the types of disciplinary actions and pre-disciplinary
conferences to clarify steps in the disciplinary process

A new section recommended on Implementation of the pelicy, including
conflicting policies repealed and separability

'The insertion of the current policy of shared leave into the personnel policy
document

Ms. Thomas said they could go page by page or if they had a particular page they had questions
about we could do that. They highlighted the changes to the current document so that the Board
could see every change that was made. Once the board adopts the policy she can go through and
take out the marginal notes.

Commissioner Harrington said there were a couple of notes he made going through. On Page 37
it mentions “Engaging in political activity prohibited by this chapter”, he can’t find it, maybe he
just overlooked it. Ms. Thomas stated that was covered in Article V on Page 17 or 18. One
thing getting back to the vacation question, he knows we have the segregation between sick leave
and vacation. Where he works if you are sick you call in and it’s just a day off, do you see many
municipalities do that. Ms. Thomas stated she has seen that when she was doing a study for a
hospital and they did have it consolidated where you got this block of time and you could carry
over a little bit of it to the next year. She could not recall ever seeing that in a municipality and
she thinks the reason is the retirement system because sick leave can add to your retirement
credits. So they would need some way to be able to separate it when someone retires.
Commissioner Harrington stated he likes the other way better because honest people are at a
disadvantage because they won’t call in sick to have a day off. That’s why he likes the PTO
concept.

Commissioner Harrington asked Ms. Thomas if she could get her hands on the leave days
received per year by others. Ms. Thomas asked was he talking about the organizations she had
done the comparison with. Manager Terry asked was he referring to holidays or accrued
vacation time. Commissioner Harrington stated vacation time. Ms. Thomas stated she could do
that. Commissioner Fiocco asked was he talking about the policy or just the numbers.
Commissioner Harrington said mainly numbers he wanted to see where we line up as far as
accrual arrangement per year. Ms. Thomas stated she has found that working with all counties
and towns ihat the vacatlon accrual hours/day varies a Iot but sick leave is 12 days per year.
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Commissioner Harrington stated he noticed the policy says you have to use vacation in one hour
increments. He said the way the policy reads if he was to get up and his/his wife’s car doesn’t
start one morning and he is an hour late for work that we would have to use vacation, he hopes
we don’t do that. Ms. Thomas stated she thinks that is why you would encourage employees to
have leave balances for that type of situation. Ms. Thomas said governmental organizations have
fiscal responsibilities to track hours. Commissioner Harrington stated he has to remember that
too because it is public dollars. Commissioner Harrington wanted to know if she ever saw it in
policies where a situation like that would be up to the Managers discretion. Ms. Thomas said it
18 usually more practice where they might say perhaps the Planning Director was in the same
meeting until 10 o’clock and so when he has a dental appointment they may not charge that time,
but then that can lead to problems with other staff saying he didn’t have to take a hour leave then
why should they have to take a hour of my leave. . You can see both sides. Commissioner

- Harrington said that 1s true but yow haven’t seen a policy around for discretion. Ms. Thomas said

" because governmental agencies have that greater accountability you don’t find that type thing.

Commissioner Brooks stated he should know it but he does not know what Pittsboro does as far
as days where everyone has off, like Christmas or Martin Luther King Day. Ms. Thomas said it
is probably two different situations because you have the people who work and the people who
don’t work. The people who don’t work get paid eight hours for that day. Ms. Thomas asked
Manager Terry if they work do they get time and a half or straight time. Commissioner Bryan
said the policy said time and a half. Manager Terry said they can end up getting double time and
a half because if it is Christmas Day on your time card it is coded as 8H (8 holiday hours) but if
you come into work and you work an hour then you are going to get paid for that hour at double
time; within that week if you have worked over 40 hours — when you get to the 41 hours it is
paid at time and a half. So if you come in on Christmas Day and you work an hour and you
worked 45 hours that week then that particular hour you get your 8 hours holiday pay and you
get your time and a half for the time you actually worked. Ms. Thomas said if they worked 8
hours on Christmas do they get 8 hours pay or 12 hours pay. Manager Terry said if they come in
on holiday like Martin Luther King Day or Veterans day and they work the whole 8 hour
workday they would get double time that day. Ms. Thomas said so you are paying straight time
for working the holiday, you get credit later for straight time. Manager Terry said yes. Ms.
Thomas stated some organizations do time and a half, if you worked 8 hours you would get paid
for 12 hours.

Commissioner Brooks asked if he came in on Christmas Day and he works 8 hours would he get
to chose whether he would get 16 hours pay or 8 hours off some time. Manager Terry stated the
way he has managed it is if someone works he thinks they ought to get paid if they chose to take
a day off 1s sort of self adjusting they can use a vacation day but they are still going to get paid
for the 16 hours if they worked 8 hours on Veteran’s Day. Manager Terry said if they want to
take the next day off they can use 8 hours vacation. Ms. Thomas said this is on page 25 it says a
person required to work Christmas Day will be paid at 1.5 times the hourly rate in addition to
normal time off received for the holiday. Ms. Thomas stated that she understood it was to be for
all holidays that is why she showed a changed there.

Mayor Voller asked Ms. Thomas based on her HR experience and consulting doing this what do
you want to see as a result of a really good well put together policy. Ms. Thomas said she has
two different answers one on the personnel policy that they are talking about now you have a
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document to reflect the areas where you have a choice on how many helidays and vacation days
you grant it sets structure for you. You would adopt this because your current one is out of date
so from that standpoint she would recommend that you keep this a living document there are
changes constantly and that you keep it up to date so that the Board can see and employees can
see what decisions you have made to comply with various personnel laws,

Commissioner Brooks said he is not quite sure that we have a policy, but do towns as a rule have
a policy. Let’s say that a town employee has to have special training, education, certification
whatever who allows them to “moonlight” and help a private company needing something is that
any of our business or should we have any control over that. Ms. Thomas said if you look at
page 17 there is several areas that you have interest in one is to make sure your job is primary so
if someone is not working a second job and coming to work tired, you would want to make sure
someone’s outside employment doesn’t create conflicting interest. There may be law
enforcement officers who’s moonlighting as a law enforcement officer may create some
liabilities for the Town. So you have some say so as to where you want your officers wearing
your gun and badge. Also, someone that receives off the job injuries may be receiving sick
leave. Commissioner Brooks asked if we had any liability if someone were trained say for
example if a private development had wells or a water system that had to be tested and one of
our employees tested it and made a mistake or whatever, are we totally protected from that is that
Just their outside thing and we don’t have any concern over that. Ms, Thomas said if they were
working for you and they went and did a the test in Moncure she would think they would totally
not be related to you, but if they were doing something within the Town of Pittsboro he wouldn’t
think you would want them doing that moonlighting because that is conflicting interest.

Commissioner Brooks asked should we have a policy about that. Ms. Thomas stated this policy
says that.

Mayor Voller said but one conflicting interest that Commissioner Brooks was leading to is if you
have a utility company that is privately held they could actually run systems in our ETJ and
Town as well as across the state, so theoretically someone with certain licenses could be working
for them as well as with us and although we may only sell them water there could be a potential
conflict. Mayor Voller said that someone may say the town guy said this was allowed. Ms.
Thomas stated you wouldn’t want to allow that in your current policy you can prohibit that but
she added something to make it stronger (employment with organizations or in capacities that
negatively impact the employee’s perceived integrity, neutrality, or reputation related to
performance of the employee’s Town duties such as working for a company where significant
Town purchases are ordered by the employee).

Mayor Voller said ultimately this document is trying to reconcile certain rules and procedures,
keep it up to date, respond to federal law that is constantly changing, What he is more concerned
about is what the outcome of it is. Is going toward these type policies going to help us have
better morale, these are the things he was asking her based on her experience, are you going to
have better retention, where do we get more bang for our buck for our citizens and business
cominunity. A thing has come up in the past on the board is how do you work with incentivizing
employees if someone is doing a really good job and you have a pay grade and you have other
various things here — how do you work with people who are going above and beyond against
someone that just might want to be your average employee but they are not really going to want

to achieve. How do you incentivize the ones that might be more interested in taking on more
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duties or trying to save you money by running a better operation at the waste water treatment
plant for instances or working to cut cost/waste. Ms. Thomas stated pay is important but it is not
the only thing, opportunities for training and advancement. Some people don’t provide merit
increases unless you exceed expectation. You can do a lot of things by providing variety of
work, training recognizing they may go somewhere else, advancement opportunities, etc.

Mayor Voller asked in government work has she ever used game sharing techniques where an
employee can share in the gain, for instances they figure out a way that you can fix a machine
and not have to make a capital investment - instead of spending $30,000 you spend $10,000 can
they share in some of that or they run the plant better and we save $100,000 because our
electricity bill goes down and we are not wasting chemicals. Ms. Thomas said people that have
that type program it has to be coming from outside the normal area if you are a supervisor when
you figure out how to fix something rather than replacing it, that is your job. Some of the places-
that have it have found that there are problems with it, it can create conflict between employees’
with competition when you want team work. She has seen it where the board would have $2,000
{o recognize someone when you see special type program have been initiated. You can
recognize the person who came up with the initiative.

Commissioner Harrington said on page 24 under the Tuition Assistance Policy shouldn’t we say
maybe a “B” average for reimbursement. Ms. Thomas said you could. You could add a
sentence for a grade of satisfactory completion of a B or better.

Mayor Voller said the main question is what particular policies they might want to eliminate or
adjust. Ms. Thomas said that was correct this gives you the opportunity to say I didn’t realize we
were doing that [ think we need to do more or less. The policy we currently have is pretty
standard too.

Mayor Voller said the three basic things he looked at were dealt with are: corruption,
competence and capability we have got stuff in here if people are corrupt you can get rid of
them, and you are dealing with competency and training so if we don’t have them to level they
need to be we train them and capability i1s whether they can do the job are they sick all the times
or have other issues.

Commissioner Fiocco asked Attorney Messick if he had an opinion of the document.
Attorney Messick said he hasn’t read it exhaustingly but he thinks in general it is a good idea.
Attorney Messick said it is your Manager that should have assurance.

Commissioner Fiocco said he was thinking of all the edits to the document to update changes to
laws and he thinks they would be relying on him for that review. Attorney Messick said okay.

Manager Terry said to ducktail on Mr. Messick’s comment he has read it cover to cover and
provided extensive comments during the process and he thinks it is a thorough review. Some of
the highlights they have added some things that are additional benefits to the employees, she has
already touched on those. The birthday off feature that Commissioner Brooks suggested, and
historically we have given time and a half on Christmas only but now 1t will be on all town

ance from $500 to $1000 per year (that is not a great expense
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to the Town because not many people take advantage of it) this puts an incentive out there for
some of your best employees that are looking for career development.

Ms. Thomas said she will be sending you the updated salary data including Hillsborough and
Carthage, providing information about a civil engineer, send you the pages that were missing in
your book tonight, and to get an answer to the question about how the governing body counts
regarding FMLA.

Commissioner Fiocco stated obviously we are competing with other municipalities and salaries
are just one component, he asked how difficult it would be to review the other towns that you
listed as far as what benefits they are providing. Ms. Thomas said that she can do that, but know
that everyone’s contribution to retirement is not the same, as far as vacation, sick leave everyone
gives 12 days, holidays, 401K, do they provide insurance (like do they pay 100% or do the
individuals have to pay a portion) those are the high cost items. Commlsslonel Fiocco said that
would be great he feels that will be valuable for the Board to see.

Manager Terry stated he felt they could bring back the policy manual at a subsequent meeting for
adoption most of the information relates to pay and classification so if the board is comfortable
then Ms. Thomas can take out all the marginal comments and strikeouts and highlighting and
bring back a clean document for adoption at our next meeting if you would like.

Commissioner Baldwin said she felt they needed to hear a little more about what has been
brought up and that they receive information on the questions that were asked such as vacation

and sick leave.

Commissioner Fiocco said he would personally like to devote more time fo it than he had been
able to before adoption.

Commissioner Harrington stated he would like to compare some of the vacations too.

Ms. Thomas stated she could hopefully get the information to the board by next week.
Manager Terry said that we would probably want to avoid having it on the next agenda because
there is a chance that the CTP may come back to the board at the next meeting. Manager Terry

suggested that it be brought back to the first meeting in September.

Manager Terry said there is two things we have to deal with first is the policy manual and
secondly we would deal with the pay and classification plan.

Commissioner Harrington asked how sick leave could be taken, was it by the hour. Manager
Terry said no you could use it in fifteen minutes intervals.

NEW BUSINESS
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CAPITAL PROJECTS REPORT
Manager’s Update on Capital Projects.
Credle Street Basin Rehabilitation Project (Phase IEI and IV)

Manager Terry stated the contractor has completed their work and the project is over. We have
received a favorable reply from the Rural Center regarding the use of surplus grant funds to
refurbish the WWTP Bar Screen. We have already sent out a request for informal bids on that
asking that they get back to us on August 19, 2011.

Southern Community Park

Manager Terry reported they expected the paving of the entry way to be done last week, but
beciuse of the rain it was delayed he hopes it will get done this week. They are close enough to
being complete out there. The preliminary punch list inspection of the project will begin this
week. But, related to this and the petition we received Ms. Lloyd, Mr. Horne and himself have
been working to fulfill a public records request from one of the citizens that signed the petition
who is requesting a sufficient amount of records around this park, we are working with her right
now to get her what she asks for,

Mayor Voller said he thinks it would be wise to give that citizen or direct them to get a copy of
the county’s plan which was done and adopted in 1999, it has been amended a number of times.

Manager Terry said it was actually in one of the emails she has requested.

Mayor Voller said there were a number of people who participated in the review, public input
and surveys going all the way back to when Hobbs and Upchurch was involved. Do we still
have that information? Ile stated it was a large number of people that participated some of
which lived in the area.

Manager Terry said just as a matter of clarification there is a 15 cent per page charge for making
copies. We don’t get paid for the staff time but we do get reimbursed for costs to produce the
copy. Commissioner Brooks asked Manager Terry to repeat the price per page. Manager Terry
said 15 cents and if they want copies of the meeting tapes they will bring them to Ms. Lloyd and
she will copy it. Commissioner Brooks asked how did we arrive at that price. Manager Terry
stated it is in the budget ordinance, it is one of the miscellaneous fees in the budget ordinance, if
you go down to the Register of Deeds and ask for a copy of your deed you will have to pay 25
cents per page.

Commissioner Fiocco said there was discussion about having a meeting with the neighbors.
Manager Terry stated they had made the offer but had not had any phone calls back.

Mayor Voller asked is there a sense for what the community wants other than the fence, is there
something on the table that would make the people happy. For instance we have on our website
(he believes) where Mr. Horne had put this data that properties next to parks normally go up in
value by about 15% according to a nationwide study. What do we need to do to work with them
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that is reasonable or is it just that people don’t like the park. Commissioner Harrington said they
don’t want a park.

Manager Terry stated you asked what we could do to make them happy. He doesn’t think we
can make them happy but we can respond as courteous as we can to their questions. He said he
agrees with Commissioner Harrington they don’t want the park there and there is nothing he can
do about that, it was a plan that has been in the works going on seven years now. Removing the
park is not an option.

