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WELCOME TO ALL EMPLOYEES OF PASQUOTANK COUNTY 
 
 
The Pasquotank County Board of Commissioners is making these Employee Personnel 
Policies available to provide important information about your employment with 
Pasquotank County.  Whether you are a new employee or have been a Pasquotank 
County employee for many years, we believe you will find the information contained in 
the Employee Personnel Policies useful in understanding your responsibilities as a 
Pasquotank County employee and helpful guide to explaining the benefits available to 
you.   
 
These Employee Personnel Policies provide the County with a framework to promote 
consistent human resource management practices and procedures throughout all 
County departments.  We believe these policies promote a work environment that helps 
employees perform their duties to the best of their abilities.  In this way, the Employee 
Personnel Policies positively contribute to the County’s efforts to provide the most 
efficient and responsible service to the County’s citizens.   
 
Employees are responsible for becoming familiar and complying with the content of 
these policies.  If you have questions about any of the policies and how they apply to 
you, you are encouraged to contact your Supervisor or Human Resources for more 
information.  
 
The Employee Personnel Policies do not constitute a guarantee or contract of 
employment and the County reserves the right to change, revoke, interpret, or add to 
any of these policies at any time at its sole discretion without prior notice.  The County is 
an “at-will” employer and retains the right to terminate employment at any time and for 
any reason not prohibited by law.    
 
The policies and procedures in the Employee Personnel Policies cannot cover every 
possible situation that may arise. There may be amendments to the Employee 
Personnel Policies over time.  As policies are amended, employees will be supplied with 
a copy of the new or updated policy.   
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PASQUOTANK COUNTY EMPLOYEE  PERSONNEL POLICIES  
 

ACKNOWLEDGMENT 
 
 

 
By signing below, I acknowledge that I have received, read, and understand the 
County’s Employee Personnel Policies.  I understand that the Employee Personnel 
Policies are provided to me for general guidance and are not an exhaustive statement 
of County policies or procedures.   
 
In addition, I understand that the Employee Personnel Policies do not constitute a 
contract of employment and that the County may change, revoke, interpret, or add to 
any of these policies at any time at its sole discretion without prior notice.  I understand 
that the County is an “at-will” employer and retains the right to terminate my 
employment at any time for any reason not prohibited by law.   
 
Finally, I understand that any amendment of the Employee Personnel Policies will 
always govern and supersede any prior version.  I also understand that if I have 
questions or concerns regarding my terms of employment or working conditions with the 
County, I should contact my supervisor or Human Resources.      
 
 
Employee Signature:  
 
 
_______________________________________Date________________ 
 
 
Employee’s Printed Name: 
 
______________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This page is reproduced at the end of the Employee Personnel Policies.  Employees are 
to sign and date the attached page.  This page will remain attached to the Employee 
Personnel Policies; the reproduced page at the end of the Employee Personnel Polices 
will be detached and becomes part of the employee’s personnel file. 
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GUIDING PRINCIPLES FOR SERVING PASQUOTANK COUNTY CITIZENS 

 

We will work for the benefit of all citizens, regardless of ethnicity, religion, race, gender, 
political beliefs or socioeconomic status. 

 

We will maintain the trust of our citizens through prudent management of public funds. 

 

We will employ and support a workforce that possesses the skills, knowledge and 
professionalism necessary to serve our citizens in an efficient and effective manner. 

 

We will foster innovation, which leads to continuous improvement of county services. 

 

We will create a work environment where innovation, creativity and initiative are 
encouraged and fostered. 

 

We will encourage economic growth consistent with the preservation of our natural, 
cultural and historical resources. 

 

We will be committed to the provision of services to promote the health, welfare and 
safety of our citizens. 
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ABOUT PASQUOTANK COUNTY… 

 

Pasquotank County, in the northeastern part of North Carolina, is one of what might be 
called North Carolina’s “finger counties,” the narrow and long Currituck, Camden, 
Pasquotank, Perquimans and Chowan Counties.  These were some of the first settled 
areas in colonial North Carolina, and all were part of Albemarle County, which was 
established in 1663.  Their long thin shape comes from their being centered on various 
rivers running into Albemarle Sound.  Pasquotank County was centered on the 
Pasquotank River, but in 1777, Camden County was formed out of that part of 
Pasquotank County northeast of the Pasquotank River, while present-day Pasquotank 
County—all 226.84 square miles and 40,604 people—remains those lands south of the 
Pasquotank River running to the north bank of the Little River.  

Even the county's name is river oriented.  The Pasquotank comes from the Algonquian 
Indian word pasketanki, which means "where the current of the stream divides or forks". 

Most significantly about rivers during the colonial period is that they defined 
transportation centers, and in many ways, transportation continues to define 
Pasquotank County today. 
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ARTICLE I.  ORGANIZATION OF PERSONNEL SYSTEM 
 

Section 1.  Purpose 
 
The policies contained in the Employee Personnel Policies have been adopted by the 
Pasquotank County Board of Commissioners to establish a human resources system 
that provides for the recruitment, selection and continuous development of an effective 
workforce, responsive to the needs of Pasquotank County residents.  The policies are 
adopted pursuant to the State of North Carolina General Statutes 126 and 153A.   
 
With the adoption of these Employee Personnel Policies, the Pasquotank County Board 
of Commissioners is making a good faith effort to comply with all applicable state and 
federal laws and regulations.  While adoption of these policies culminates a 
comprehensive review and update of the County’s personnel policies, the Pasquotank 
County Board of Commissioners recognizes that these policies are not a complete and 
exhaustive set of policies or procedures that govern employment with the County.  The 
Pasquotank County Board of Commissioners also recognizes that periodic updates and 
revisions of these personnel policies will be necessary.  Changes in personnel policies 
adopted by the Pasquotank County Board of Commissioners will be communicated 
promptly to all employees.   
 
Section 2.  Coverage 
 
All employees in the County’s service are subject to these policies except as specified 
below: 

a) Board of Commissioners 

b) This policy shall not apply to County Attorney, appointed pursuant to NCGS 
§153A-114, except as specified in a contract, agreement, or Memorandum of 
Understanding; or otherwise required by federal or state laws and regulations. 

c) Elected Officials   

d) Members of advisory boards, governing boards and commissions and special 
boards, task forces and committees. 

e) Employees of the Board of Elections, except as specified in the Memorandum of 
Understanding between the County and the Board of Elections adopted March 
2013. 