Commissioner Baldwin said she feels if we could make it more secure that may help them
somewhat. The gate at the entrance of the park is locked but you can drive anything into it (to
the left of the gate). Manager Terry said that it is not finished yet. There will be bollards or
natural field boulders. Commissioner Baldwin asked what we could do in the meantime.
Comniissioner Brooks said couldn’t we put a cable up until that happens. Manager Terry said he
thinks the work will be finished fairly quickly. Commissioner Baldwin asked when — next week -
or tomorrow. Manager Terry said he can’t say exactly when but if it is going to drag out for
much more than that we can ask them to put temporary measures in place. He thinks the project
will be 100% complete within the next two weeks. Commissioner Baldwin said you can drive a
truck around it and feels we need to be more proactive. She don’t know how the police is going
to patrol because they can’t drive their vehicles there and even the SUV maybe we can have bike
patrol. Commissioner Brooks said they have a four wheeler, the golf car and a bicycle.

Manager Terry said the Chief, Mr. Horne and himself, have discussed what security will be done
there and again this is probably not going to be satisfactory to the citizens. They will get the
same security as any other park in town which is periodic police patrol the police will be locking
it at night and opening it in the morning.

Commissioner Brooks said he was planning on doing it under Commissioner Concerns but he is
going to make it as a motion and you can vote it up or down at the next meeting to build a simple
farm fence along the area between the park and the domiciles (or homes). He has started some
research. He went to the old Southern States (County Farm and Home) and priced some wire
and looked at some different types of wire. He has treated poles which he said he would sell at a
discount. There is a man that lives less than two miles from the site of the park that has been in
the cedar pole business all his life. He had in mind some form of welded wire or hog wire.
There is a whole lot of things that could be done. He thought about the fact that Mr. Ron White
who works for us was one of the largest farmers in this county at one time. He may very well
have a post hole digger that fits on a tractor. He does not think it would be a huge expense. Of
course, someone can climb the fence or a dog could jump over but it would be a good faith effort
on our part and he plans to make a motion and the only reason he was not making it tonight was
because of time and he wanted to talk to some other people to find out how much wire and other
things would be needed (types, etc).

Mayor Voller said you can plant very fast growing materials that would screen the fence and
everyone would be happy. Commissioner Brooks and Commissioner Baldwin agreed.

Commissioner Bryan said they won’t be happy.




3.22 MGD Wastewater Treatment Plant Construction

Manager Terry stated that responses from Board members and staff suggest that Saturday,
August 20, 2011 from 9 a.m. to 11:00 a.m. would be a good time for a Board Work Session on
the subject of plan of action and milestones for construction of the new 3.2 MGD WWTP. He
will send out an email tomorrow,

Manager Terry said that he and Mandy Cartrette took a field trip to Statesville where they met
with a former Pittsboro Town Manager Rob Hites. They spent a couple of hours with them
talking about financing vartous projects. It was helpful to them to understand what our options
are.

Commisstoner Harrington asked if we could have the Manager contact the City of Sanford and
see what they might be interested in offering or at least start the dialogue with them. Manager
Terry said he can ask them to send a letter as to what they would offer. '

Mayor Voller said this is the most important topic tonight. They are talking about a 50 million
dollar project. These options are really a big deal for the future of Pittsboro and Chatham
County.

Commissioner Harrington said maybe we will have another meeting.

Manager Terry said hopefully he can produce a letter between now and August 22, 2011. He
may have some limitations as to what he can commit to without talking to his board (Sanford
Manager).

Commissioner Fiocco said it would be helpful to have some of their engineering information.
Hillsboro Street Transmission Line Replacement Project

Manager Terry stated we are about to wrap up the work with our consultant The Wooten
Company to get everything we need to get to the Commerce Department for the release of the
grant funds. Hopefully, we will be hearing back very shortly. He said two weeks ago he got
permission to put up the water tank as collateral to secure the REDLG loan, he thought we had
put that issue to rest but in negotiating with the attorney for the Electric Cooperative, they called
back and said they want the land under it and the tank. He doesn’t think it is a big deal. We are
not going to default on the loan anyway. If that is what it takes to get them to loan us the
$240,000 he feels we ought to go ahead and do it. The board agreed. Mayor Voller said he just
don’t understand why they won’t put a CD in the bank for the time. Commissioner Harrington
said we can get a surety bond — we have cash we can back this up with.

Mayor Voller asked Attorney Messick his opinion. Attorney Messick said it is no problem to go
forward.

Mayor Voller said when we get going on this Hillsboro Street Project we really need to make
sure we inform all the owners of what’s going on. This has to be very up front informing
property owners and lease holders. Manager Terry said the first step was they have already had
their meeting with the Downtown Merchants Association. Commissioner Fiocco said their

i e
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biggest concern is they don’t want to get their holiday sales impacted by this. The holiday
season will give them such a substantial amount of their yearly income. Manager Terry said it 1s
already August and they are still negotiating so he doesn’t think it will be during the Christmas
Holiday. Commissioner Fiocco lets make sure we don’t.

Mayor Updates

Mayor Voller said hopefully this group will buy the old Chevy dealership and we will have some
jobs moving in there. A company called USAT they do wireless installs, computers, etc., they
are going to buy the building and lease some of it out. EDC has some potential tenants.

‘e RPO meet the 18" in Pittsboro the Board is invited.

s Solid Waste : '

o Fairground Association o

o PMA/Downtown — 1™ Sunday vesterday was very nice.

e Main street — have to get the committees going. He doesn’t know if this Board just wanis
to authorize Commissioner Fiocco to start selecting a group. Commissioner Fiocco said
they are putting out the information trying to get volunteers. One of the groups that the
Main Street Program wants to interview is the elected officials so they are trying to set a
date so they can have this meeting. They are in the process of interviewing the five
different groups with five or six people representing those groups getting lots of input
from those groups and then one evening presenting their organizational ideas for how we
should move forward. Creating committees and working groups. He is asking that they
all attend that meeting and he will let you know when that date is selected.

Comunissioner Concerns

Commissioner Brooks said he had several. He don’t know if it is our responsibility or what but
several of our citizens are concerned that services that are offered at the Old Chatham Mills
maybe discontinued due to their financial situation especially some of the folks that are on
dialysis and so forth. If Mr. Roberts or someone could issue some type of statement of
reassurance that those things are going to continue that would be good.

Mayor Voller asked Mr. Messick if someone is in bankruptcy and that is UNC leasing that space
for dialysis what could or could not happen. Attorney Messick said it is a Chapter 11 which
means he is trying to reorganize his debt. Attorney Messick said perhaps they should ask UNC
about that.

Mayor Voller said does this affect us on our tax collections and water and sewer. Attorney
Messick said yes.

Commissioner Brooks said he happened to run into Roscoe Farrell at the service station one day
and he would like to come back, and we need him and he will pay for his own salary if we would
just bring him back, Based on something he got from the head of the sewer department this
week it sounded to him like he could use him right now. He said he knew we had replaced him
but if we could find something for him. He is one of those people that are so multi-talented in
water and sewer and so forth. You already know he has saved us a lot of money.
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Commissioner Brooks said at the last meeting they requested that a letter be written to Ms.
Smith, and to the Credle Street contractors and he didn’t find one in his agenda packet. Has that
been done? Manager Terry said he has spoken with Becky and she has provided him with the
addresses but it has not been done. They are going to wait until they make final payment it has
been his experience that problems in the contract don’t show up until negotiations around paying
the final payment. Commissioner Brooks said he wanted to thank them especially for that day of
the funeral. Manager Terry said they are going to definitely get that done, but they wanted to
walit until final inspection was done.

Commissioner Brooks said Commissioner Baldwin mentioned something about using a front end
loader putting up a cable or something to keep people from going around the gate at Southern.
Park that would be helpful He will try to have some cost figures flom seveml places for the next
' meetmg '

Commissioner Brooks said we are in the beginning of hurricane season. The real critical date 1s
around September 10" and it occwred to him — he know we have done a plan in the past but he
wondered if they should set aside a little money for overtime, gas, generators or maybe bringing
in a tree cutting service. A little contingency or emergency fund we ought to think about that in
case we need it this fall. Mayor Voller said it seems wise. Commissioner Brooks said we could
be prepared so that we would not have to have an emergency board meeting — we would already
have a plan ready to go. Commissioner Harrington said were you talking about just to take it
out of fund balance, so Mr. Terry could not just go and act right now without us approving that.
Commissioner Brooks said we have a plan but he can’t remember the details. But we might
want to be a little bit proactive ourselves. Commissioner Harrington asked if there was a
provision for spending money in cases like that in case of emergencies. Commissioner Bryan
said you have a limit anyhow. Manager Terry said his experience suggest that doing hurricanes
and whatnot sometime you will overspend your budget but usually that can be handled with a
post emergency budget amendment. You can usually come in a few weeks after the event to
reconstitute those accounts.

Commissioner Brooks asked if the emergency generators at the water plant were ready to go.
Mayor Voller said that is actually a good idea to look at things like that. Commissioner Brooks
asked if all our heavy equipment was ready to go. Commissioner Fiocco said he would imagine
that our generators are self testing periodically. Manager Terry said the ones that are at our lift
stations and waste water treatment plant do that and the one here at Town Hall does that. He
stated there are no emergency generators at the water treatment plant.

Commissioner Brooks said he doesn’t know what is needed but Mr. Terry probably needs to sit
down with department heads and ask what are their needs in the event of an emergency. He
thinks we had to bring in some companies to help clear up the streets during one storm.

Manager Terry said he would sit down with Mandy and John and figure out they can do it. He
will come back with a recommendation.

Commissioner Brooks said we have town employees that would be playing critical roles that do
not live in town we just have to have a plan. We may even want to look at something they use to
do in educatlon 1f there was a bad storm or somethmg You had a team person you were suppose
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to call and let them know there was a problem and they would let someone else know so that the
word went out. We have so many elderly citizens we also have numerous facilities that serve the
elderly here so we have some special needs there. We would be able to get to people and move
people and so he wants us to be proactive by leoking at what we need to do.

Commissioner Fiocco just wanted to remind us of a few things we are working on. This one we
can even talk about at our work session on the 20" is the outline of our sewer allocation; October
will be here before you know it and he don’t want to lose sight of that. He 1s still expecting we
will do the research on the White property that we talked about.

Commissioner Baldwin said the signs look great the Boy Scouts put up coming into Pittsboro she
would like to commend them on that even though they are not here. She said she hated to go
back to the Southern Park issue again but there was a concern about fire safety, did Mr. Horne
speak to Mr. Bender about the fire hazards and stuff like that when he was working on the plan.

Manager Terry said he do not think we sought Mr. Bender out in this case. He will tell you that
some of the correspondence he saw today was raising that issue but those are things we have
thought about. The board may or may not recall when they were going over the program for this
park to see what was going to be included in the scope and what was not going to be. We were
disappointed to find out the no PARTF money could be used for improving the road. The
PARTF folks took the position that the road was an existing road to the water tank. It is a one
lane road what he directed Mr. Horne to do was if we can’t get a second lane for a paved road at
least put periodic turn out so that people can egress and ingress at the same time. So there is turn
outs built in there. In a fire emergency people may have to leave the area on foot. There is an
alternate road that goes straight out 1 5-501 pass the water tank but he is not sure you could make
that transition but it is very wide so people could find safety egress that way. He shares those
concerns.

Mayor Voller asked Attorney Messick if that was a town road.

Attorney Messick said no. Mayor Voller asked what does qualify us. Attorney Messick said it is
not a road it is a driveway to the water tank. Mayor Voller asked if we could make it eligible for
Powell Bill. Both Manager Terry and Attomey Messick said no not ever. Attorney Messick said
it is not a public road it is a private driveway access to a water tank. It has nothing to do with
public access. Manager Terry said even if it were paved it would not qualify.

Commissioner Baldwin suggested that we talk with Mr. Bender to see what he thinks about the
situation.

Commissioner Brooks said we have a forest service here, he don’t know who is in charge of it
now, but one of the neighbors whose property abuts the park, worked his entire working life with
the NC Forestry Service and his job was driving heavy equipment and fighting major forest fires
all over the state that’s Mr. Sidney Dean. His home is the last one you come to as you go down
the Old Sanford Road before you come to the Charlie Brooks Road. Mr. Dean is retired now and
he might have some practical suggestions of things that could be done.

Commissioner Harrington stated he was reminded of some housekeeping we might need to do.
We had started a commzttee that has kmda gone 1dle about a year. He asked 1f that comnnttee
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to call and let them know there was a problem and they would let someone else know so that the
word went out, We have so many elderly citizens we also have numerous facilities that serve the
elderly here so we have some special needs there. We would be able to get to people and move
people and so he wants us to be proactive by looking at what we need to do.

Commissioner Fioceo just wanted to remind us of a few things we are working on. This one we
can even talk about at our work session on the 20" is the outline of our sewer allocation; October
will be here before you know it and we don’t want to lose sight of that. He is still expecting we
will do the research on the White property that we talked about.

Commissioner Baldwin said the signs look great the Boy Scouts put up coming into Pittsboro she
would like to commend them on that even though they are not here. She said she hated to go
back to the Southern Park issue again but there was a concern about fire safety, did Mr. Home
speak to Mr. Bender about the fire hazards and stuff like that when he was working on the plan.

Manager Terry said he do not think we sought Mr. Bender out in this case. He will tell you that
some of the correspondence he saw today was raising that issue but those are things we have
thought about. The board may or may not recall when they were going over the program for this
park to see what was going to be included in the scope and what was not going to be. We were
disappointed to find out the no PARTF money could be used for improving the road. The
PARTF folks took the position that the road was an existing road to the water tank. 1t is a one
lane road what he directed Mr. Horne to do was if we can’t get a second lane for a paved road at
least put periodic turn out so that people can egress and ingress at the same time. So there is turn
outs built in there. In a fire emergency people may have to leave the area on foot. There is an
alternate road that goes straight out 1 5-501 pass the water tank but he is not sure you could make
that transition but it is very wide so people could find safety egress that way. He shares those
concerns.

Mayor Voller asked Aftorney Messick if that was a town road.

Attorney Messick said no. Mayor Voller asked what does qualify us. Attorney Messick said it is
not a road it is a driveway to the water tank. Mayor Voller asked if we could make it eligible for
Powell Bill. Both Manager Terry and Attorney Messick said no not ever, Attorney Messick said
it is not a public road it is a private driveway access to a water tank. It has nothing to do with
public access. Manager Terry said even if it were paved it would not qualify.

Commuissioner Baldwin suggested that we talk with Mr. Bender to see what he thinks about the
situation.

Commissioner Brooks said we have a forest service here, he don’t know who is in charge of it
now, but one of the neighbors whose property abuts the park, worked his entire working life with
the NC Forestry Service and his job was driving heavy equipment and fighting major forest fires
all over the state that’s Mr. Sidney Dean. His home is the last one you come to as you go down
the Old Sanford Road before you come to the Charlie Brooks Road. Mr. Dean is retired now and
he might have some practical suggestions of things that could be done.

Commissioner Harrington stated he was reminded of some housekeeping we might need to do.
We had started a committee that has kinda gone idle about a year. He asked if that committee
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needed to be dissolved. Commissioner Fiocco said there has actually been some activity and
they are trying to get it restarted. Commissioner Harrington said as far as he knows they have
not had a meeting in a year and a half. Manager Terry said he would have to go back and look at
the resolution but he thinks there was a sunset date in the resolution. Mayor Voller asked that it
be brought back to the next meeting to be addressed.