 
The following employees shall be covered only by the specifically designated articles 
and sections: 
 
(1) Employees governed by the State Personnel Act shall be subject to: 

 
Article I   Organization of Personnel System  
Article II   Recruitment and Employment     
Article IV  The Pay Plan 
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Article V   Conditions of Employment 
Article VI   Leave of Absence 
Article VII  Employee Benefits  
Article VIII   Disciplinary Action, Separation and Reinstatement  
Article X  Competitive Service Employees Appeal Process and Grievance 

Procedure  
Article XI   Personnel Records and Reports  
Article XII  Implementation of Policy 

 

(2) The Supervisor of Elections shall be subject to: 
 

Article II   Recruitment and Employment 
Article III   Classification Plan  
Article IV   The Pay Plan  
Article V   Conditions of Employment  
Article VI  Leave of Absence  
Article VII   Employee Benefits 
Article VIII   Disciplinary Action, Separation, and Reinstatement 
Article XI   Personnel Records and Reports 

 

(3) Temporary employees as designated by the Board of Commissioners shall be 
subject to: 

 
Article I    Organization of Personnel System  
Article II   Recruitment and Employment  
Article IV   The Pay Plan 
Article V   Conditions of Employment  
Article VI   Leave of Absence 
Article IX   Grievance Procedure, Discriminatory and Adverse Action Appeal 

for General County Employees;  
Article X  Competitive Service Employees Appeal Process and Grievance 

Procedure;  
Article XI   Personnel Records and Reports  
Article XII  Implementation of Policy 

 
Section 3.  Employee Classifications     
 

a) Full-time Regular Employee.  An employee, (regular or temporary) who is 
regularly scheduled to work forty (40) hours per week as defined under the Fair 
Labor Standards Act. 

 
b) Part-time Employee.  An employee, (regular or temporary) who is regularly 

scheduled less than forty (40) hours per week as defined under the Fair Labor 
Standards Act. 

 
c) Probationary Employee.  A person appointed to a budgeted position who has not 

yet completed the probationary period. 
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d) Temporary Employee.  A person appointed to serve in a position for a definite 
period not to exceed twelve (12) months from the employee’s hire date.  

 
e) Seasonal Employee.  A temporary employee who works at one or more County-

owned programs which are operated for not more than seven months in any 
calendar year.  Such employees may be exempt from the minimum wage and 
overtime provisions of the Fair Labor Standards Act. 

 
f) Contract Employee.  A worker who performs a contract or agreed upon function 

or service for the County that, based upon Internal Revenue Service guidance, is 
considered to have the status of employee.  This classification is not eligible for 
any benefits or compensation other than that which is specified in the contract, 
agreement, or Memorandum of Understanding; or otherwise required by federal 
or state laws and regulations.   
 

g) Competitive Service Employee. An employee of a local social service department 
or local office of emergency management receiving federal grant-in-aid funds. 
  

Section 4.  Definitions 
 
(Listed Alphabetically) 
 
Adverse Action:  Any act by an employer that results in an individual or group of 
individuals being deprived of equal employment opportunities; a demotion, dismissal, 
reduction in pay, layoff, or involuntary transfer or suspension. 
 
Advisory Committee:  A group or panel of internal or external members with no 
decision-making authority, assembled to identify and discuss specific issues and make 
recommendations. 

 
Allocation:  The assignment of an individual position to an appropriate salary range. 
 
Americans with Disabilities Act:  The ADA is a federal anti-discrimination law which 
prohibits private employers, state and local governments, employment agencies and 
labor unions from discriminating against qualified individuals with disabilities in job 
application procedures, hiring, firing, advancement, compensation, job training and 
other terms, conditions and privileges of employment. This law (covering employers with 
15 or more employees) is designed to remove barriers that prevent qualified individuals 
with disabilities from enjoying the same employment opportunities that are available to 
persons without disabilities. When an individual's disability creates a barrier to 
employment opportunities, the ADA requires employers to consider whether a 
reasonable accommodation could remove the barrier. 
 
Appointing Authority:  Any board or position with legal or delegated authority to make 
hiring decisions. 
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Career Status:  Means a State employee or an employee of a local entity who pursuant 
to G.S. 126-5 (a) (2): 
 
(1) Is in a permanent position appointment; and 
 
(2) Has been continuously employed by the State of North Carolina or a local entity as 
provided in G.S. 126-5 (a) (2) in a position subject to the State Personnel Act for the 
immediate 24 preceding months. (1995, c. 141, s. 1; 2007-372, s. 1.) 

 
Class:  A position or group of positions having similar duties and responsibilities 
requiring similar qualifications, which can be properly designated by one title indicative 
of the nature of work performed, and which carry the same salary range. 

 
Classification Plan:  A systematic plan of structuring groups of classifications in a 
formal method to facilitate ranking the classifications or groups of classifications with 
respect to their individual relationships. 
 
Condition of Employment:  An organization’s policies and work rules that Employees’ 
are expected to abide by in order to remain continuously employed. 
 
Conflict of Interest:  Refers to situations when an individual has financial, professional 
or personal obligations or interests that interfere with his or her ability to adequately 
perform required duties in a fair and objective manner. 
 
Demotion:  The reassignment of an employee to a position or classification having a 
lower salary range than the position from which the reassignment is made. 

Discrimination:  Making a choice based on some subjective or objective criteria. Some 
discrimination is unlawful and prohibited, such as based upon race, age, gender, etc. 
Some is not, such as when based upon competency, education level, prior work history, 
etc. 

EEO Log: A chronological listing that records each applicant who applies for 
employment or promotion.  Data includes applicant's name, race, national origin, 
gender, referral source, date of application, job title applied for and disposition. 
 
Emergency Position:  A position in which the duties and responsibilities are required to 
be attended for a period of time not to exceed thirty (30) calendar days. 
 
Employment “at will”:  The law in North Carolina and many other states which allows 
an employee’s employment to be terminated at any time, for any reason (that is, without 
having to establish just cause) and without warning. 

Equal Employment Opportunity Commission (EEOC):  The federal agency which 
investigates and in some cases prosecutes Title VII claims (sex, race, religion, and 
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national origin), Americans with Disabilities Act claims, and Age Discrimination (ADEA) 
claims. 

Exempt Employee:  An employee specifically exempt from the overtime compensation 
provisions of applicable Fair Labor Standards Act (FLSA) as defined and limited by 
administrative rules and regulations; these employees generally have as their primary 
duty management, administration, or work of a professional nature. 

Family Medical Leave Act (FMLA):  An act of Congress that allows eligible employees 
to take up to 12 weeks of unpaid leave due to serious  illnesses and/or  provide care for 
certain  family members. 

Twelve (12) Month FMLA:  When measuring forward, an employer determines the 
available FMLA amount by measuring from the first date FMLA leave began. For 
example, Mr. Bean began his FMLA leave on Aug. 1, 2011, and he is using it 
intermittently to care for his wife.  When Mr. Bean asks for an update on how much 
leave he has left on Sept. 1, 2011, the employer looks at how much leave he has used 
between Aug. 1, 2011 and Sept. 1, 2011.  Since Mr. Bean has until Aug. 1, 2012, to use 
his entire 12 weeks and so far he’s only used two days, he’s entitled to another 58 days. 

FLSA:  Fair Labor Standards Act is a federal statute defining minimum wage and 
overtime compensation, and classifying positions as exempt or non-exempt. 
 

Genetic Information:  Title II of the Genetic Information Nondiscrimination Act of 2008 
(GINA), which prohibits genetic information discrimination in employment, took effect on 
November 21, 2009.  Includes information about an individual’s genetic tests and the 
genetic tests of an individual’s family members, as well as information about the 
manifestation of a disease or disorder in an individual’s family members (i.e. family 
medical history).  Family medical history is included in the definition of genetic 
information because it is often used to determine whether someone has an increased 
risk of getting a disease, disorder, or condition in the future.  Genetic information also 
includes an individual's request for, or receipt of, genetic services, or the participation in 
clinical research that includes genetic services by the individual or a family member of 
the individual, and the genetic information of a fetus carried by an individual or by a 
pregnant woman who is a family member of the individual and the genetic information of 
any embryo legally held by the individual or family member using an assisted 
reproductive technology. 

 
Grievance:  A claim or complaint based upon an event or condition allegedly caused by 
misinterpretation, unfair application, or lack of established policy pertaining to 
employment conditions.  A grievance may involve alleged safety or health hazards, 
unsatisfactory physical facilities, surroundings, materials or equipment, unfair or 
discriminatory supervisory or disciplinary practices, unjust treatment by fellow workers, 
unreasonable work quotas, or any other inequity relating to conditions of employment.  
A grievance does not include being turned down for promotion or transfer unless 
discrimination is alleged to have caused said action. 
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Hatch Act:  A federal act limiting political activity for state and local government 
employees whose principal employment is in an activity that is financed either in whole 
or in part by loans or grants from the federal government in order to limit possible bias 
and political coercion. 
 

Hiring Rate:  The salary paid an employee when hired into County service. 
 
Immediate Family:  Spouse, parent, sibling, children, grandparents, grandchildren, plus 
the various combinations of half, step, in-law, and adopted relationships that can be 
derived from those named. 
 
Lateral Transfer:  A movement to another position with the same salary range 
midpoint.  A lateral transfer may occur within a department, or between departments  
 
Longevity Plan:  A plan to reward employees for faithful continuous service, based 
solely on longevity.  Payment made one time per calendar year on the full-time 
employees anniversary date. 

 
Maximum Salary Rate:  The maximum salary authorized for an employee within an 
assigned salary grade (the last step within a grade.)  
 
Non-Exempt Employee:  An employee who is entitled to minimum wage and overtime 
compensation pursuant to the Fair Labor Standards Act. 
 

Official Employment Record:  A file that is maintained in the County Human 
Resources Department and contains information relating to the employment record of 
an employee, former employee or retiree of the County.  Employee files and records 
maintained in the departments are a part of the employee’s official employment record.  
 
Pay Plan:  A schedule of pay ranges systematized into sequential rates including 
minimum, standard job rate and maximum steps for each class assigned to any given 
salary range. 
 
Performance Evaluation:  An annual or periodic review and evaluation of an 
individual's job performance. 

 
Performance Evaluation Increase:  A variable pay strategy that pays employees 
based on their individual performance and contributions, rather than the value of the job 
they are performing. 

 
Personnel Appeals Committee:  Committee with a continued existence, formed to do 
assigned work on an ongoing basis. 
 
Position:  A group of current duties and responsibilities, assigned by competent 
authority, requiring the full or part-time employment of one person, but the existence of 
a position or its identity does not depend upon it being occupied by an employee. 
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Position Classification Plan:  A plan approved by the Board of County Commissioners 
that assigns classes (positions) to the appropriate pay grade. 
 
Prior Pasquotank County Service:  Pasquotank County service is defined as prior 
employment in a regular position in any department or agency of Pasquotank County 
Local Government.  Prior service credit will be recognized for accrued sick leave and 
longevity calculation only. 

 
Probationary Employee:  A person appointed to a regular position who has not 
completed the probationary period.  
 
Probationary Period:  The required period of time an employee serves before 
obtaining regular status when entering County service; normally six (6) months. 

 
Promotion:  The reassignment of an employee to an existing position or classification 
in the County service having a higher salary range than the position or classification 
from which the reassignment is made. 

 
Range Revision:  When one or more salary grades are assigned a different minimum 
and/or maximum salary range, or when a classification is assigned a new pay grade. 
 
Reclassification:  The reassignment of an existing position from one class to another 
based on changes in job content such as duty, kind, difficulty, required skill and 
responsibility of the work performed. 

Reductions in Force:  An employer’s program to cut the number of positions employed 
at a specific work location or county wide. 

Regular Position:  A position which has been approved by the Board of County 
Commissioners and in which the duties and responsibilities are required to be attained 
on a continuous and annually recurring basis, normally requiring full-time employment of 
an individual.  Exceptions to full-time employment are where the recurring duties and 
responsibilities of a permanent position can be less than a regular workday and/or work 
week. 

Retaliation:  Action or conduct intended to punish or deter workers from seeking or 
invoking protection under state or federal employment laws. 

Salary Grade:  All positions which are sufficiently comparable to warrant one range of 
pay rates.  For the purpose of this definition, the words “grade,” “salary range,” “level” 
and “range” are used interchangeably. 
 
Salary Plan:  A schedule of pay ranges systematized into sequential rates including 
minimum, intermediate and maximum steps for each class assigned to any given salary 
range. 
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Salary Plan Revision:  The uniform raising and lowering of the salary ranges of every 
grade within the salary plan. 
 
Salary Range:  The hiring (minimum), standard job rate and maximum salary for a 
given classification. 

 
Salary Range Revision:  The raising or lowering of the salary range for one or more 
specific classes of positions within the classification plan. 
 
Salary Schedule:  A listing by grade and step of all the approved hiring, maximum, 
standard job rate and minimum salary ranges authorized by the Board of County 
Commissioners for various position classifications of County government. 
 
State Personnel Act:  North Carolina General Statute 126, which governs employees 
covered by State personnel policies.  In the event that Pasquotank County’s Employee 
Personnel Policies conflict with state personnel policies for employees subject to the 
State Personnel Act, state personnel policies established under the State Personnel Act 
will prevail.  

Sexual Harassment:  Offensive conduct which is directed at a worker due to the 
worker’s gender.  Such conduct is actionable if it affects the worker’s employment 
performance.  

Temporary Full-Time Position:  A position which the duties and responsibilities are 
required to be attended for a specific short period of time, normally not to exceed twelve 
(12) months and may or may not require attendance by a person for a full workday 
and/or work week. 

Termination:  The ending of the employer/employee relationship.  Terminations may be 
voluntary, such as when the employee resigns to pursue another opportunity. 
Terminations may also be involuntary, such as when initiated by the employer for 
economic, performance, disciplinary, or other reasons. 

Trainee:  An employee designated as such, appointed to a position in any class for 
which the Department Head and Human Resources Director has authorized “trainee” 
appointments.  An individual may not be appointed as a trainee if he/she possesses the 
acceptable training and experience for the regular class and must be appointed to the 
regular class when he/she gains the acceptable training and experience.  A trainee 
must be paid at a rate below the minimum of the regular class. 
 