Commissioner Brooks said a citizen asked him this afternoon — he was on that advisory
committee that was advising the planning board about the land use plan — could we make the old
land use plans available in the lobby so that citizens can view them.

Commissioner Bryan said he noticed Chris Walker’s resignation from the ABC Board.

Mayor Voller asked Commissioner Harrington if he would be Wﬂ]mg to serve. Commissioner
Bryan said that was his T.hOLléht also.

Commissioner Harrington said he would think about it. Commissioner Fiocco said if
Commissioner Harrington accepts he would be willing to the liaison from the Board.

FYI-

1. Pittsboro Town Manager’s letter of August 2, 2011; RE:  Pittsboro 05-D-2087
CDBG Program Release of Conditions.

Motion made by Commissioner Brooks seconded by Commissioner Bryan to adjowrn at 9:52
p.m. Aye-5 Nay-0

Randolph Voller, Mayor

ATTEST:

Alice F. Lloyd, CMC, Town Clerk
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TOWN OF PITTSBORO
PERSONNEL POLICY

BE IT RESOLVED by the Town Beard of Commissioners of the Town of Pillsbare that the following policies
apply 1o the appointment, classification, benefits, salary, promotien, demotion, dismissal, and conditions of
employment of the employees of the Town of Pittsboro.

ARTICLE |, GENERAL PROVISIONS......

. Section 1,
Seclion 2.
Section 3.
Section 4.
Section 5.
Section 6.
Section 7.
Section 8.

Purpose of the Chapter ...
At Will Employment .....
MeML PRANCIPIE .ot arvam

Responsibilities of the Town Board of Commissionars ...l
Responsibilities of the Town Manager, Supervisors and Employees......c.oooeeiiiieeeeens
Application of Pelicies, Plan, Rules, and Regulations .......c.cvovviinnnoninnenenn,
Deparimental Rules and Regulations
[T T ] OO O U U U SO UUURPSTIROR

ARTICLE Il. POSITION CLASSIFICATION PLAN.

Section 1.
Section 2.
Section 3.
Section 4.
Section 5.
Section 6.

Purpose. ..
Composmon of ihe Pns;llon Classﬁcahon Plan
Use of the Position Classification Plan.................
Administration of the Pasition Classification Plan.
Adoption of the Position Classification Plan ...
Request for Reclassifioation ... s

ARTICLE lll. THE PAY PLAN “

Section 1. DefiNHION. ... .o e
Seclion 2. Administration and Maintenance ..
Section 3. Starting Salaries ..

Section 4. Trainees De3|gnat|on and Prawsmns
Section 5. Probationary Pay Increases...
Section 6. Pay Range Movement/Merit Pay..
Section 7. Merit Pay Bonus ......covvervvrevenres
Section 8. Salary Effect of Promotions, Demotions, Transfers, and Reclassifications
Seclion 9. Salary Effect of Salary Range ReviSions ... e
Section 10. Transition to a New Salary Plan ...........
Section 11. Effective Dale of Salary Changes.........ovieiiiii e e
Section 12, Overlime Pay ProVISIONS ..ot s e e s eraeaenaessesees b e
Section 13. Cail-back and Stand-by Pay
Section 14, Payroll Deduction..........c.....
Section 15. Hourly Rate of Pay..
Section 16. Longevity Pay oo
Section 17. Payment of Travel Expenses
Section 18. Ceriification Salary INcreases ..o veeceeceeeenns
Section 18. Reimbursement of Training Expenses ...
Section 20, Pay for "Interim” assignment in a ngher Level Clasmfcatlon

ARTICLE IV. RECRUITMENT AND EMPLOYMENT

Section 1.
Section 2.
Section 3.
Section 4.
Section 5.
Section 6.
Section 7.

Equal Employment Oppertunity Policy
Implementation of Equal Employment Opportunity Policy
Recruitment, Selection and Appointment ...,
Probationary Period .. .

Promotion .................
Demotion .... .
Transfer ..o,

- Pa e_ cemememT
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ARTICLE V. CONDITIONS OF EMPLOYMENT ... ctmtiressirmssimesssinssssisbsmscmsssssomssasansasasens §F

Section 1. WOork SChegula ... ettt ettt e e eene e aranre e
Section 2. Political Activity ...,
Saction 3. Outside Employment .
Section 4. Dual ERIDIDYMENT .ot ettt e een e eans
Section 5. Employment of RelGHVES ... ettt
Section 6. Sexual Harassment Prohibited .........................
Seclion 7. Soeliciiation and Acceptance of Gifts and Favoers..
Section- 8. Perfcrmance Evaluation .. -

Section 9, Safety....
Sectlon 10. Subst

. Beclion15." Weapuns Palicy...

ARTICLE VI. EMPLOYEE BENEFITS

Section 1. Eligibility...
Section 2. Group Health and Hospﬂailzallon Iﬂsurance
Section 3. Group Life Insurance..
Section 4. Other Optional Group lnsurance F‘ians
Section 5. Retirement ...

Section 6. Supplementa] Renrement Benefts
Section 7. Social Security ...
Sectlion 8. Workers' Compensation.....
Section 9. Unemployment Compensation ..
Section 10. Tuition Assistance Pragram ....

23

ARTICLE VIl. HOLIDAYS AND LEAYES OF ABSENCE 25

Section 1. Palicy ...
Section 2. Holldays
Section 3. Holidays: Effect on Other Types of Leave ..
Section 4. Holidays: Cempensaltons When Work is Requxred or Regularly Scheduied Of‘f fDr Shlft
Personnel .. -

Section 5. Vacation Leave
Section 6. Vacation Leave: Use hy Pmballonary Emplnyees
Section 7. Vacation Leave: Accruzl Rate .. rerrr
Section 8. Vacation Leave: Maximum Accumuiatlon
Section 9. Vacaticn Leave: Manner of Taking........cc.......
Section 10. Vacation Leave: Payment upon Separation ..
Section 11. Vacation Leave: Payment upon Death
SeCton 12, SICK BBAVE .ottt et eb et e e e s s mne e e s s e aevaesereresre s b arn e
Section 13. Sick Leave: Accrual Rate and Accumulation.........
Section 14. Transfer of Sick Leave from Previous Employer...
Section 15. Sick Leave: Medical Certification.......ococoevenenee
Section 16. Leave Pro-rated
Sherl—term Disability ~Leave (FML4
Section 18. Medical and Family Leave - Certification . .. ............. ...
Section 19, Leave WIROUL PAY ... bbb bbb et n e ereesenenes
Section 20. Family Medical Leave and Leave Without Pay:

Retention and Continuation of Benefits ... v
Section 21. Workers' Compensation LEAVE ... st seb e
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Section 20, ParEntal LEEVE. ....ooo et e et e e a s b b e
Section 23. Military Leave.........ooivimninie e
Section 24. Reinstatement Following Military Service
Saction 25, CiVIl LEAVE ...t ee s e e e taeereeaae

Section 26. Parental SChool LEAVE........i et eet et eeeeeeevemenen
e (o By = 1= R - TSP

ARTIGLE VIIl. SEPARATION AND REINSTATEMENT ottt e OPTP 34

Section 1. Types of Separations.....ccoeiiieee e s OO PRRSPPSON
Section 2. Resignation............. y
Section 3. Reduction in Force ...
Section 4. Disability ....cocconnnnnn.
Saction 5. Voluntary Retirement
Section 6. Death ...
Section 7. Dismissal ...........
Section B. Reinstatement
Section 8. RERIMNG ..o i e bbb et emeearns

ARTICLE IX. UNSATISFACTORY JOB PERFORMANCE AND
DETRIMENTAL PERSONAL CONDUCT ....criirerietircrerrreresssnsmnsssrerasssrerssssasesssssssnns 35

Section 1. Disciplinary Action for Unsatisfaciory Job Performante ... s
Seclion 2. Unsatisfactory Job Performance Defined........cccovioiiircenceeeeeecs e
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ARTICLE . GENERAL PROVISIONS

Section 1. Purpose of the Chapter

It is the purpose of this policy and the rules and regulations sel forth to establish a fair and uniform system of
personnel administration for ail employees of lhe Town under the supervision of the Town Manager. This policy
is established under authority of Chapter 1604, Aricle 7, of the General Statutes of North Carolina.

Section 2. At Will Employment
The Town of Pittsb-oro is an “at will" employer. Nothing'in this policy creates an employment contract or term

between the Town and its employees. No person has the authority to grant any employee any contractual rights
of emplayment. '

Section 3. Merit Principle

All appointments and promoticns shali be made solely on the basis of merit. All positicns reguiring the
perfermance of the same duties and fulfilment of the same respensibilities shall be assigned to the same class
and the same salary range. No applicant for employment or empioyee shall be deprived on employment
cpportunities or otherwise adversely affected as an employee because of such individual's race, color, religion,
sex national origin, palitical affiliation, non-disqualifying disability, or age.

Section 4. Responsibilities in the Administration of the Human Resouraces Prt:ngrarxfL

Soction-4.—Responsibilities of the Town Board of Comimissioners

The Town Board of Commissianers shall be respansible for establishing and approving persennel policies, the
position classification and pay plan, and may change the policies and benefits as necessary. They aiso shall
make and confirm appointments when so specified by the general statutes.

Saction-8: Responsibilities of the Town Manager

The Town Manager shall be responsible o the Town Board of Commissioners for the administrafion and
technigal direction of the personnel f human resources program. The Town Manager shall appoint, suspend,
and remove all Town employees except those whose appointment is ctherwise provided for by law. The Town
Manager shail make appointments, dismissals and suspensions in accordance with the Town charter and other
pelicies and procedures spelled out in other Articles in this Policy.

The Town Manager shall supervise or participate in:

a) recommending rules and revisions to the personnel system to the Town Board of
Commissieners for consideration;

b} making changes as necessary to maintain an up to date and accurate position classification
plam;

c) preparing and recommend necessary revisions 1o the pay pian;

d) determining which empioyees shall be subject to the overtime provisions of FLSA,

e) establishing and maintaining a roster of all parsens and autherized positions in the municipal

service, setting forth each pesition and empioyee, class title of position, salary, any changes in
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class title and status, and such data as may be desirable or useful;

f) developing and administering such recruifing programs as may be necessary fo obtain an
adequate supply of competent applicants toa meet the needs of the Town;

a) developing and coordinating iraining and educational programs for Town employees;

h) investigating pertodu:ally the operation and effect of the personnel provisions of this chapter;
and .

1) ' performing such other duties as may be assigned by the Town Board of Comm|55|0ners not

inconsistent with this Chapter,

- cComment [pwt?3: This and the seclienin
empluyees is nol in your current poticy,
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Section 6. 5 Application of Policies, Plan, Rules, and Regulations

The personnel policy and all rules and reguiations adopted pursuant thereto shall be binding on all Town
employees. The Town Manager, Town Attarney, members of the Town Board of Commissiaoners and advisory
boards and commissions will he exempted except in seclions where specifically included, An employee
viofating any of the provisions of ihis policy shall be subject to appropriate disciplinary action, as well as
prosecution under any civil or criminal laws which have been violated.

Section 6. Departmental Rules-and Regulations

Because of the particular personnel and operaticnat requirements of the various departments of the Town, each
department is autherized to eslablish supplementai written rules and regulations applicabie only lo the persennel
of that department. All such rules and regulations shall be subject to the approval of tha Town Manager, and
shalf not in any way coniflict with the provisions of this Pelicy, but shall be considered as a supplement to this
Chapter.

Section 7. Definitions

For the purposes of this chapler, the following words and phrases shali have the meanings respectively ascribed
ta them by this section:

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 12 months, are required by the Town.

Part-time employee. An employee who is in a position for which an average wark week of at least 20 hours
and less than 40 hours and continucus employment of at least 12 months are required by the Town.

Regular employee. An employee appointed to a full or part-lime position who has successiully completed the
designated probationary period.

Probationary employee. An employee appointed to a full or part-time positicn who has not yet successfully
compleled the designated probationary period.

Temporary employee. An employee appointed to a position far which either the average wark week required
by the Town over the course of 2 year is less than 20 hours, or centinuous employment required by the Townis
less than 12 months.

Traines. Anemployee status when an applicant is hired (or employee promoted) who does not meet all of the
requirements for the position. Durzing the duraticn of a trainee appointment, the employee is on probationary
status.
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ARTICLE il. POSITION CLASSIFICATION PLAN
Section 1. Purpose.
The position classification ptan provides a complefe inventary of all authorized and permanent positions in the
Town service, and an accurate description and specification for each class of employment. The plan
standardizes job titles, each of which is indicative of a definite range of duties and responsibililies.
Section 2. Composition of the Position Classification Plan
" The classification plan shall consist of:
a) a grouping of positions in classes which are approximately equal in difficulty and responsibility which

call for the same general qualifications, and which can be equitably compensated within the same
range of pay under similar working conditions;

) class tilles descriptive of the work of the class;
c) written specifications for each class of positions; and
d} an allocation list showing the class litle of each position in the classified service,

Section 3. Use of the Position Classification Plan

The classification plan is to be used:

a} as a guide in recruiting and examining applicanis for employment;

b} in determining lines of promotien and in devefoping employee training programs;
c) in determining salary to be paid for various types of work;

d) in determining personnel service i{ems in deparimental budgets; and

e) in providing uniform job terminology.

Section 4. Administration of the Position Classification Plan

The Town Manager shali allocate each position covered by the classification plan to its appropriate class, and
shall be responsible for the administration of the position classification plan. The Town Manager shall
periodically review portions of the classification plan and recommend apprapriate changes to the Town Board of
Commissicners.

Section 5. Adoption of the Position Classification Plan

The position classification plan shali be adepted by the Town Beard of Commissioners and shall be on file with
the Town Clerk. Copies will be avaitable to all Town employees for review upon request. New positions shall be
established upon recommendation of the Town Manager and approval of the Town Beard of Cormmissioners
after which the Town Manager shall either allocate the new position inta the appropriate existing class, or revise
the position classification plan {o establish a new class to which the new position may be aillocated.

Section 6. Request for Reclassification

Any employee who considers the position in which classified to be improper shalt submit a request in writing for
reclassification to such employee's immediate supervisor, who shall immediately transmit the request through
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the department head fo the Town Manager. Upon receipt of such request, the Town Manager shall study the
request, determine the merit of the reclassification, and make a decision to revise ihe classification and pay plan
where necessary.

ARTICLE Il THE PAY PLAN
Section 1. Definition -~

The pay plan includes the. basic salary schedule and the "Assignment of Classes o Grades and Ranges
adopted by the Board of Commissioners. The salary schedue consisis of steps rates of pay for minimum or
beginning, maximum, and may include intervening rales of pay for all ciasses of positions, and a designation of
the standard hours in the work week for each position.

Section 2. Administration and Maintenance

The Town Manager shall be respansible for the administration and maintenance of the pay plan. Allemployees
covered by the pay plan shall be paid at a rate listed within the salary range esiablished for the respeclive
position classification, excepl for employees in frainee status or employees whose existing salaries are above
the established maximum rate following transition to a new pay plan.

The pay plan is intended to provide equitable compensation for all positions, reflecting differences in the duties
and responsibilities, the comparable rates of pay for pasitions in private and public employment in the area,
changes in the cost of living, the financial conditions of the Town, and other faclors. To this end, each budget
year the Town Manager shall make comparative studies of all factors affecting the level of salary ranges
including the consumer price index, anticipated changes in surrounding employer plans, and other relevant
factors, and wilt recommend to the Town Board of Commissioners such changes in satary ranges as appear to
be pertinent. Such changes shall be made in the salary ranges such that the hiring rate, all intervening rates
and ihe maximum change according to the market.

Periodically, the Town Manager shall recommend that individual salary ranges be studied and adjusted as
necessary to mainiain market competitiveness. Such adjustments will be made by increasing or decreasing the
assigned salary grade for the class and adjusting the rate of pay for employees in the class when the action is
approved by the Town Board of Commissioners.

Section 3. Starling Salaries

All persons emplnyed In pnsttmns appraved in the position _classn'catmn plan, mcludlng_lempurary

shalt be employed at the mmlmum salary ‘for the classification in which lhey 'aré employed huwevér
exceptionally well quaiified applicants may be employed above the minimum of the established salary range
upen approval of the Town Manager.

Section 4. Trainee Designation and Provisions

Applicants being considered for employment or Town employaes who do not meet alt of the requirements for
the paosition far which they are being considered may be hired, promoted, demoted, or transferred by the Town
Manager o a "trainee" status. In such cases, a plan for training, including a time schedule, must be prepared by
the department head. 'Trainee” salaries may be no more than two grades helow the hiring rate salary
eslablished for the position for which the person is being trained. A new employee designated as "trainee” shal
be regarded as a probationary employee.

If the training is not successiully completed io the satisfaction of the Town Manager, the trainee shall be
transferred, demoted, or dismissed. If the training is successfully completed, the employee shall be paid at least
at the hiring rate established for the position for which the empioyee was trained.

. Commenl:  [MSOfficed]: the words "may

include® were added, so that your schedula may
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Section 5. Probationary Pay Increases

Subject to the availability of funds, employees hired, promoted, or reclassified into the minimum rate of the pay
range shall receive a salary increase within the pay range of 5% upon successful completion of the
probationary period, or upon completicn of six months of satisfactory serwce if the employee is not on probation.

Emplayees serving a twelve month probationary period may by
employment. Employees hired or promoted abovesiep-3 more
are nat eligible for a probationary increase. ’

Section‘ 6. Pay Range Movement/ Merit Pay e

with salaries below the' mldpmns may be granted’a salary increase on thmr anniversary dale based upon a level
of performance thal meets performance requirements for their respective jobs. Cnce an emplayee reaches
step-8 the:midpdint of the pay pfan, salary movement te-additienal-sleps requires that the employee’s
performance exceed performance reguirements for his or her job. Upward mavementi within the established
salary range for an employee is not automalic, but rather based upon specific performance-related criteria and
is called Merit Pay. Procedures for determining performance levels shall be established in procedures approved
by the Town Manager.

Section 7. Merit Pay Bonus

Subject:to availability af funds employees who are at the top step 7ate of the salary range for their position
classification are eligible to be considered for a Merit Bonus at their regular performance evaluation ime. Merit
bonuses shall be awarded based upon the performance of the employee as described in the performance
evaluation and in the same amounis as employees who are within the salaryrange. Merit honuses shail be
awarded In lump sum payments and do not become parl of base pay.

Section 8. Salary Effect of Promotions, Demotions, Transfers, and Reclassifications
Promotions When an employee is promoted, the emplﬂyees salary shalt normally be advanced to the

employee's salary befare the promotion, pmvaded however, that the new salary may not exceed the maximum
rate of the new salary range. The purpose of the promotion pay increase is to recognize and compensate the
employee for taking on increased responsibiiity.

Demotians. When an employee is demoled to a position for which qualified, the salary shall be set at the rate
in the lower pay range which provides a salary commensurate with the emplayees’ qualifications to parform the
job when the demotion is not the result of discipline. If the current salary is within the new range, the
employee's salary may be retained at the previous rate if appropriate. H the demotion is the result of discipline,
the salary shall be decreased at least 5%, and may be no greater than the maximum of the new range.

Transfers. The salary of an employee reassigned to a pesition in the same class or to a position in a different
class within the same salary range shall not be changed by the reassignment.

Reclassifications. An employee whose position Is reclassified to a class having a higher salary range shall
receive a pay increase of 5% or anincrease to the minimum {step-+) of the new pay range, whichever is higher.
If the employee has completed probation, the employee’s salary shall be advanced to at least the probation
completion amount in the new range.

if the position is reclassified to a lower pay range, the employee's salary shall remain the same. |f the
employee's salary is above the maximum established for the new range, the salary of that employee shall be
maintained at the current fevel until the range is increased above the employee's salary.

Crease afier sixmonths of .-
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Section 8. Salary Effect of Salary Range Revisions

When a class of positions is assigned to a higher satary range, employees in that class shail receive a pay
increase of at least 5%, or to the minimum step-(step-4) of the new range, whichever is higher. If the employee
has passed probation, the employee’s salary shall be advanced at least to the probation completion amouni in
the new range. When a class of positions is assigned to a lower salary range, the salaries of employees in that
class will remain unchangad. If this assignment to a lower salary range results in an employee being paid at a
rate above the maximum step established jor the new class, the salary of that employee shall be maintained at
that leve! until such time as the employee's salary range is increased above the employee's current salary.

Section 10. Transition to a New Saléry_ Plan '
The following principles shall govern the transition to a new salary plan:
1) No employee shall receive a salary reduction as a result of the transition to a new salary plan.

2) All employees being paid at a rate lower than the minimum rate {step-1} established for their respective
classes shall have their salaries raised to the new minimum fer their classes.

3)m~uAlLempleyeesvbeing—paid-at—a—Fate—belaw—th&maximam—mt&established—fa;-&heir—respectiveuclasses

salafies ralsed-o-afisted rate.

3) All employees being paid at a rale above the maximum rate established for their respeclive classes
shall be maintained at that salary level until such time as the employees' salary range is increased
above the employees’ current satary.

Section 11. Effective Date of Salary Changes

Salary changes approved after the first working day of a pay pericd shall become effective at the beginning of
the next pay period, or at such specific date as may be provided by precedures approved by the Town Manager.

Section-12.Overtime-Pay Provisions

Employees-ofHthe-Town-can-ba-requested-andmay-bereguired-to-work-inoxsess-efhairregularly-ssheduled-hours-as
nesessitaled-by-the-neads-oihe-Town-and delermined by the Deparment-Head-
Tothe-extentthatlocalgevernmentjurisdictions-are-serequired -the Town-willsomply-with-the-Fairkabor-Standards-Act
{FL8A}.-The-Tawn-Maragesehall-determine-which-jobs-are“non-exempitand-are-therefore-subject-io-the-Act-in-areas
such-as-hours-oiwark-and-work-perede+ates-olovedime-cempensation—srd-otherprevicions:
Mon-exempt-employees-will-be-paid-at-a-stralghtimeratefor-Bours-up-te-the-FL-5A-astablishad-limit-lor-their-position
{usually-40-hours-in-a-Fday-pesded-47-hours-forpolise—persannehn-a-28-day-cyele}—Hours-worked-beyond-the FLSA
eclablished-limitwill-ba-compensated in-eilher-time-ar-pay-at-the-apprepriata-everime-rate—in-determining-eligibility for
averdime-in-a-war-peried-only-hedrs-astuallywarked-shailbe-considerad-in-no-evantwillvacation;sickleave,-orholidays
be-nciuded-inthe-computationafhsursworkedferFLEA-purpeses—Howeverwhen employees-are called back o pedorm
unscheduled-work-when-on-vasator-ar-en-a-haliday—s-pramium-for-thesa-hours-willbe-paid-al ona-and-one-half-fims
insiead-efstraight-ime—Compensaloslaave-requires-approval-by-the-Town-Managar-when-creating-a-balansa-that
axcoads—Ha0-hours:
Wheneverpraclicabledeparirrenis-willssheduletime sil-on-an-heuriorhourbasis within the applicable work-period-for
neR-exemptemplioyeas:instaad-eof-paying-overdime—\When-fime-off-within-the- work-period-cannot-be granted-overima
worked-wil-be paidin-accordance-with-the-ELSA:
Employessinpositions-determined-ta-beexemptifrom the FLSA (as Executive - Administrative-orProfessional-stafiwil
netraceive-pay-forheurs-werked-in-excess-oftheirnormalwork periods.-These employess-may-he-grantad-compeneatony
Isave-bytheirsupervicoron-an-hourforhour-basis whera-the cenvenience ofthe deparimantallows-andin-accordancawith
procaduros-ostablishad-by-the Town Manager—Such-compensatantlime-is-nol-guaranieadio-be-taken-and-ands-without
compensation-upon-separation-frem-dhe-crganization.

ir Labor Standards Act and Overtime Compensat
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Employees ofihe Town can be requested and may be required to work in excess of their regularly scheduled hours
as necessitated by the needs of the Town and determined by the Manager,

The Town wnli comply wzth the Falr Labor Standards Act (FLSA) The Tcwn Manager shall determlne ' "'"h]obs

uvertirne comp nsatlon .and cther prowswns

'Employ s‘are expected to work during all assigned perinds exchisiva of breaks or mealtimes. Empluyees are
not to perform wark at any iime that they are not scheduled io wark, uniess they receive approval from their
immediale supervisar, except in.cases of émergency.

Non—exe_m[gt emplovees: Non-exempt mployees W:II ba compensated ata siralghtilme rate hours up to the
: ‘Police and Fire

1 Comment [pwtl7]: This provision is so that
the Town does pol incur large Yability for -
‘overtime. Allhough FLSA allows 240 for-regutar
aid 480 for law enfoiceinent and fire staff, we
recommend & lower cap sa the Town doesn't i
incur a large OT ligbility. ™ 0 o

hours!

of emergency

‘and as approved the Board, -Such e mp
ion:tpon’ sepa_r__atlon from the:organizat
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Rest Periods and Breals ! Comment [MSOCe20]: This is a
recemmended new provision.

Dug to the varlatlo inwork schedules and needs among departments the Tuwn ‘makes no atiempt to define 5
uniform policy:for-rest periods or breaks: :Department supervisors “may establish appropriate rest period
practlces which best serve the Town's] Bt within {he work unifs under sheir supervision. “Stich pracices
shallbe subjecl to review oiit i shall be llmlted to orierest period or breakin the nidrming and in

meal break due 10°an emergency situation, the supervisor will make a reasonable effortto accommodald a mea)
break fater in the shift:

Section 13. Call-back and Stand- by Pay

The Town provides a continuous twenty-four hour a day, seven day a week service to its customers. Therefore,
it is necessary for certain employees to respend to any reasonable request for duty at any hour of the day or
night. One of ihe conditions of employment with the Town is the acceptance of a share of the responsibility for
condinuous service, in accordance with the nature of each job position. |If an employee fails to respond to
reasonable calls for emergency service, either special or routine, the employee shall be subject ta disciplinary
actions up to and including dismissal by the Town Manager.

Call-back. Non-exempt emplayees will be guaranteed a minimum payment of twe hour's wages for being
called back to work ocutside of normal working hours. "Call-back” provisions do not apply to previously
scheduled overtime work.

Stand-by. Non-exempt employees required to be on "stand-by" duty will be paid for five hours of work for each
week (approximately 128 hours, excluding work time) of stand-by time they serve. Stand-by compensation for
tess than one full week shall be determined by the ratio of .04 hours of pay per one hour of stand-by time.
Hours actually worked while on stand-by are calculated beginning when the employee reports to the work site
and are added to the regular tofal of haurs worked for the weel. Stand-by time is defined as that time when an
employse must remain near an established telephone or otherwise substantially restrict perscnal activities in
order o be ready to respond when called.

Section 14, Payroll Deduction

Deductions shall be made from each employee's saiary, as required by law. Addilional deductions may be
made upan the request of the employee on determination by the Town Manager as to capability of payroll
equipment and appropriateness of the deduction.

Section 15. Hourly Rate of Pay

Employees working in a pari-time or temporary capacity with the same duties as full-time employeas will work at
a rate in the same salary range as the full-time employees. The hourly rate for employees working other than
40 hours per week, such as police officers working an average 42 hours per week, will be determined by
dividing the average number of hours worked scheduled per year into the annual salary for the position.

Seoction 16. Longevity Pay

Subjectto avaiabiiity or.runds, full-ime and pan-time employees of the town are compensated for years of ... Comment [MS0fficaz1]:
service by payment of a Inngewty suppiement based on the fallowing table:

Recummended
addition of shaded janguage

Years of Service Longevity Amount
2-4 5160
5-9 5300
10-19 $500
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20 plus $700
Years of service are calculated on a calendar year basis as of June 30 of each year.

Langevity pay wilf be issuad on the last regular pay period in November or on a date in November designated by
the Town Manager.

Section 17: :Payment of TraVél"E)ip'Ehséé T e] cOmmsst [MSOMICR22]: New provision
. : recommendad for your consideration.
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ARTICLE iV, RECRUITMENT AND EMPLOYMENT
Section 1. Equal Employment Opportunity Policy

It is the policy of the Town to foster, maintain and preamote equal employment opportunity. The Town shalt
select employees on the basis of the applicant's qualifications for the job and award them, with respect 1o
compensation and opportunity for training and advancemenlt, including upgrading and promotion, without regard
to age, sex, race, color, religion, national origin, disability, pregnancy, political affiliation, or marital status.
Applicants with physical disabililies shall ba given equal consideration with other applicants for pesitions in which
their disabilities do not represent an unreasonable barrier to satisfactery performance of duties with ar withaut
reasonable accommodation.

Section 2. Implementation of Equal Employment Opportunity Polliey

All personnel responsiblea for recruitment and employment will continue to reviaw regularly the implementation of
this persannel policy and relevant practices to assure that equal employment cpportunity based on reasonable,
job-related requirements is being actively cbserved to the end that no employee or applicant for emplayment
shall suffer discrimination because of age, sex, race, color, religion, disability, national origin, political affiliation,
or marital status. Notices with regard to equal employment matters shall be posted in conspicuous places on
Town premises in places where notices are cusicmarily posted.

Section 3. Recrultment, Selection and Appointment

Recruitment Sources. VWhen positicn vacancies occur, Department Heads shall publicize these opperunities
for employment, including applicable salary information and employment qualifications. Information on job
openings and hiring practices will be provided to recruitment sources, including organizations and news media
available to minority applicants. In addition, notice of vacancies shall be posied at designated conspicuous sites
within departments. Individuals shall be recruited from a geographic area as wide as necessary ta ensure that
well-qualified applicants are obtained for Town service. The North Carolina Employment Security Commission
shall normally be used as a recruitment source.

Job Advertisements, Jobs will be advertised in local newspapers, professional publications, and other relevant
publications in order fo establish a diverse and qualified applicant pool. Employment adveriisements shall
contain assurances of equal employment opportunity and shall comply with Federal and State statutes.

Application for Employment. All persons expressing inferest in employmen with the Town shall be given the
opportunity 1o file an application for employmeni for positions which are vacant.