Transfer:  The reassignment of an employee from one position or department to 
another. 

 
Work-Against Appointment:  When qualified applicants are unavailable and there is 
no training provision for the classification of the vacancy, the appointing authority may 
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appoint an employee below the level of the regular classification in a work-against 
situation.  A work-against appointment is for the purpose of allowing the employee to 
gain the qualifications needed for on-the-job experience.  The appointee must meet the 
minimum education and experience standard of the class to which initially appointed.  A 
work-against appointment may not be made when applicants are available who meet 
the education and experience requirements for the position. 
 
Section 5.  Responsibilities of the Board of Commissioners 

Pursuant to North Carolina General Statutes, the Pasquotank County Board of 
Commissioners is responsible for: 

a. Adopting personnel policies and amending them as necessary 

b. Adopting the classification and pay plan and amending the plan as 
necessary to maintain a plan that is fair and equitable 

c. Confirming appointments as required by Law 

 
Position  Statute Reference 

 
 Clerk to the Board  N.C.G.S. §153A-111 
 County Attorney  N.C.G.S. §153A-114 
 County Manager  N.C.G.S. §153A-81(1) 
 

Limitations of Appointive Authority 
 
Due to the nature of County government, the Board of Commissioners does not 
have appointing authority over certain positions or employees in certain 
departments.  The positions and departments are as follows: 

 

Sheriff and Register of Deeds 
 

Pursuant to N.C.G.S.§153A-103, and subject to the right of the County to limit the 
number of employees in the office or department, Elected Officials have the right 
to hire, discharge, and supervise the employees in their respective offices.  
However, the Board of County Commissioners must approve the hiring of 
relatives of nearer kinship than first cousin or of a person who has been convicted 
of a crime involving moral turpitude. 

County Social Services Director 
 

The County Social Services Director is appointed by the Pasquotank County 
Board of Social Services. (N.C.G.S. §108A-9)  The Social Services Director has 
the authority to appoint, discipline, supervise and dismiss all employees of the 
Social Services Department.  (N.C.G.S. §108-19) 
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County Library Director 
 

The County Library Director is appointed by the Eastern Albemarle Regional 
Library Board of Trustees.  The Library Director also has the authority to appoint, 
supervise, discipline, and dismiss all other library employees. 

County Elections Director 
 

The County Elections Director is appointed by the Pasquotank County Board of 
Elections.  (N.C.G.S. §163-35)  The Elections Board is empowered to appoint and 
remove a Director of Elections and all registrars, judges, assistants, and other 
officers of elections.  (N.C.G.S. §163-35) 

 
Section 6.  Responsibilities of Elected Officials 
 
Pursuant to North Carolina General Statute §153A-103, the Sheriff and the Register of 
Deeds have the exclusive authority to hire, discharge, and supervise the employees of 
their respective departments.  These policies apply to the employees of the Sheriff and 
Register of Deeds to the extent they do not conflict or usurp the authority granted under 
N.C.G.S. §153A-103.  
 

Section 7.  Responsibilities of the County Manager 
 
Pursuant to North Carolina General Statutes 153A, the County Manager is responsible 
to the Board of County Commissioners for the administration of the County’s personnel 
system.  The County Manager is authorized to appoint, discipline, suspend, and remove 
all County officers and employees, except those officers who are elected by the people 
or employees whose appointment is otherwise provided for by law, such as employees 
subject to the State Personnel Act.  
 
The County Manager shall report all appointments, to the Board of County 
Commissioners which shall include a list of new hires, suspensions, and dismissals in 
accordance with §153A-82 of the General Statutes of the State of North Carolina and 
the administration of personnel policies to the Board of Commissioners at the next 
regularly scheduled Commissioners’ meeting. 
 
For employees subject to the State Personnel Act, (Department of Social Services) the 
respective Agency Director is authorized to appoint, discipline, suspend, and remove 
those covered employees. 
 
The County Manager is also authorized to: 
 

a. Promote a positive work environment  
b. Recommend staffing levels needed to support County operations within the 

fiscal parameters established by the Board of Commissioners 
c. Establish performance standards and employee expectations 
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d. Interpret, apply and recommend revisions and updates of the personnel 
policies to the Board of Commissioners 

e. Recommend revisions and updates to the Classification Plan 
f. Administer, maintain, and recommend revisions to the Pay Plan 
g. Establish and adjust work schedules 
h. Perform other duties as needed to provide for the administration and 

maintenance of a fair and equitable human resources system  
 
Section 8.  Responsibilities of Department Heads  
 
Department Heads shall be responsible to the County Manager for recommendations 
and/or decisions for the appointment, suspension and removal of County employees 
assigned to their departments.  
 
The Department Heads shall be responsible to the County Manager for ensuring that all 
employees are thoroughly familiar with the provisions of the Pasquotank County 
Personnel Policy.  
 
The Social Services Director, County Sheriff and the Register of Deeds are accountable 
for the appointment, suspension and termination of employees in their respective 
departments.  
 
Section 9.  Responsibilities of the Human Resources Director 
 
The Human Resources Director, as directed by the County Manager, is authorized to: 
 

a. Establish and maintain a record of all persons employed by the County, 
including job class title, salary, date of appointment, and other data necessary 
to promote a fair and equitable human resources system 

b. Review and evaluate staffing levels in consultation with the County Manager 
and Department Heads 

c. Administer a recruitment and selection process and the County’s Equal 
Opportunity  program  

d. Maintain a classification plan including all County positions and recommend 
revisions as needed 

e. Designate those employees who are exempt from the overtime provisions of 
the Fair Labor Standards Act  

f. Maintain, and administer compensation and benefit programs 
g. Perform such other duties in HR administration as the position shall require 
h. Review and evaluate  the County’s worker’s compensation program 
i. Maintain consistent implementation of the County’s personnel policies  
j. Report annually to the County Manager on the operations of the County’s 

personnel system.  
k. Serve as the County’s EEO Officer and report any EEOC claim or potential 

claim to the County Manager immediately upon notification. 
l. Coordinate personnel action processes 
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m. Facilitate and document appropriate grievance processes to ensure the 
County provides adequate consideration in resolving personnel actions. 

 
Section 10.  Personnel Appeals Committee 
 

The County Board of Commissioners shall appoint a Personnel Appeals 
Committee consisting of three (3) members and two (2) alternates.  Members of 
the Personnel Appeals Committee shall serve two (2) year terms.  Members shall 
be appointed by the County Board of Commissioners at their first regular meeting 
in January of each year following an election.  A member of the Personnel 
Appeals Committee may be removed by the Board of Commissioners for failure 
to fulfill the duties of their appointment or any other reason in the discretion of 
Board of Commissioners.  Vacancies in an unexpired term shall be filled by the 
County Board of Commissioners by appointment for the remainder of the term. 
 