Applicant Intarast Card, Persons interested in employment with the Town may complete an applicant interest
card concerning all of the positions far which they wish to apply. These cards will be maintained for a period of
six menths. When a vacancy occurs in positiens of interest, the card will be sent, notifying the person and
requesting that the person complete an application hefore the designated deadline.

Application Reserve File, Applications shall be kept in an inactive reserve file for a period of two years, in
accardance with Equal Employment Opportunity Commission guidelines.

Selection. Department heads shall make such investigations and conduct such examinations as necessary to
assess accurately the knowledge, skills, and experience gualifications required for the position, including
criminal history where job-refated using the DCl when needed. All seleclion devices administered by the Town
shall be valid measures of job perfermance.

Appointment. Befare any commitment is made to an applicant either internal or exiernal, the Depariment Head
shall make recommendations to the Town Manager with a recommendation of the position {o be filled, the salary
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io be paid, and the reasons for selecling the candidate over other candidates, The Town Manager shali
approve appointments and the starting salary for alf applicants.

Section 4. Probationary Period

An employse appointed or promoted to a permanent position shall serve a probationary period. Employses
shall serve a six month probationary pericd, except that emergency personnel such as swormn police persennel,
and depariment heads shall serve a twelve month probationary peried. During the prebationary period,

.superviscrs shall menitor an employee’s performance and communicate with the employee concerning
performance progress. Employees serving a twelve-month probaimn shall have a probationary review at the’
end of six monlhs as well as before the end of twelve menths.

perfarm the work, o accept addltlonal responsibiliy:to demoenstrate good Work habits zrid 1o work wall with the
public and. fellow employees. Before the end of the probationary period, the supervisor shall conduct a
performance evaluation conference with the employee and discuss accomplishments, strengths, and needed
improvements. A summary of this discussion should be documented in the employee's personnel file. The
supervisor shall recommend in writing whether the probationary period should be completed, extended, or the
employee transferred, demoted, or dismissed. Probationary periods may be extended for a maximum of six
additional months,

Disciplinary action, including demaotion and dismissal, may be taken at any time during the probationary period
of a new hire without fallowing the steps cutlined in this policy. A promoled employea who does not successfully
complete the probationary period may be transferred or demoted to a position in which the employee shows
promise of success. If no such position is available, the employee shall be dismissed. Promoted and demoled
employees who are an probation retain ail other rights and benefits such as the right to use of the grievance
procedures.

Upon ‘successiul completion:of the: prohaltnnary penod ith& empioye
prabalionary pay increase as autlined in Arlicle ||E"and to'use’

Section 5. Promotion

Prometion is the movement of an employee from one position to a vacant position in a class assigned to a
higher salary range. It is the Town's pelicy {o create career opportunities for its employees whenever possible.
Therefore, when a current employee applying for a vacant position is best suited of all applicants, that applicant
shall be appointed fo that position. The Town will balance three goals in the employment process:

1) the benefits to employees and the organization of promotion from within;

2) providing equal employment opportunity and a diversified workforce to the community; and

3) abtaining the best possitle employee who will provide the most preductivity in that position.

Therefore, except in rare situations where previous Town experience is essential ar exceptional qualifications of
an internal candidate so indicate, the Town will censider external and internal candidates for selection rather
than automatically promote from within, Candidales for promotion shall be chosen on the basis of their

qualifications and their work records. Internal candidates shall apply for promotions using the same application
process as external candidates.

Section 6. Demotion

Demotion is the movement of an employee from one position o a position in a class assigned to a lower salary

Comment [MSOffice26]: The first 2
senlences are 0l in your current poficy but are

recummended i

-t Comiment [MSO{fice27 ]t Recommended :
-Hadditional 1anguage hased on cuirent puEicy
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range. Demaotion may be voluniary ar involuntary. Anemployee whose work or conduct in the current position
is unsatisfactory may be demoted provided that the employee shows promise of becoming a satisfactory
employee in the lower position. Such disciplinary demotion shali follow the disciplinary pracedures outlined in
this chapter.

An employee who wishes to accept a position with less complex duties and reduced responsibilities may
request a volurtary demotion. A veluntary demoticn is not a disciplinary action and is made without using the
above-referenced disciplinary procedures. -

Section 7. Transfer

Transfer is the movement of an employee from one position to a position in a ¢class in the same salary range.” If
avacancy occurs and an employee in another department is eligible for a transfer, the employee shall apply for
the transfer using the usual application process. The Department Head wishing to transfer an employee to a
different depariment or classification shall make a recommendation to the Town Manager with the consent of
the receiving department head. Any employee transferred without requesting the action may appeal the action
in accordance with the grievance procedure outlined in this chapter. An employee who has successfully
compleled a probationary pericd may be transferred into the same classification without serving another
probationary period.
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ARTICLE V. CONDITIONS OF EMPLOYMENT

Section 1. Work Schedule and EmployeeAtiendance

Department heads shall establish work schedules, with the approval of the Town Manager, which meet the
operational needs of the department in the most cost effective manner posséble.

Because Town: serwces_;are essenila] and contlnuous ar| emplcyee shatl avoid, unnecessary absences and

Comntent [MSOffice28]: These 3 paragraphs
and lhe tille on Attendance are recommendead .

circumstances,

If;an employee is away fr
employee hasresigned:a

i forfeited any claim:ia fefminal gay for:accdr
Section 2. Political Activity

Each emplayee has a civic responsibitity to support geod government by every available means and in every
appropriale manner. Each employee may join or affiliate with civic organizations of a partisan or political nature,
may attend pofitical meelings, may advocate and supperi the principles or policies of civic or political
organizations in accordance with the Constitution and laws of the State of North Carolina and in accordance with
the Constitution and laws of the United States. However, no employee shall:

a) Engage in any political or partisan activity while on duty;

b) Use official authority of influence for the purpose of interfering with or affecting the result of a
nemination or an election for office;

c) Be required as a duly of employment or as condition for emplayment, promotion ar tenure of office to
contribute funds for political or partisan purposes;

d) Coerce or compel coniributions from another employee of the Town for political or partisan purpases:
e) Use any supplies or equipment of the Town fer political or partisan purposes; or
f) Be a candidate for nomination or election fo office under the Town Charter,;

Any violation of this section shall subject the empioyee to disciplinary action including dismissal.
Section 3, Outside Employment

The work of the Town shall have precedence over other occupational interests of employees. All ocuiside
employment for salaries, wages, or commissions and all seff-employment must be reported in advance to the
employee's supervisor, who in turn will report it to the Depariment Head. The Depariment Head will review such
employment for possible conflict of Interest and then submit a record of the employment and review o the
personnel! file. Conflicting or unreported outside employment are grounds for disciplinary action up to and
including dismissal. Documentation of the approval of outside employment will be placed in the employee’s
personnel file.

Examples of conflicts of interest in outside employment include but are not limited to:
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a) employment with organizations or in capacities that are regulated by the employee or employee's
department; or

b) employment with organizations or in capacities that negatively impact the employee’s percewed
lnlegrlty, neulralrty. or reputatlcln related to performance of lhe employees Town duties.(suchas

personnel file, Documéntalron of the:approval. of oulsmle employmeni ‘wolild ‘be placed in the employee 5'

personnel file.

This section duééf;ﬁ_c'lt apply to voluntaers performing work for the Town, nor to volunteer aclivities of employees.

sults’in temporary disability an

Section 4. Dual Employment

A full or part-lime employee of the Town may simultanecusly hold another position with the Town i the
temporary position is in a different department and cleariy different program area from that of the full or part-
time position. The work of the temporary position must also be performed on an occcasional or sporadic basis
and identified in Fair Labor Standards Act regulaticns. However, the work of the full or part-time position shall
take precedence over the temporary positian, and such work will not count toward the caleulation of overtime for
pay or time off.

Section 5. Employment of Relatives

The Town prohibits the hiring and ermployment of immediate family in permanent positions within the same work
unit, “Iramediate Family" is defined in Article VII, Section 12. The Town also prohibits the employment of any
person into & permanent position who is an immediate family member of individuals halding the following
positions: Mayor, Mayor Pro Temp, Town Board of Commissioners Member, Town Manager, Town Clerk, or
Town Atterney. Otherwise, the Town will consider employing family members or related persons in the service
of the Town, provided that such employment does not:

1) result in a relative supervising relatives;

2) result in a relative auditing the work of a relative;

3 create a conflict of interest with either relative and the Town; or
4) creale the potential or perception of favoritism.

Comment [MSOffice29]: Recummended
addilions
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This provision shall not apply retroactively to anyone employed when the provision is adopted by the Town,
Section 6. Harassment Prohibited

The Town prohibits harassment in any form that is based on sex, race, color, religion, national origin, age,
and/or disability. Harassment is defined as conduct that culminates in tangible employment action or is
sufficiently severe or pervasive lo create a hostile work environment.

. A particularfori of-harassment, sexual harassment, is defined as unwelcome sexual advances, requests for
sexual favers, and other verbal ar physical conduct of a sexual nature when

1) submission te such conduct is made either explicitly or implicitly a term or condition of an individual's-
employment;

2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions
affecting such individuatl; or

3) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or
creating an intimidating, hostile, or offensive working environment.

Sexual harassment includes repeated offensive sexual remarks, continual ar repeated comments about an
individual's body and offensive sexual janguage.

Any employee who believes that he or she may have a complaint of harassment may follow the Grievance
Procedure described in this Policy ar may file the complaint directly with the Human Resources Officer or
Department Head who will immediately notify the Town Manager. The employee may file the complaint directly
with the Town Manager if It involves a Departiment Head. The Human Resources Ofiicer will insure that an
investigation is conducied into any alfegation of harassment and advise the employee and appropriate
management officials of the outcome of the investigation.

Employees who are found to he engaged in harassmeant are subject to disciplinary action up to and including
dismissal. Employees making complaints of harassment are protected against retatiation from alleged
harassers or other employees.

Section-7.-Solicitation-and-Acceptance of Gifts-and-Favors

MNo-official-oremployee-of-the-Town-shall-selicii-erassept-any-gift-faver—erthing- e value-that-may-lend-o
influence-such-empleyesinthe-discharge-of the employes's-duties-orgrantinihe-dissharge-of deby animproper
faver-senvice-arthing-ofvaiue:

$25) from nrga' izalions, Businéss firms, or
IS ese hmltanons do:not

it :ahtage or uilljélon
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Section 8. Performance Evaluation

Supervisors and/or Department Heads shall conduct Performance Evaluation conferences with each employee
at least once a year. These performance evaluations shall be documenled in writing and placed in the
employee's personnel file. Procedures for the performance evaluation pregram shall be published by the Town
Manager.

Section 9. Safety

Safely'is the responsibility of both the Town and embloyees. It is the policy of the Town 15 establish a safe work

‘environment for empioyees. The Town shall establish a safety program including policies and procedures
regarding safety practices and precaulions and training in safety metheds. Department Heads and supervisors
are respensible for insuring the safe work procedures of all employees and providing necessary safety training
programs. Employees shail follow the safety policies and proecedures and atlend safety training programs as a
condition of employment. Employees who violate such policies and procedures shall be subject to disciplinary
aclion up fo and including dismissal,

Section 10, Substance Abuse Policy
The Town may establish policies and precedures related to employee substance abuse in order to insure the

safety and well-being of citizens and employees, and to comply with any state, federal, or other laws and
regulations

The Toum:

a)- prohibits eniployees from being under the inflience of legal or #egal substances while on-duty,

“js-authorizadito’conduct pre-employment drizg Tests forsaiely sensitive: positions:

A _r_eascmahie suspicion‘thathe employee in-any

oSt accident ! drug ests Tor any

grrequiations,
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long-distance calls.

Town employees who are reanred 1o carry a cellutar phone as part of thelr dutles may electio decline a Town

| Camment [M50fficed5]: vote: Thisisa
provision added by the Town Manager la cover
refevant cellphone coverage. (we cnncur with
the addition)
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anthe job, or purpert to represent ihe Town.on thenrg personal hetworking sites,

Unider North Caraling faw'e-mail sént or igteived by the Town'is considered & public record and is subjgtt to
inspection.upon request;
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of :an employee's final’ paycheck
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Section 13, Immigration Law Requirements

All'employeéd are required 1o furnish praof of citizenship or other required documents indicating a legal Fight ta
work in the United States. Copies of the completed -9 form shali be a‘permanent part of thelrpersonniel file.

Section 14. Credentials and Certifications

Some duties assigned to positions in local gavernment service may be parfarmed only by persons who are dily
i istered or cerified g5 required by the relevant: [aw;’ file -or: regulation, :: Employees In"stigh
5 are responsmle for maintaining current; valld redentials as required by law, rile’or regulation,

valid, Empioyees with mafgmai re cords (pomts or violations) may be, removed from operailon of vehicles atthe
discration:of the’ Manager; and may be terminated if a non-cdriving pesition:is niot avaiiable:

nghts

Section 15. . Weapons Policy

Violaticn of this poiicy Will res Tary action, up o and incidding dismissal for the first

offence:

‘Commient | MSOffice37]:
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ARTICLE V. EMPLOYEE BENEFITS
Section 1. Eligibility

All full-time and parl-time employees of the Town are eligible for employee benefits as provided for in this Article
which are subject to change at the Town's discretion. Temperary employees are elfigible only for workers'
compensation and FICA.

Section 2. Grcup‘Hea'Ith and Hospitalization Insurance

The Town provides group healih and hospitalizalion insurance programs for full-time employees and their
families, and part-time employees.

Employees who are scheduled 1o work 20 heurs or more per week on & continuous year-round basis may, if
they so desire, purchase available group health through the Town for themselves or for themselves and
qualified dependents. A pro-raled amount of the cost of coverage paid for a full-time empleyee shall be paid by
the Town with the remainder of the cost being paid by the employee. This pro-rated amaunt shall be based on
regularly scheduled hours,

Employees who retire under the Local Government Emptoyees’ Refirement System before the age of 65 may
continue the group heaith insurance coverage until they reach age 65 based upon the following schedule:

Service to the Town Health Insurance Paid by the Town
0- 14 years 0%

15-19 50%

20 -24 75%

25 plus 100%

Coverage wiil be available only to those eligible dependenis of the member covered on the day immediately
preceding the date of retirement. Dependent coverage must be paid by the refiree. Dependent coverage will
remain available until the retires ceases to be eligible and in accordance with plan provisions (i. €. children who
reach the maximum age limit cannot continue to be covered.)

Retiree coverage will continue until:

1) The refires ceases to be eligible as a retired employee under the North Carolina Local Government
Employses' Retirement System;

2} Retiree fails to pay any applicable fees on ar before the date due;

3) Retiree becomes eligible for benefits under Medicare.

Retiree insurance provisions are subject to change.

Information concerning cost and benefits shall be available to all employees.

Section 3. Group Life Insurance

The Town may elect to provide group life insurance for each employee subject to the stipulations of the
insurance contract. Employees may elect to purchase additional coverage and/or to insure other family
members under this plan at their expense subject to the stipulations of the insurance contract.

Sectian 4. Other Optional Group insurance Plans

The Town may make other group insurance plans available to employeas upon authorization of the Town
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Manager or Town Board of Commissioners.

Section 5. Retirement

Each employee who is expacled to work for the Town more than 1,000 hours annually shall join the North -

Carolina Local Governmental Employees' Retirement System when eligible as a condition of employment. New
hires who are current members of the NC local or State Government Employees’ Retirement Systems shali be
covered under the relirement syslem by the Town on their first day of employment.

Section 6. ‘Supplemental Retirement Benefits |

The Town may provide supplemental retirement benefits for its full and pan-time employees. Each law
enforcement officer shall receive 401-K benefits as prescribad by North Carolina Stale Law. Each general
empioyee may receive suppiemental benefits as approved by the Town Board of Commissioners.

Section 7. Social Security

The Town, to the exient of its lawful authority and power, has exlended Social Security benefils for its eligible
empioyees and eligible groups and classes of such employees.

Section 8. Workers' Compensation

All employees of the Town (full-time, part-time, and temporary) 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 in order that appropriate action may be taken at ence.

Responsibility for claiming compensation under the Workers' Compensation Actis on the injured employee, and
such claims must be filed by the employee with the North Carolina Industrial Commission within two years from
date of injury. The department head will assist the employee in filing the claim.

claim as regard Iea\te;.and.__salary__gb'niihuatlon.-
Section 8. Unemployment Compensation
In accordance with Public Law 94-566 and subsequent amendments, local governments are covered by
unemployment insurance. Town employees who are terminated due to a reduction in force or released from
Town service may apply for benefits through the local Employment Security Commission office, where a
determination of eligibility will be made.

Section 10, Tuition Assistance Program

F ull-time employees who have completed initial probation may apply for tuition reimbursement for courses taken

on their own time, which will improve their skills for their current job or prepare them for promolicnal

Dpportunmes within the Town service. Tuition, registration, fees, Iaboratory fees, and student fees are eligible
expenses. Employees may be reimbursed eligible expenses up to a total of fiva-hundred-dellars onehousand
doliErsi(51,000) per fiscat year. Satisfactory completion of the courses will be required for reimbursement.
Requests for tuition assistance shall be submitled {o the Depariment Head prior to course registration and are

subject to the review and approval of Town Manager, subject to availability of funds,

TFown of Pittsboro — Personnel Policy Draft — July, 2011
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ARTICLE VII. HOLIDAYS AND LEAVES OF ABSENCE

Section 1. Policy

The policy of the Town is to provide annual leave, sick leave, and holiday leave ta all full-time and parn-time
employees, and lo provide proportionately equivalent amounts to employees having average work weeks of
different lengths. Employees shall accrue leave proportionately with each payroll.

Section 2. Holidays

The Town will follow the haliday schedule as approved by the Stale of North Carnlma for its emplnyees The
hatiday schedule will be pasted by July 1 of each vear for the coming fiscal year. Addmonally, all full-time
employees will be given one haliday on their birthday. If the employee’s birthday falls on a weekend or other
regular ho||§day. they will be allowed to choese a Monday or Friday nearest jo their birthday as a day off for their
bithday. |

Sectlon 3. Holidays: Effect on Other Types of Leave

Reguiar holidays which occur during a vacalion, sick or other leave period of any employee shall not be
considered as vacation, sick, or other leave.

Section 4. Holidays: Compensations When Work is Required or Reqularly Scheduled Off for Shift
Personnel

Employees required to perform work on regulariy scheduled holidays may be granted compensatory time off or
be paid at their hourly rate for hours actualiy worked in addition lo any holiday pay to which they are entitled.
Compensatory time shall be granted whenever feasible. If a holiday falls on a reguiarly scheduled ofi-duty day
for shift personnel, the employee shall receive the hours for paid holiday leave.

An employee required to work on Chrisimas-Day any.designated holiday will be paid at 1.5 imes the hourly rate

in addition to normal time off received for the holiday.
Section 5. Vacation Leave
Vacation leave is intended {o be used for rest and relaxation, and may be used for medical appointments.

Vacation leave may also be used by employees who wish to observe religious holidays other than those granted
by the Town. Employees who wish {o use ieave far religious observances must request leave from their
respective depariment heads. The department head will attempt to arrange the work schedule sa that an
employee may be granted vacation leave for the religious observance. Annual leave for religious observance
may be denied only when granting the leave would create an undue hardship for the Town.

Section 6. Vacation Leave: Use by Probationary Employees
Employees serving a probationary period following initial employment may accumulate vacation leave but shall

not be permitted to take vacation leave during the probailcnary perloci Emplayees shall b
f senvice. IThls prowsmn maybe waweci by the To_

Section 7. Vacation Leave: Accrual Rate

Each full and part-time employee ofthe Town shall earn annual leave at the following schedule, proraied by the
average number of hours in the workweek:
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Years of Service Days Accrued Per Year
0-3 12
3-6 13.5
6-14 15
14 -19 18
20 plus 21

" Section 8, Vacation Leave: Maximum Accumulation

Vacalion leave may be accumulated withoul any applicable maximum until December 31 of each year.
However, if the employee departs from service, payment for accumulaled vacalion leave shall not exceed 30
days. Effective the last payroll in the calendar year, any employee with more than 30 days of accumulated leave
shall have the excess accumulation removed so that only 30 days are carried forward to January 1 of the next
calendar year. Employees are nol eligible to receive pay for vacation time not taken.

Employees may have the excess vacaticn leave (over 30 days) converted 1o sick leave.

Employees are cautioned not o retain excess accumulated vacation leave untit late in the year. Because of the
necessity to keep all functions in operation, large numbers of employees cannot be granted vacation leave al
any one time, If an employee has excess leave accumulation during the latter part of the year and is unable to
{ake such leave because of staffing demands, the employee shall receive no speciat consideration either in
having vacation leave scheduled or in receiving any exceplien to the maximum accumulation.

Section 9. Vacation Leave: Manner of Taking

Employees shall be granted the use of earned vacalion leave upon request in advance at those times
designated by the Deparimeant Head which will least obsiruct normal operations of the Town, Department heads
are responsibie for insuring that approved vacation leave does not hinder the effecliveness of service delivery.
Vacation may be taken in one hour (1 hour) increments.

Section 10. Vacation Leave: Payment upon Separation

An employee who has successfully completed six months of the probationary period will normally be paid for
accumulated vacation [eave upon separation not to exceed 30 days, provided notice is given to the supervisor at
least fwo weeks in advance of the effective date of resignation. Any employee failing 1o give the notice required
by this section shall ferfeit payment for accumulated leave. The notice requirement may be waived by the Town
Manager when deemed to be in the bestinterest of the Town. Employees who are involuntarily separated shall
receive payment for accumulated annual [gave subject to the 30 day maximum.

Section 11. Vacation Leave: Payment upon Death

The estate of an employee who dies while employed by the Town shall be entilled to payment of all the
accumulated vacation leave credited to the employee's account nof to exceed the maximums established in
Section 8 of this Article.

Section 12. Sick Leave

Sick leave may be granted to a probationary or regular employee absent frem work for any of the following

reasons: sickness, bodily injury, required physical or dental examinations or treatment, or exposure o a
contagious disease, when continuing work might jeopardize the health of others.

Sick leave may be used when an employee must care for a member of his or her immediate family who s il bt

may riot be Used to care for.healthy children when the regUiar caregiver is sick/ 5): Recommended
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Sick leave may also be used for death in the employee’s immediate family, but may not exceed three days for
any single occurrence, Additional leave time required for such occurrence may be charged lo vacation of other
approved leave when approved by the department head and/or Town Manager.

Sick lezve may also be used to supplement Workers' Compensaticn Disability Leave boih during the waiting
period before Workers' compensation benefits begin, and afterward to supplement the remaining one-third of
salary, except that employee may not exceed the regular salary amount using this provision.

"Immediate family" shail be defined as spouse, child, parent or step-pareni, brother, sister, grandparent, |
grandchild, son- |n—|aw or daughter-in- Iaw aunt, or uncle of the employee or spouse of the employee or
guardlan

Motification of the desire to take sick (eave should be submitted to the employee's supervisor prior to the leave
or according to departmental procedures.

Section 13. Sick Leave: Accrual Rate and Accumalation

Sick leave shall accrue at a rate of one day per month of service or twelve days per year. Sick leave for full-fime
and part-time employees woerking other than the basic work schedule shali be pre-rated as described in this
Articte. Sick leave will be cumulative for an indefinite period of time and may be converted upon retirement for
service credit consistent with the provisions of the North Carolina Lecal Gavernment Employees' Retirement
System.

All sick ieave accumulated by an emplayee shall end and terminate without compensation when the employee
resigns or is separated from the Town, excepl as stated for employees retiring or terminaled due to reduction in
force.

—{ Comment {Ms0
-addition:

Section 14. Transfor of Sick Leave from Previous Emplayer

The Town wilt accept the transfer of sick leave for employees from other employers who are participants of the
Local or State Employees Retirement System. The sick leave will be treated as though it were earned with the
Town of Pittsboro. The sick leave amount must be certified by the previous employer,

Section 15. Sick Leave: Medical Certification

The employee's supervisor or Department Head may require a physician's cerificate stating the nature of the
employee's ar family member’'s iliness and the employee's capacity to resume duties, for each occasion on
which an employee uses sick leave or whenever the supervisor observes a "pattern of absenteeism.” The
employee may he required to submit to such medical examination or inquiry as the Department Head deems
desirable. The Department Head shall be responsible for the application of this provision 1o the end that:

1) Employees shall not be on duty when they might endanger their health or the health of other
employees; and

2) Thare will be no abuse of leave privileges.

Claiming sick leave under false pretense to obtain a day off with pay shall subject the employee to disciplinary
action up to and including dismissal.
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Section 16. Leave Pro-rated

Holiday, annual, and sick leave earned by full-tima and part-time employzaes with fewer or mare hours than the
basic work week shall be determined by the iollowing formula:

1) The number of heurs warked by such employees shall be divided by the number of hours in the basic
work weel (usually 40 hours).

2) The proporiion ebtained in step 1 shall he mutiplied by the nurnber of hours of leave earned annually by
employees wosklng tha basic work week

3) The number of hours in slep 2 divided by 12 shall be the number of hours of leave eamed mnnthly by
the employees concerned.

Section 17. Short-tetm Disability and Family and Medical Leave (FMLAY .-

The Town will grant tp to 12 weeks of family and medical leave. Ive (12). months o eligitle employeesin

s available only Lpon docy ‘ of ar employee orwhen an employee
y member who is dlsabled Sick leave r__nay_not be usedtocarefora healthy new

The requestfar thelise of leave must Be made in'writing By the ermployes and approved by the depariment head of
Town Manager:

Comment [M50fficed4?]: The Town
previously hiad general tanguage in the paitcy
{shown as deleled below) and an amendment
apparemly adopled later which shoved lhe
Town's comphiance with FMLA due to haumg 50 -
employees or more,

The Ianguage Here updales the FMLA for.some
new requirements on miftary exigency leave
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During & singie 12 month period, the employes i§ enlitled to a combined totat of 26 weeks of all types of FMLA.

leave. The request far the use ' '-'leaire must: be made in; wrmng by the emplayee: anci aporovi by the
Department Head or-Town Manager .

' Some defnitions:

A“"‘aér'ibu'é heallh condlll'u'ri" is defined ¢ as a com:htlon wh|ch fequmas mpallent care at'a hospital, hasplce or

nlc ur lang term health condition which fésults ina ;Jerlocf_of mcapacﬂy or mare than lhreé days
] & seriocus health condition.

wrltlng under the Town:'s Eeave Without Pay pu!lcy

Liation of Benefils
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When an employee is on leave under FMLA (maximum of 12 weeks ina year/ 26 if rmlitary caregluer Ieave) the
Town will tontinue the employee’s health benefits during the leave period 4t tHe same level and under ihe same
conditions as if the'e loyee had continued to work, f &n empioyee thooses not to refurn'to waork for reasons
cther thana contlnued senous health CDﬂdlllDl‘l the T ill require the reimbursement of the' amount paid for the
employee's health insiirance prem i

Ofther insurance and payralt deduclions are the responsibility of the employee and the employee must make those
paymenls for continued! rage’of that benefit.

An empioyee shall relain alf Unusad vacation and sick [Eave while on Leave Without Pay. “An eniployea ceases fo

- earr feave credits 'on the dale leave without pay begins:: The emplayee may continbe to:be eligible forbenefits
binder the Town 's group insurance pians athis or herown expense, slibject Lo any regulalion adopled bythe Town
Board and the regulations ofihe insurance carier.

Soction47-Familyand-Medical Loavel | e

The-Townwill graptupletlweakssHamilyand medical laave percalendar year o eligible employeesinacsordance with the Family.and
MedicaH-eave-Acl of-18B3-{FMI-A)~Thalaave-may be-paid-(cocrdinated-with the-Town‘s-Vacation-and Siek Leavapalicies) unpaidara
sambinalian-ofpaid-and-unpald~Unpaidlsave-wilhe-granted-oriywheatheemployee has exhausled all appropriate-typesoipaitleave.
AdditionaHime-away-fromthejob-beyond the-12-weak pariod-may be-approvedin-ascardancawith-the Town-s L eave-withoul Pay-policy.

Toqualify-for-FMLA-covarage-the-employee-must-have-worked-for-the-employer12-monlhs-or-5 2-wasksthese—donot-haveto-be
sonsacitive—However-ihe-employes musthave worked- 1,250 hours-during the-twelve-month pericd immediataly befors-thadata whenthe
EMLAlime-begins:

Family-and-madical-leave-can-be-used-fosthefeliowingraasans:

A the-birth-of-a-ehild-and-in-orderto-care for-lhat-child;

22— he-placoment-ofa-child-foradoption-or-foslercare;

It Gitr8-{0F-3-5pouse - childarparant with-a-sericus-health-condition-or
A———{he-serdous-heallhsondilion-of-the-emplayaa.