Each member of the Personnel Appeals Committee shall be a qualified voter of 
the County.  
 
As necessary, the Personnel Appeals Committee shall elect one of its members 
as chairperson, who shall preside at all meetings and shall be responsible for 
calling all such meetings.  Meetings shall be held from time to time as necessary, 
and two members shall constitute a quorum.  Members of the Personnel Appeals 
Committee shall serve without compensation.  The County Clerk shall serve as 
official secretary to the Personnel Appeals Committee and shall perform such 
duties as the Personnel Appeals Committee may direct. 
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ARTICLE II.  RECRUITMENT AND EMPLOYMENT 

 

Section 1.  Statement of Equal Employment Opportunity  

 
It is the policy of Pasquotank County that all employment decisions, including 
recruitment, hiring, promotion, assignment, compensation, discipline and termination, 
will be made on the basis of merit and without regard to age, sex, race, color, creed, 
religion, political affiliation or national origin except where specific age, sex or physical 
requirements constitute a bona fide occupational qualification necessary for job 
performance.  Applicants with physical or mental disabilities shall be given equal 
consideration with other applicants for positions in which their disabilities do not 
represent an unreasonable barrier to satisfactory performance of duties.  
 

The Human Resources Director serves as the Equal Opportunity Officer and is 
responsible for carrying out the Equal Employment Opportunity policy.  Employees can 
bring complaints, ask questions, and raise concerns under this policy without fear of 
reprisal.  Charges or complaints of discrimination should be referred to the Human 
Resources Director.  The County will not tolerate retaliation, harassment, intimidation, 
threats, coercion or discrimination against anyone who files a complaint, exercises a 
right, opposes improper conduct or assists in an investigation.  

 
Section 2.  Implementation of Equal Employment Opportunity Policy 
 
All personnel responsible for recruitment and employment shall follow specified 
procedures that will assure equal employment opportunity based on ability, 
qualifications, merit and other reasonable performance-related job requirements. 
Notices with regard to equal employment matters shall be posted in conspicuous places 
on county government premises in places where notices are customarily posted, and 
within agencies separate from central county government at places within those 
agencies where notices are customarily placed.  All job vacancies posted will carry the 
statement indicating that Pasquotank County is an Equal Opportunity Employer. 
 
Section 3.  Reasonable Accommodations under the Americans with Disabilities 
Act (ADA) 

The County will not discriminate against a qualified individual because of disability with 
regard to job application procedures, hiring, promotion, compensation, job training, 
employee benefits, discharge of employees, or any other terms or conditions of 
employment.  “Disability” means having a physical or mental impairment that 
substantially limits one or more of the major life activities of such individuals, having a 
record of such impairment or being regarded as having such impairment.   

Reasonable accommodations, which do not present an undue hardship to the County, 
will be provided for testing and job placement upon request from an applicant.  The 
County will provide reasonable accommodations which do not present an undue 
hardship to the County, for the continued employment of individuals who become 
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disabled while employed by the County, provided that employees notify the Human 
Resources Director in writing of their need for an accommodation as soon as possible, 
but not more than 90 days after the employee knew or should have known the 
accommodation was needed. Examples of reasonable accommodations to be 
considered by the County include reassigning non-essential duties, modifying work 
schedules, acquisition or modification of assistive equipment or devices; and/or other 
similar actions, except where a particular adjustment or alteration would impose an 
undue hardship on the County.  The Human Resources Director serves as the County’s 
ADA Coordinator. 

Section 4.  “At-Will” Employment 

Employment with Pasquotank County is “at-will”, which means that continued 
employment and the conditions of employment are solely at the County’s discretion, 
consistent with the terms of any applicable employment agreement. 
 
Employment is “at-will” and either the employee or the County may choose to terminate 
the employment relationship at any time and for any reason not prohibited by law. 
 
Section 5. Recruitment 
 
Local departments will meet their workforce needs through systematic recruitment and 
career support programs which identify, attract, select and develop the human 
resources necessary for present and future work.  The employment of individuals will be 
carried out with forethought for the balance of skills needed to sustain growth and 
assure future leadership.  Programs and practices which foster internal advancement 
opportunities for current employees will be supported and encouraged. 
 
When vacancies occur in county government it will be the policy of the county to recruit 
from within the active employees of the county before consideration of other applicants. 
When it has been determined that there are no potential or suitable applicants from 
within the local county government (in the case of Social Services, within the 
comprehensive Social Services System), recruitment will be made from outside the 
system.  If it appears that there are no qualified individuals in county government to 
consider for filling a vacancy, recruitment can occur simultaneously within and outside 
of county government to prevent delay in filling a vacant position. 
 
When a position becomes vacant, and prior to the posting or advertisement of any 
position, the Department Head must prepare and submit a classified ad request to fill 
the position to the Human Resources Director to be approved by the County Manager. 
The request to advertise the position must explain the continuing need for this position 
and suggest any revisions to the position that should be made prior to posting or 
advertisement of the position.  A position will not be posted or advertised if it has not 
been previously budgeted and authorized by the Board of County Commissioners.      
 
All requests and notices shall contain the following information: 

 
(a)  Job title 
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(b) Salary range and salary to be paid 
(c)  Description of work and examples of duties performed 
(d)  Minimum education and experience required 
(e)  Other requirements (if applicable) 
(f)  Method of recruitment to be used 
(g)  Termination of recruitment period 
(h) Procedures for applying 
(i)  Location of job (site where work will be performed and conditions of 

employment) 
(j)  Nature of business of the organization 
(k)  Hours and days of work 
(l)  Type of position - (Exempt or Non-Exempt) 
(m)  Any other information that is considered essential/useful in recruiting      

applicants 
 
All notices shall be conspicuously posted in places on county government premises 
where notices are customarily posted and are accessible to county employees. 
Interviews with applicants shall follow a specified procedure to assure non-
discrimination and ensure proper procedures for selecting staff. All positions for 
employees of local Social Service Departments shall be filled through a competitive 
system of selection. 
 
Section 6.  Job Advertisements 
 
Fair treatment of applicants and employees will be assured in all aspects of personnel 
administration without regard to race, color, religion, sex, national origin, political 
affiliation, age or disability and with proper regard for their privacy and constitutional 
rights as citizens.  This "fair treatment" principle includes compliance with the Federal 
Equal Opportunity and Non-Discrimination Laws. All notices of vacancies, all 
employment advertisements and all information relative to the recruitment of county 
staff shall contain assurances of equal opportunity and shall comply with state and 
federal statutes regarding discrimination in employment matters.  All recruitment notices 
will bear the statement that Pasquotank County is an Equal Opportunity Employer.  
 