A-sarausheaiih-sondilionisdsfinad-as-aconditonwhichraguirasinpalisnt care-ata-hospilak-hospice-orasidentiabmedical carsfasiity o
a-corditiorwhichraquires-sontiruingare by a licensed healih care provider-This policy caversiliness of a serious and-Jong-tarm-natura
rasulling in-recuring-orlenglhy-absarses—Genermlly-2-chronic orlong term heallh-condiiorwhish reculls in-a perod afinsapacity ormors
thanthree-days-would-be-conslderad-a-sefcus-health-condition:

if-a-husband-and wife-bolh-work forthe- Tewn.and-eachwisha s-ioake leavafartha birth-ofa-ohild-adoplion-or-placement-of-achild in-fostar
carsrof-io-care-for-a-parent{net-parentindaw}-wilh-a.serous-heatlh-condition-the-husband-and-wifa-tegethermay-enly-tlake-a-lotat o£42
wasksleaveunderFMEA:

Ar-amployaedakingleavetorthe-birth-of-a-child-may-use-paid-sick-laave-for-the-periad-ol-astual disability based-on-medical-serification:
Fhe-smployss-shallhen-use-al-paid-vasslionfar-the-remainderotthe-{2-wesk-padod:
The-requestHorihe-use-oFleava-musl-be-made-inwiling by-the-emplayse-and-approved-bythe-department-head-or-Yown-Manager:

An-employee-whao-lakes-leave-undethis-polisy-willrsturn-is-the-sameJob-orajeb-wilh-equivalent-slatus-pay-benefis -and-clher
emptoymentlarme~The-position-willbedhe-same-oreno-whish-aplails-subsianliafiy equivalentskillefior-responsibility-and-authorine

Saction48,-Madlcaland Family Laave-Cedification

in-ordar-lo-qualify-for-leave-inderihis-law-the -Fown-requires-medical-cartification—This-sialement-fram-the-employse's-or-the-famlly
membersphysician-shouldincludedhe-date-whendhe-conditica-begancils. expacted-duraliondiagnosis.and-brislstatement eHrealment:
Forthe-empleyee'sowrrhealth-condilion,- it should state that tha-employeeisunable to-pedunn the.essenlial-funclions-othishserposilion:
Forasarnoushyifamilymemberthecorification mustinsluds & slatementihat the palient raquires assistancs and the.emplayes's presenca
would-bé-benaficial-ordesirable:

Fhis-cerliication-should-be-lumishad-asHeast-30-daysprecisthe neededHaavounless-the-smplayss's-oar-family-members-conditonis-a
suddan-ona-~The-cerification-should-be-furmished-as-soap-as-pessible-{netengerthan-tidaysdmahe-dale-eHhe-employes's-raquast):
Fhe-cadification-and-requestmust bemade-o-the-deparment-head-and-filad-wilh-the-Humaa-Reseurces-OHicer

The-emplaysais-srpestoiorotum-lo-work-at-ihe-end-of the-lime frame statad-inthe medicat sarlificalionunless-he/sha-has-raqueslad

1

Commaent [MSOH'QMB] Previaus Ianguage
defeted

- ]

Town of Pittsbaro — Personnel Policy Draf — July, 2011




31

additional-ime-in-writing-under-the Tawn-s.L.eave-Withoul Fay-policy:
Section 18. Leave Without Pay

A full or part-lime employee may be granted a leave of absence withoul pay for a periad of up to twelve months

by the Tawn Manager. The ieave shall be used for reasons of personal disability Hiness or injury afterboth .-

sick leave and vacation have been exhausted, sickness or disability of immediate family members, continuation
of education, special work that will permit the Town to benefit by the experience gained or the work perfarmed,
ar for other reasons dgemed justified by the Town Manager.

-The employee shalt apply in writing to the supervisar for leave. The employee is obligated to return to duty
within or at the end of the time determined appropriate by the Town Manager. Upon returning tc duty after being -
on leave without pay, the empleyee shall be entitfed to return to the same position held at the time leave was
granted or to one of like classification, seniority, and pay. If the employee decides not to return to work, the
supervisor shall be notified immediately. Failure to report at the expiration of a leave of absence, unless an
extension has been requested, shall be considerad a resignatian.

Section 20. Family-Medical--eave-and Leave Without Pay: Retention and Continuation of Benef]ts| _____
When an employee is on leave underEMEA-{maximum-of-42-waeks-in-a-year~the-Tewrn-will-continue-the
employee's-health-benefits-during-the-leave-perod-atHhe-same-leveland underthe-same-cenditions-as-iFthe
employee-had-continued-te-work—If-an-empleyee-chooses-net-te-return-lo-work-for-reasons-othar-than-a
continued-serius-health-conditien—theTewn-willrequire{he-reimbure nt—eLtha—ameuat—pald—feHhe
empl&ye&s—heaIth—msuFana&premlum-du;mg—the—F—Ml:A—!eav&pemd— with pay for ot
qualifying for MLA e Town: W]|| continu ayment af health insurance for the remain
t expected to pay the premium ) while
Be Sec |cm __7 ahove for hea 1h msuranc be ,_s_ﬂ'ndgg_EMLA)_]

Other insurance and payroll deductions are ihe respansibility of the employee and the employee must make
those payments for continued coverage of that benefit.

An employee shall retain all unused vacation and sick feave while on Leave Without Pay. Anemployee 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 at his or her own expense, subject o any regulation adopted
by the Town Board of Commissioners and the reguiations of the insurance carrier.

Section 21. Workers' Compensation Leave

An employee absent from duty because of sickness or disability covered by the North Carolina Workers'
Compensation Act may elect 1o use accrued sick [eave or vacation during the first walling period. The employee
may also elect to supplement workers' compensation payments after they begin with sick leave, vacation, or
compensatory time, provided that the combination of leave supplement and werkers' compensation payments
does not excead normal compensation. An employee on workers' compensation leave may be permitied to
centinue to be eligible for benefits under the Town's group insurance plans.

When worker's compensation leave extends long enough for the waiting period to be reimbursed, the employee
shall return the reimbursement check to the Town and have leave hours reinstated for all time coverad by paid
leave. in such cases, the Town wilt pay the employee for any unpaid {ime that is owed the employee.

Section 22. Parental Leave

Parental leave may be granted to an employge fi
abortien, childbirth, recovery, or adoption regard|
may be granted an extension by the Town Manager when medlcaliy necessary Parental Leave is ieave without
pay unless the employee uses sick or vacalion leave as provided by this policy. A parental leave request,

penod of up hree months Eor pregnancy, miscarriage,
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{ Comment [MSOffice51]: Suggested policy '+

Comment [MSOfficed9]: Recommeand using
the ward “iliness or Injury” ta differentiate this
from the spemai pravisions nffam:ly and medical
leave above

| Comment [MSO0ffica501: Since the infa o’

FMLA discusses canlinuation of benefits under .
thal circumstance, 1his is & more general
discussion of benefits on a NON-FMLA case -

Comrment [MSDﬁ'ceEZ]. Recor
addilion for Clarificalion’
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including the tentative duration of the leave reguesied, must be submilled to the Department Head in advance
of the leave, preferably 30 days ahead of the leave unless the need is a sudden one.

Sick leave may be taken during the period of actual disabilty as certified by the attending physigian of the
rother, and when care of the disabled mother is reguired by an immediate family member. Vacation,
compensatary time, or leave without pay may be used for other periods of the parental leave, consistent with the
leave provisions of this policy,

Section 23. Military Leave

Permanent Regular employees who are members of an Armad Forces Reserve crganization or National Guard
shail be granted ten workdays per year for military leave without pay. Onrare accasions due to annual training
being scheduled on a federal fiscal year basis, an employee may be required to attend two periads of fraining in
one calendar year. For this purpose only, an employee shall be granted an additional ten days of miltary leave
during the same calendar year. If such duty is required beyond this ten workdays, the employee shal: be eligible
to take accumulated vacation [eave or be placed in a ieave without pay status, and the provisions of that leave
shall apply, While taking military leave, the employee's leave credils and other benefits shall continue fo accrue
as if the employee physically remained with the Town during this pericd. Employees who are eligible for military
leave have all job rights specified by the Vietnam Veterans Readjustmeant Act.

SOffice53]: Recommanded new

Section 24. Reinstatement Following MIlitary Service.

An employee called to extended active duty with the United States military forcas, who does not volunteer for
service beyond the period for which called, shall be reinstated with full benefits provided the empioyee:

1} Applies for reinstatement within ninety days after the release form military service; and
2} Is able to perform the duties of the former position or similar position; or
3) Is unable to perform the duties of the former position or & similar position due to disability sustained as

a result of the military service, but is able to perform the duties of another position in the service of the
Town. In this case ihe employee shall be employed in such other position as will provide the nearest
approximation of the seniority, status, and pay which the employee otherwise would have been
provided, if available.

Section 25. Civil Leave

A Town employee called for jury duty or as a court wilness for the federal or state governmenis, or a subdivision
thereof, shall receive leave with pay for such duty during the required absence without charge to accumulated
leave. The employae may keep fees and travel allowances received for jury or witness duty in addition to
regular compensation; except, that employees must lurn over i the Town any wilness fees or travel allowance
awarded by that court for court appearances in connection with official duties. While on civil leave, benefits and
leave shall accrue as though on regular duty.

t {M50ffices4]: R

| adéition:

Section 26. Parental School Leave

A Town employee who is a parent, guardian, or person standing in loco parentis (in place of the parent) may
take up to four hours of unpaid leave annually to involve him or herself in school activilies of his or her
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child{ren}. This leave is subject o the three following conditicns:
1) The leave must be taken al a time muiually agreed upen by the employee and the Town;

2) The Town may require the employee to request the leave in writing at least 48 hours prior to the time of
the desired leave; and

3) The Town may require written verification from the child's school that the employee was mvolued atthe
school during the lzave time.

Paid Ieave {vacation time) taken by an employee to attend to school activities of hIS -or her child shall coum
‘toward the fulfilment of this provision by the Town.

Section 27, SharedLeave o] comment [MSOfficeS5: This is your current
policy which was approved 8/8/05 and is
An employee may donate vacation leave to another employee wha meets the criteria to participate in the Town's inzarted into the policy [previsusly his was

cansidered a part of Section $6 buiwe

n employee s eligible 1o receive shared leave when that emplovee: recommend a separate provision.)

- has been ‘g fulllime employee of the:Town.for.ong year

2) % has ‘a serious: medica
experience excessii

equires the:employes o mig onsecutive ‘warkdays. or
ntermittentabsénees,

Comment [MS0ffice56]: For your - ;
‘consigeration:. do you wish to consider alluwmg
"has’exhalisted ail sick; vacation and cofmpensatory leave lime an employee dealing wilh a serious lliness of a

- family member (&x;; child with eapcer) to receive
‘shared [eave 85 Well? lf 50 ths language wauld
'need ta'be amended / Gy

Employees out of work on warkers' comipe employees ret i_ng_slhd'r%%tefﬁifdisféb t

are.nol gligiblefor shared le

for:shared: leave shoulci be made to the Town Clerk who wil administer the
‘Use on‘acurrentbasis and i is -not retroactive beyond the

donallons shall be: returned to. thé donor(s
wastonated:
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ARTICLE Viil. SEPARATION AND REINSTATEMENT
Section 1. Types of Separations

All separations of employees from positions in the service of the Town shall be designaied as one of the
following types and shall be accomplished in the manner indicated: Resignation, reduction in force, disability,
voluntary retirement, dismissal, or death.

Section 2. Resignation

An employee may resign by submilting the reasons for resignation and the effective date in writing to the
immediate suparvisor as far in advance as possible. In all insianges, the minimum nelice requirement is two
weeks. Failure to provide minimum notice shall result in forfeiture of payment for accumulated annual leave
untess the notice is waived upen recommendatien of the Depariment Head and approval by the Town Manager.

Three consecutive days of absence without conlacting the immediate supervisor of Department Head may be
considered to be a voluntary resignation. Sick leave will only be approved during the final two weeks of a notice
with a physician's certification or comparable documentation.

Section 3. Reduction in Force.

In the event that a reduction in force becomes necessary, consideration shall be given to the quaiity of each
employee's performance, organizational needs, and seniority in determining those employees la be retained.
Employees who are separated because of a reduction in force shall be given at least two weeks nolice of the
anticipated action. No permanent employee shall be separated because of a reduction in force while there are
temporary or probationary employees serving in the same class in the department, unless the permanent
employee is not willing o transfer to the position held by the iemparary or probationary employae.

Section 4. Disability

An employee who cannot perform the essential duties of a position because of a physical or mental impairment
may be separated for disahility. Action may be initiated by the employee or the Town. In cases initiated by the
employee, such action must be accompanied by medical evidence acceptable to the Town Manager. The Town
may require an examination, at the Town's expense, performad by a physician of the Town's choice.
Section 5. Voluntary Retirement

An employee who meets the conditions set forlh under the provision of the North Carolina Local Government
Employee's Retirement System may elect to retire and receive all benefits earned under 1he retirement plan.

Section 6. Death

Separation shall be effective as of the date of death. Ali compensation due shall be paid to the estate of the
employee.

Section 7. Dismissal

An emplayee may be dismissed in accordance with the provisions and procedures of Article |X.

Section 8. Reinstatement

An emplayee who is separated because of reduction in force may be reinstated within ene year of the date of

separation, upon recommendation of the Department Head, and upon approval of the Town Manager. An
employee whao is rainstated in this manner shall be re-credited with his or her previously accrued sick leave.
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Section 9. Rehiring

An employee who resigns while in goed standing may be rehired with he approvatl of the Town Manager, and
may be regarded as a new employee, subject to all of the provisions of rules and regulations of this Chapter. An
empioyee in good standing who is separaled due to a reduction in force shall be given the first epportunity to be
rehired in the same or a similar position.

ARTICLE IX. .UNSATISFACTORY JOB PERFORMANCE AND DETRIMENTAL ~ PERSONAL
: CONDUCT ’

Section 1. Disciplinary Action for Unsatisfactory Job Performance

A permanent employee may be placett on disciplinary suspension, demoted, or dismissed for unsatisfactory joh
performance, if afier following the procedure outlined below, the employee’s job performance is still deemed to
be unsatisfactory. All cases of disciplinary suspension, demotion, or dismissal must be approved by the Town
Manager priar to giving final nolice to the employee.

Section 2. Unsatisfactory Job Performance Defined
Unsaltisfactery job performance includes any aspects of the employee's job which are not performed as requised

to meet the standards set by the Department Head or Town Manager. Examples of unsafisfactory job
performance include, but are not limited to, the following:

1) Demonstrated inefficiency, negligence, or incompetance in the performance of duties;
2) Careless, negligent or improper use of Town property or equipment;

3) Physical or mental incapacity to perform duties;

4) Discourteous treatment of the public or othar employees;

5) Absence without approved leave;

8) improper use of feave privileges;

7) Failure {o report for duty at the assigned time and place;

8) Failure 1o complete work within time frames established in work plan or work standards;
9) Failure o meet work standards aver a period of time;

10) Failure to follow the chain of command to address work-related issues.

e la maintain certifications equired by the jobl,

Section 3. Communication and Warning Procedures Preceding Disclpiinary Action for Unsatisfactory
Job Parformance

When an emplayee’s job performance is unsatisfactory, or when incidents or inappropriate actions warrant, the
supervisor shall meet with the employee as soen as possible in one or more counseling sessions to discuss
specific performance problems. A brief summary of these counseling sessicns shali be noted in the employes's
file by the supervisor,
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An employee whose job performance is unsatisfaclory over a pericd of time should normally receive at least two
warnings from the supervisor before disciplinary action resulting in dismissal is taken by the Town Manager. In
each case, the supervisor should record the dates of discussions with the employee, the performance
deficiencies discussed, the corrective actions recommended, and the time limits set. If the employee's
periormance continues to be unsatisfactory, then the supervisor should use the following sieps:

1) A final written warning from the supervisor serving notice upon the employee that correclted
performance must take place immediately in order to avoid suspension, demetion, or dismissal.

2) if performance does not improve, a written recommendation should be sent to the Town Manager for
disciplinary action such as suspension, demction, or dismissal. Disciplinary suspensions are for the
purpose of communicating the seriousness of the perfermance deficiency, not for the purpose of
punishment and should not generally exceed three days (24 hours) for nonexempl employees.
Suspensions for exempt employees shall generally not exceed one fuliwork week { in accordance with
FLSA requirements to retain exempt status.) However, a suspensicn of up to one month without pay
may be implemented by the Town Manager in the case of employees wilth previous good work recerds
who have an instance of significant unsatisfactory job performance or failure in conduct.