Employment opportunities with the County will be advertised publicly.  Job postings will 
be posted on County employee bulletin boards and on the County websites from the 
date that the position is advertised until the established closing date for accepting 
applications.  Job postings may be advertised with the Employment Security 
Commission, with other local, state or national organizations, and in newspapers and 
professional publications and on websites as deemed appropriate by the Human 
Resources Director.  In general, it is the County’s practice to post vacant positions for at 
least seven (7) business days.  A position may be re-advertised if there are not 
enough qualified applicants in the recruitment pool.  
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Section 7.  Applications for Employment 
 
Persons applying for a local vacancy must complete and submit the official application 
form designated by the hiring authority.  All qualified persons expressing interest in a 
County position, including current employees, will be given the opportunity to file an 
application for employment when the County is advertising to fill such positions.  All 
applications for a position must be completed and signed.  Applicants must use the 
County’s official application form for each position for which they are applying.   
 
Application Procedure: 

 A Pasquotank County employment application (download the required 
application) Pasquotank County Application for Employment must be filled 
out for all positions except for the Sheriff's Department and the Department of 
Social Services.  Those departments each have an application that you must 
use.  For the Sheriff's Department call 252-338-2191.  Anyone applying for 
positions at the Department of Social Services must complete the State 
Application Form PD 107 State Application First Half/Second Half. STATE 
APPLICATIONS MUST BE RETURNED TO THE EMPLOYMENT SECURITY 
COMMISSION OFFICE at 422 McArthur Street, Elizabeth City, NC 27909.  

 An application must be completed for each position.  No resumes will be 
accepted in lieu of an application.  Attaching your resume to the completed 
application is acceptable.  

 Applications will be accepted for jobs that have been advertised.  
 Some job postings have a closing date, so make sure you submit your 

application and/or resume by the closing date.  Late applications will not be given 
consideration. (Postmarks no later than the closing date are acceptable.)  

 Human Resources will forward completed applications to the designated 
department. The designated department will contact qualified applicants to 
schedule an interview.  

 Applications that are not signed will not be processed. 
 Completed applications must be submitted to the Human Resource Department 

for processing. 

The County's employment application shall be accepted for any and all position listings. 
No other department or agency of the County is authorized to accept employment 
applications except the Human Resources Department.  In addition, all referrals must 
be made through the County Human Resources Department.  The Human Resources 
Department accepts applications for all vacancies.  Applicants must complete a 
separate application for each vacancy.  Copies are not accepted.  Applications are 
logged according to job classification and are kept for six (6) months. 
 
Applicants may be required to submit certificates from educational and training 
institutions, proof of licensure, and other documentation requested by the County which 
provides reasonable proof of any statement made on the application.  Any false 
statements within the application may be cause for rejection of the application or, if 

http://www.co.pasquotank.nc.us./departments/personnel/application3.pdf
http://www.co.pasquotank.nc.us./Departments/personnel/pd107ltr.doc
http://www.co.pasquotank.nc.us./departments/personnel/pd107a.pdf
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hired, disciplinary action up to and including dismissal.  Applicants who are not 
employed with the County and not selected for positions have no appeal rights.  

 
Competitive Services Positions 

 
Applicants for Competitive Services positions who are not currently county employees 
will secure and file the state application form with the Employment Security 
Commission.  Applicants for Competitive Services positions who are currently employed 
with local county government or employed by another social services agency will secure 
an application form and file the application with the employing unit. 
 
It is not necessary for an agency or unit to accept applications in the absence of an 
actual vacancy or when a vacancy is not posted for recruitment.  Vacancies not posted 
are considered closed for recruitment, for example, vacancies where funds are frozen or 
there is no intent to fill a vacant position due to extenuating circumstances. 
 
Each agency shall be responsible for evaluating the accuracy of statements made in an 
application, and may seek job related evidence of the applicant's suitability for 
employment. 
 
An applicant may be disqualified from consideration if he/she: 
 
- lacks any of the preliminary qualifications established for the class or the position 

for which the applicant is applying. 
 
-  has been convicted of a crime of such a nature that would raise serious public 

doubt about suitability for the responsibilities of the specific position. 
 
-  has made a false statement of material fact in the application process. 
 
-  has used or attempted to use political pressure or bribery to secure an advantage 

in the selection process. 
 
-  has failed to submit an application correctly or within the prescribed time limits. 
 
-  has directly or indirectly obtained information concerning any required selection 

procedure to which an applicant is not entitled. 
 
-  lacks the physical or mental ability to perform the essential duties of the position 

even with reasonable accommodations. 
 
-  is an immediate family member of a presently employed staff person in the same 

local unit or department and such employment would result in one supervising a 
member of his immediate family or being thus supervised; is applying for a 
position where the position would have influence over or be influenced by a 
member of an applicant's immediate family in such areas as employment, 
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promotion, salary, administration and other related management matters.  The 
term “immediate family” refers to that degree of closeness of relationship that 
would suggest that problems might be created within the work unit, or that the 
public's philosophy of fair play in providing equal opportunity for employment to 
all qualified individuals would be violated. In general, this would include wife, 
husband, mother, father, brother, sister, son, daughter, mother-in-law, father-in-
law, son-in-law, daughter-in-law, grandmother, grandfather, grandson, 
granddaughter, step-mother, step-father.  It might also include others living within 
the same household or otherwise closely identified with each other as to suggest 
difficulty may develop. 

 
-  holds an office or has other employment which could constitute a conflict of 

interest with the public responsibility vested in the position being sought. 
Determination of conflicting employment will be made by the department head 
and the Pasquotank Board of Commissioners or in the case of Social Service 
applicants, by the Director of Social Services and state personnel as is 
appropriate.  

 
Section 8.  Minimum Qualification Standards 
 
The minimum qualification standards for applicants seeking County employment and for 
current County employees seeking a promotion or transfer must be consistent with the 
established job class requirements and with any specialized requirements for specific 
positions.   
 
Minimum qualification standards include the specified education, experience, physical 
capabilities, and other knowledge, skills, and abilities defined for the job class as 
established by the Department Head in consultation with the Human Resources 
Director.   
 
The minimum qualification standards for positions subject to the State Personnel Act will 
be determined by the Office of State Personnel.  Applicants who do not meet the 
minimum education and experience requirements may be hired only as “trainees” or in a 
“work against” status if approved by the Office of State Personnel or delegated 
authority as authorized by the Office of State Personnel.  
 
Section 9.  Applicant Tracking 

 
The Human Resources Department shall be responsible for maintenance of permanent 
records of all position vacancy announcements, including posting and closing dates, all 
optional referral sources used in the recruitment process, and the pool of applicants 
considered for each vacancy.  These applications are held for six (6) months after the 
closing date of the vacancy.  
 
 
 



23 
 

Section 10.  Interview Process 
 
Selected applicants, who are considered by the appointing authority to be the most 
qualified for the vacant position, will be interviewed by the appointing authority and/or 
designees (committee).  Applicants will be interviewed by committee, and may be 
required to undergo more than one such interview to include interview(s) by other staff 
and committees.  All job offers are contingent upon successful completion of a required 
background check and other required testing. 