Demotions are appropriate when an employee has demonsirated inabilily lo perferm successfully in the
current job, but shows promise and commitment to performing successfully in a lower level job. Ifno
other options are available, dismissal is appropriate.

If after suspension or demotion, the employee’s performance does not reach an acceptable level, the
employee may be dismissed.

Section 4. Disciplinary Action for Detrimental Personal Conduct

With the approval of the Town Manager, an employee may be placed on disciplinary suspension, demoted, or
dismissed without pricr warning for causes relating to personal conduct detrimental 1o Town service in order to
1)avoid undue distuption of work; 2)to protect the safety of persons or property; or 3)for other serious reasons,

Section 5, Detrimental Personal Conduct Defined

Detrimental personat conduct includes behavior of such & serious detrimental nature that the functioning of the
Town may be or has been impaired; the safety of persons or property may be or have been threatened; or the
laws of any government may be or have been violated. Examples of detrimental personal conduct include, buf
are not limited fo, the following:

1} Fraud or theft;

2) Caonviction of a felony or the eniry of a plea of nolo contendere thereto,

3 Faisification of records for personal profit, to grant special privileges, or 1o obtain employment;

4) Wiliful misuse of gress negligence in the handling of Town funds;

8) Willful or wanton damage or destruction to property;

8) Wiliful or wanton acts that endanger the lives and property of others;

7) Possession of unautherized firearms or other lethat weapons on the job;

B} Brutality in the performance of duties;

9) Reporting to work under the influence of alcohol or drugs or partaking of such while on duty.

Town of Pilisboro — Persannel Palicy Draft — July, 2011




a7

Prescribed medication may be taken within the limits set by a physician as long as medically necessary,
10) Engaging in incompatible employment or serving a confiicting inlerest;
11) Reguest or acceptance of gifts in exchange for favors or influence;
12) £ngaging in political activity prokibited by this chapter;

“13) Harassment of an emplayee(s) and/or the public on the basis of sex or any other protecied class stalus,
ar ' '

14) -Stated refusal to perform assigned duties or ffagrant violation of work rules and  regulations.

Section-b—Pro-disciplinary Gonforonco.

Bafore suspension; demolion,-ordismissal action.is-laken- whetherfor-failure-in-personal-conduct-or-failure-in-pedormance-of dulies- the
Town-Managesor-a Depadment-head-will- condust-a-pre-disciplinany-canference—At-this-conferenca;the-employee-may-praseni-any
responsedoihe propased-disciplinany-action-tothe Town-Manager or- Depaimeni-Head-The-Town- Manager—or—Depar‘nen:—Head-w;@l
cansiderthe- amploye&are5pan594[a;1y404hapmpased d|5mplmaiyaclion—andmll Cwithinthreeworking-days-fllowirg-the sra-di
conferenca-Actify-the-employee-iR-wiiting-of-the-final-desision-te-take-d sary-astion—The-nctice-afihefinal-discip a;yasimnaha!l
eantaln—a—stutemem—er—ihe—ﬁeasons-faﬂhe—achm—anc@—ihe—englw&e—s—appeakwghtg—

Sciplinary Actions and PrediSciplinary Cafférenca)

actions than the clrrent policy, as a guide for
decisions, Also, il adds in recenlly added legai
pruwsmns related lo Fair labor Standards Act

hours) foffhofigxernpt émployees:

Exempt emplovees “In‘accordance with

in- personal: conduct. of. fallure in performanc
conference. ALthis canference, the employee.

process, the Town
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Section 7. Non-Disciplinary Suspension

During the investigation, hearing, or trial of an employee on any criminal charge, or during an investigation
related to alleged detrimental personal conduct, or during the course of any civil action invelving an empioyee,
when suspension would, in the epinion of the Depariment Head or Town Manager, be in the best interest of the
Town, the Department Head ar Town Manager may suspand the employee for part or all of the proceedings as
a non-disciplinary action. In such cases, the Town Manager may:

b Temporarily relizve the employee of all duties and responsibilities and place the émployee on paid ar
unpaid leave for the duration of the suspension, or )

2) Assign the employee new dulies and responsibilities and sllow the employee o receive such
compensation as is in keeping with the new duties and responsibilities.

If the employee is reinstated following the suspension such employee shall not lose any benefils to which
otherwise the employee would have been entitled had the suspension not eccurred. If the employee is
terminated following suspension, the employee shall net be eligible for any pay from the date of suspension;
provided, however, all other benefits with the exceplion of accrued annuai leave and sick leave shall be
maintained during the period of suspension.
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ARTICLE X. GRIEVANCE PROCEDURE AND ADVERSE ACTION APPEAL
Section 1. Policy
It is the policy of the Town to provide a just procedure for the presentation, consideration, and disposition of
employee grievances. The purpose of this article is to cutiine the procedure and to assure ali employees that a
response {o their complaints and grievances will be prompt and fair.
Employees ulilizing the grievance procedures shall not ba subjected to refaliation or any form of harassment
from supervisors or employees for exercising their rights under this policy. Supervisors or other employees who
violate this policy shall be subject to disciplinary action up to and inciuding dismissal from Town service.
Section 2. Grievance Defined
A grievance is a claim or complaint by a current or a fermer employee based upon an event or condition, which
affects the circumstances under which an employee works, allegedly caused by misinlerpretation, unfair
application, or lack of established policy pertaining 1o employment conditions.
Section 3. Purposes of the Grievance Procedurs

The purposes of the grievance procedure include, but are not limited to:

1) Providing emplayees wilh a procedure by which their complaints can be considered promptly, fairly, and
without reprisal;

2} Encouraging employees lo express themselves about the conditions of work which affect them as
employees;

3} Promaoting better understanding of policies, practices, and procedures which affect employees;

4} Increasing employees' confidence that persennel actions taken ars in accordance with established, fair,

and uniform policies and procedures; and
5) Increasing the sense of respansibility exercised by supervisors in dealing with their employees.

B6) Encouraging conflicts to be resolved between employees and superviscrs who must maintain an
effective future warking relationshig, and therefore, encouraging conflicis to be resolved al the lowest
level possible in the chain of command; and

s Creating a work enviranment free of continuing conflicts, disagregmenis, and negative feelings about
the Fown or it leaders, thus freeing up employee motivation, productivity, and creativity.

Section 4. Procedure

When an employee has a grievance, the following successive steps are o be taken unless olherwise provided.
The numker of calendar days indicated for each step should be considered the maximum, uniess otherwise
provided, and every effort should be made to expedite the process. However, the time limits set forth may be
extended by mutual consent. The last step initiated by an employee shall be considered o be the step at which
the grievance is resoived. A decision to rescind a disciplinary suspension, demotion or dismissal must be
approved by the Town Manager before the decision becomes effective.

Rapresentations An emplovee may be accompanied and assisled by a represeniative’of his o her choosingin

afempling 10 eSOV e gNaYaNC i

Informal Resolutian. Prior to the submission of a formal grievance, the employee and supervisor should mest
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to discuss the problem and seek to resolve itinformally. Either the employee or the supervisaor may invelve the
respective Department Head as a resource to help resolve the grievance. In addition, the employee or
supervisor may request mediatian from local mediation services or other qualified parties to resolve the conflict.
Mediation may be used at any step in the process when mutually agreed upon by the employee and relevant
Town supervisor or Manager. Mediation is the process where a neuiral party assists the parties in conflict with
identifying mutually agreeable solutions ar understandings.

Step 1. |f no resclution to the grigvance is reached informaily, the employee who wishes to pursue a grievance
shall presant the grievance to the appropriate supervisor in writing. The grievance must be presented within
fifteen calendar days of the event or within fifteen calendar days of lzarning of the event or condition. The
supervisor shali respand to the grievance within ten calendar days after receipt of the grievance. The supervisor
should, and is encouraged to, consult with any employee of the Town In arder to reach a correct, impartial, fair
and equilable determination or decision concerning the grievance. Any employee consulted by the supervisor is
required to cooperate to the fullest extent possible.

The response from the supervisor for each step in the formal grievance process shall be in writing and signed
by the supervisor. In addition, the employee shall sign a copy to acknow!edge receipt thereof, The responder at
each siep shall send copies of the grievance and response 1o the Town Manager.

Step 2. |fthe grievance is not resolved to the satisfaction of the employee by the supervisor, the employee may
appeal, in wriling, to the apprepriate Department Head within ten calendar days afier receipt of the response
from Step 1. The Department Head shall respond to the appeal, stating the determination of decision within ten
calendar days afier receipt of the appeal.

Step 3. Ifthe grievance is not resolved to the satisfaction of the employee at the end of Step 2, the employee
may appeal, in writing, to the Town Manager within ten calendar days after receipt of the response from Step 3.
The Town Manager shall respond to the appeal, stating the determination of decision within ten calendar days
after receip! of the appeal. The Town Manager's decision shall be the final decisien. The Town Manager would
notify the Town Beard of Cammissioners of any impending fegal action.

Department Heads. In the case of depariment heads or other employees where the Town Manager has been
significanily involved in determining disciplinary action, including dismissal, the Town may wish to oblain a
neutral outside party to either:

1} provide mediation between the grieving department head and the Town Manager (see definition of
mediation in “informal resolution” above}; or

2) consider an appeal and make recommendations back to the Town Manager cencerning the appeal.
Such parties might consist of human resource professionals, attorneys, mediators, or other parties
appropriate to the situation.

The Town Manager's decision shall be the final decision. The Town Manager would notify the Town Board of
Commissioners of any impending legal aclion.

Section 5. Grievance and Adversa Actlion Appeal Procedurs for Discrimination

When an employee, farmer employee, or applicant, believes that any employment action discriminates illegally
(ie. is based on age, sex, race, color, naticnal origin, religion, creed, political affiliation, or non-job related
handicap), he or she has the right to appeal such action using the grievance procedure cutlined in this Article
{Section 4 above). While such persons are encouraged to use the grievance procedure, they shall aiso have
the right to appeal direclly to the Town Manager. Employment actions subject to appeal because of
discrimination include premotion, training, classification, pay, disciplinary action, transfer, layoff, failure to hire, or
termination of employment. An employee or applicant should appeal an alleged act of discrimination within thirty
calendar days of the alleged discriminatory action, but may appeal for up to six months following the action.
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ARTICLE XI. RECORDS AND REPORTS
Section 1. Public Infermation

In compliance with GS 160A-168, the follewing-information withrespesto-each-Townemployee-is-a-matieref
publicrecerd: names-ager-dale-of-orginal-employment-or-appoiniment-to-the-servicecurrent-position-title;
surrent-salarny-date-and-ameunt-oi-the-mestrecentincrease-ar decreaseinsalars-date-oldhe-most-resent

- promolion;-demotion;ransfer-suspension; separalion-or-otherchange in-position-classification;-and-the-office
twh&th&empleyemsmuweaﬂHss;gn=d personnel records are protected from release except far the
following, wh|ch is'public record:

- name of the employee
- age of employee
- date of original empioyment
- terms of any contract
- current position and title
- current salary
the ofﬁce i

Comment [MSOFFQ&Gl] These shaded items
were added in 2010 S

Any person may have access {o this information for the purpase of inspection, examination, and cepying, during
regular business hours, subject only to such ruies and regulations for the safekeeping of public records as the
Town may adopt.

For the purpo: i salary! includes pay; be ves:honuses, and deferred and
1S pensation paid by

proviston;of ihe 1aw passed | 200
Section 2. Access to Confidentlal Records i LR R

All information contained in 2 Town employee’s personnel file, other than the information mentioned above is
confidential and shall be apen to inspection only in the fallowing instances:

1) The employee or hisfher duly authorized agent may examine all portions of hisfher persennel file except
letters of reference solicited prior to employment, and information cencerning a medical disability,
mental or physical, that a prudent physician would not divulge tc the patient.

2) A licensed physician designated in writing by the employee may examine the employee's medical
record.

3) A Town employee having supervisory autherity 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 alt material in the employee's
personnel file.

5) An official of an agency of the State or Federal Government, or any poeiitical subdivision of the State,
may inspect any portion of a personnel file whan such inspection is deemed by the Town Managerto be
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necessary and essential to the pursuit 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. Howaver, the officiai having
custody of the personnel records may release the name, address, and telephone number from a
personnel file for the purpose of assisting in a criminal investigation.

&) An employee may sign a written release to be placed in his/her persennet file that permits the record
custodian 1o provide, either in person, by telephone, or by mail, information specified in the release to
nrospective emplayers, educational institulions, or other persons specified in the release.

7 The Town Manager, with the concurrence of the Town Board of Commissioners, may inform any
’ persan of the employment, non-employment, promotion, demotion, suspension or ether disciptinary
action, reinstatement, transfer, or termination of a Town employee, and the reasons for that action.
Before releasing that information, the Town Manager shall determine in writing that the release is
essential to maintaining the level and quality of Town services. The written determination shall be
retainad in the Town Manager's office, is a record for public inspeciicn, and shall become a part of the
employee's personnel file.

The Town Board of Commissioners shall establish procedures for all persannel files containing information
other than the public information mentioned above whereby an employee who cbjects 1o material may seek to
have the materiai removed from the fife or may place in ihe file a statement reiating to the materiat,

Section 3. Personnet Actions

The Town Manager will prescribe necessary forms and reports for all personnel actions and will retain records
necessary for the proper administration of the personne! system. There shall be one set of official personnel
files, centrally located as designated by the Town Manager. Any document not located there is not an official
part of that employee's persennel record.

Section 4. Records of Former Employees

The provisions for access te recerds apply lo 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/her file may piace a statement in the file relating to the material
considered to be inaccuraie or misleading. The employee may seek removal of such material in accordance
with established grievance procedures.

Section 6. Penaities for Permitting Access to Confidential Records

Section 160A-168 of the General Statues provides that any public offictal 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 cusiodian, is guilty of a misdemeanor and upon convictian
shall be fined in an amount consistent with the General Statutes.

Sectlon 7. Examining and/or Copying Confidentiat Material without Authorization

Section 160A-168 of the General Statutes of North Carolina provides that any person, not specifically authorized
to have access to a personnel file designated as confidential, who shalt knowingly and wilifully examine in its

officlal filing piace, remave or copy any portion of a confidential personnel file shall be guilty of a misdemeanor
and upon cenviction shall be fined sonsistent with the General Statules.
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Section 8. Destruction of Records Regulated

No public official may destroy, sell, loan, or otherwise dispose of any public record, except in accordance with
G5 121.5, without the consent of the State 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
guiity of 8 misdemeanor and upon conviction will be fined in an amounl provided in Chapter 132.3 of the
Generai Statules.

ARTIGLE Xil./IMPLEMENTATION OF POLICIES, e Comment [MSOﬁ'ceGB] Recommentded: newJ
’ ' ) section

Section 1, Conflicting Pd!igies Repealéd

All policies, ordiffances, ‘or resolitions #hat conflict with the provisions of these policies are hereby repealed.

Section 2. Separability

If any, prowsaon  of these policies orany rulg; regulatlon ororder, thereunder of the application'of such provisicn
o a  persen of cirgumslances s held Invall il olici B

remaining. prov:smns of these policies of:suchir

than:thosgheld invalid will not’be affected thereby:
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