 
Goal:  To select the most qualified applicant for county positions while maintaining a 
diversified work force and avoid intentional or unintentional biases. 
 

1. Ensure that applicants are interviewed by a team of Department Heads or 
supervisors to ensure fair hiring practices.  Each interview team will be racially 
diverse. 

 
2. Social Services will utilize internal teams for interviewing employees.  Each 

interview team will be racially diverse. 
 

3. Other departments that do not have second level supervisors will include one 
Department Head from another department along with the Human Resource 
Director or his/her designee for all interviews. 

 
The Sheriff’s department, Register of Deeds Office, and Board of Elections are exempt 
from this policy. 
 
Section 11.  Selection 
 
The County will select the best qualified person for each available position from among 
the applicants who meet the minimum qualifications established for the position.   
Evaluation of qualifications is based upon job-related criteria and without regard to race, 
religion, color, creed, national origin, sex, age, political affiliation, disability or any other 
protected category under local, state, or federal law. 
 
It is the responsibility of the Human Resources Director to manage the selection 
process to ensure compliance with state and federal laws and consistent with the 
County’s employment practices. 
 
Veterans as defined in the North Carolina General Statutes Section 126-80 through 
126-83 will be given preference in appointment and employment over other applicants 
of no greater qualifications in accordance with the preferences defined for positions 
covered under the State Personnel Act.  
 
Selection procedures used to determine the qualifications of applicants for any position 
may include but are not limited to an evaluation of the employment application and other 
submitted materials; structured interviews; reference checks; employment history 
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checks; driver’s license checks; academic verifications; criminal background; and 
controlled substance testing.  The County reserves the right to condition an offer of 
employment on the results of a medical examination or screening.  The purpose of a 
medical examination and/or screening is to determine if a candidate is physically able to 
perform the essential functions of the position and to ensure that an individual’s physical 
condition will not endanger the health, safety, or well-being of other employees or the 
public.   
 
All written offers of employment will be approved by the County Manager, or his/her 
designee, with exception to positions covered under the State Personnel Act (SPA).  
For SPA covered positions, the Agency Director, or his/her designee, will approve all 
written employment offers. 
 
Section 12.  Medical Examination 
 
Any applicant, after being offered employment by the County, may be required to 
undergo a medical examination and drug testing for the purpose of determining fitness 
for the position.  Such examination shall be at the expense of the County and by a 
Health Care Provider selected by the County (pending funding availability).  An 
individual who cannot pass the required testing shall not be eligible for continued 
employment, and the job offer shall be withdrawn. 

The County also reserves the right to require a current employee to undergo a medical 
examination for the purpose of determining fitness for the duty, or to determine the need 
or propriety of accommodations for qualified individuals with a disability.  Any such 
examination shall be at the expense of the County and by a Health Care Provider 
selected by the County (pending funding availability).  An individual who cannot pass 
the required testing shall not be eligible for continued employment in that position. 

 
Section 13.  Confidentiality 
 
All persons receiving background information regarding an individual shall maintain the 
confidentiality of such information in accordance with applicable law. 

 
Section 14.  Background Checks 
  
Pasquotank County’s background check policy was established to protect the interest 
and safety of the public and county resources.  Through the use of criminal background 
and Department of Motor Vehicles (DMV) checks on volunteers and new employees, 
Human Resources will provide a method to properly and legally review backgrounds for 
criminal activity of candidates for hire in safety sensitive positions with the County.  
 
Human Resources shall forward to the Office/Agency Director the names of all 
individuals who have had their background investigation completed and who are eligible 
for employment. 
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Section 15.  Barrier Crimes (A barrier crime is a crime that makes one ineligible for 
employment) 
 
Commission of certain crimes can demonstrate that a person does not have the 
integrity, honesty or trustworthiness to work for a public employer entrusted with 
managing and protecting public funds, property or activities.  Except with the express 
permission of the County Manager, no individual shall be eligible for employment if the 
results of the background check show that the person has ever been convicted of any 
of the following crimes: 
 

A. Crimes against People 
 

1. Murder or manslaughter  
2. Malicious wounding by mob  
3. Abduction  
4. Felony assault or bodily wounding  
5. Armed Robbery  
6. Carjacking  
7. Extortion or other communication of threats  
8. Sexual assault  
9. Felony stalking  
10. Any other felonies against the person as defined by the State of North 

Carolina 
11. Convictions of any attempts or conspiracies to commit any of the 

aforesaid crimes 
  

B. Crimes Against Property 
 

1. Felony arson   
2. Embezzlement or felonious larceny 
3. Burglary 
4. Convictions of any attempts or conspiracies to commit any of the aforesaid 

crimes 
  

C. Crimes Involving Health and Safety 
 

1. Felony conviction relating to distribution of drugs 
2. Felony possession of drugs within eight (8) years of the date of application 
3. Drive-by shooting 
4. Use of lethal weapon in a crime of violence  
5. Felonious discharge of firearms within or at occupied dwellings  
6. Convictions of any attempts or conspiracies to commit any of the aforesaid 

crimes 
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D. Crimes Involving Morals and Decency 
 

1. A crime of Moral Turpitude based on conduct that is considered contrary 
to community standards of justice, honesty, or good morals 

2. Pandering  
3. Any conviction for a crime against the person of a minor, felony or 

misdemeanor, which involves sexual or physical misconduct 
4. Any obscenity offense  
5. Possession of child pornography or electronic facilitation of pornography  
6. Abuse and neglect of incapacitated adults  
7. Convictions of any attempts or conspiracies to commit any of the aforesaid 

crimes 
 
Section 16.  All Other Crimes 
  
A.  All pending charges for barrier crimes (except crimes against minors) and 
convictions for other crimes revealed through a background check shall be reviewed on 
a case-by-case basis to determine if the individual has the integrity, honesty and 
character to work for Pasquotank County or otherwise poses an unacceptable risk to 
public safety and/or confidence.  No individual may be found ineligible solely because of 
pending charges, without inquiry into the circumstances and a determination that the 
person probably committed a criminal offense or otherwise engaged in conduct that 
should disqualify the applicant or employee from employment with Pasquotank County. 
However, an individual who is hired or offered a position may ultimately be found 
ineligible if a previously pending charge results in a conviction, unless or until such 
charges are subsequently dismissed or the individual is found not guilty. 
 
B.  All cases in this section under question shall be considered anonymously by a 
standing committee comprised of a representative of Human Resources, County 
Manager, and the County Attorney’s Office. 

The following factors may weigh for, or against, the applicant in determining the 
appropriateness of qualification or disqualification.  

 The nature and seriousness of the offense and its relation to the  
applicant's duties, position, and responsibilities, including whether the  
offense was intentional or technical or inadvertent, or was committed  
maliciously or for personal gain, or was frequently repeated.  

 The proposed job level and type of employment, including supervisory or 
fiduciary role, interaction with the public, and prominence of the position.  

 Consistency of the penalty with those imposed upon other employees for 
the same or similar offenses.  

 The degree and type of supervision and oversight the position receives on 
a daily basis. 

 The potential for the applicant's rehabilitation, if known.  

 Mitigating circumstances surrounding the offense.  
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Section 17.  Appointments 
 
In making appointments the applicant possessing the best qualifications for the specific 
position shall be appointed.  Written documentation should accompany decisions for 
appointment.  
 
In filling vacancies in local government, the Department Head shall forward the 
applicant's completed application form to the County Manager with a recommendation 
concerning the classification of the position to be filled, the salary to be paid and the 
reasons for selecting the particular applicant over others. After investigating the 
qualifications and experience of the applicant, the County Manager shall approve or 
reject the appointment and determine the classification and starting salary of the 
employee. 
 
In filling competitive services vacancies, the Director of the Department of Social 
Services shall make appointments following procedures specified by the North Carolina 
State Personnel Commission. 
 
The Sheriff and the Register of Deeds shall make the appointment and the County 
Manager will determine the classification and starting salaries of new employees in 
those departments in accordance with the position classification and pay plan. 
 
By authority of Chapter 153A-103 of the North Carolina General Statutes, the Board 
of Commissioners must approve the appointment by the Sheriff or Register of Deeds of 
a relative by blood or marriage of nearer kinship than first cousin or of a person who has 
been convicted of a crime involving moral turpitude. 
 
Section 18.  Interim Appointments 
 
Employees serving in an interim or acting capacity may receive a pay increase from a 
one (1) percent up to ten (10) percent in base pay or an increase to the minimum rate of 
the new pay range, whichever is higher, as long as the increase is consistent with the 
pay plan, and the new pay rate does not exceed the maximum pay rate established for 
the pay range.  Any increase received by an employee for functioning in an interim or 
acting capacity will cease when the employee no longer functions in that capacity. 
Employees serving in an acting capacity may be compensated up to a maximum of six 
(6) months.   
 
Section 19.  Re-employment 
 
The County does not have a policy prohibiting the rehire of former employees.  Former 
employees may apply for any County positions for which they are qualified.  Rehired 
former employees will be credited with their previous accrued sick leave balance and 
hire date, (provided they are rehired within 90 days) of their most recent separation date 
from the County and provided they have not applied for or withdrawn retirement funds 
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from the State of North Carolina Retirement System.  Rehired former employees will be 
subject to probationary employee status, unless waived by the County Manager. 
 
Section 20.  Notification of Appointments 
 
As soon as an appointment is made, prior to the employee officially beginning work, the 
Department Head shall notify and coordinate with the Human Resources Director 
regarding the appointment.  The Personnel Change Form, the original application for 
employment, test score sheet, when applicable, and any additional supporting test 
documents shall be forwarded to the Human Resources Director immediately.  This will 
also provide an opportunity to schedule the new employee for orientation. 
  
Section 21.  Residency Requirement 
 
All Office/Agency Director level employees of Pasquotank County are required to 
maintain legal residence within Pasquotank County.  A legal residence is defined as a 
permanent home and principal residence, to which, if temporarily absent, you intend to 
return.  New appointments to Office/Agency/Department Director positions, who do not 
reside in the County at the time of employment, shall relocate to the County within one 
(1) year of appointment.  Any exceptions to the residency requirement must be 
approved by the County Manager on an individual basis. 
  
Section 22.  Immigration Law Compliance 
 
Pasquotank County is committed to employing only United States citizens and aliens 
who are authorized to work in the United States, and does not unlawfully discriminate 
on the basis of citizenship or national origin. 

In compliance with the Immigration Reform and Control Act of 1986, each new 
employee, as a condition of employment, must complete the Employment Eligibility 
Verification Form I-9 and present documentation establishing identity and employment 
eligibility.  Former employees who are rehired must also complete the form if they have 
not completed an I-9 with Pasquotank County within the past ninety (90) days, or if their 
previous I-9 is no longer retained or valid. 
 
Section 23.  Preparing for Employee Orientation   
 
In order for the Human Resources Department to ensure timely addition to the payroll, 
the following steps are absolutely essential prior to employee orientation:  
 

1. Department Head must submit a signed and approved Personnel Change Form 
to the Human Resources Department prior to the start date.  This allows time to 
prepare for the number of participants, including pre-made packets.  

 
2. New Hires must attend orientation to complete paperwork prior to being placed 

on payroll.  
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a. Medical Enrollment 
b. 401k Enrollment (Law Enforcement) 
c. Retirement Enrollment 
d. Federal Withholding 
e. State Withholding 
f. Voluntary Benefit Enrollment(s) 
g. I-9 Employment Eligibility Verification 
h. NC New Hire Reporting Form 
i. Direct Deposit Authorization Form 
j. Emergency Contact Information Form 

 
3. New hires must bring to orientation proper identification.  The U.S. Department 

of Homeland Security accepts only certain documents.  Most commonly used are 
Driver’s License and Social Security Card, but you may refer to the back of 
the I-9 form to see what other document  is acceptable.  If proper identification is 
not produced in three days from the date of hire, the employee cannot and will 
not be placed on the County payroll.  Please refer to the I-9 form for 
instructions. 

 
4. Make sure that the new hires have dates of birth and Social Security numbers for 

any beneficiaries and dependents they will wish to designate on their various 
benefit forms.  This is required.  

 
5. New hires will be informed about the ID Badge and any Time Clock procedures. 

 
6. Each employee will receive a new hire packet of all benefits and policies.  

 
Section 24.  Probationary Period of Employment 
 
The probationary period is intended to give new employees the opportunity to 
demonstrate they will be able to satisfactorily perform their jobs and to determine 
whether the new position meets their expectations.  Pasquotank County uses this 
period to evaluate employee capabilities, work habits, and overall performance.  
Throughout any probationary period, the employment remains terminable at will by the 
County or employee. 
 
Pasquotank County requires all employees to serve a probationary period.  When a new 
employee is appointed to a position or when existing employees are promoted, 
transferred, or demoted the probationary period is regarded as an integral part of the 
selection process.  It affords the employee an opportunity to become acquainted with 
the new position and provides the County with a period of time during which the 
employee’s work will be closely evaluated.  
 
All new and rehired employees shall serve a six (6) month probationary period. 
Employees hired under competitive services shall also serve a six (6) month 
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probationary period unless the employee is hired in a position for which that employee 
has already served the probationary period.  An employee serving a probationary period 
following initial appointment may be dismissed at any time during the probationary 
period with no appeal rights (except in the case of alleged discrimination) if found to be 
performing assigned duties unsatisfactorily or exhibiting unacceptable personal conduct, 
or for any other reason considered detrimental to the employment unit or to operations 
of the employing unit. 
 
All regular employees required to work 1,000 or more hours per year, after having 
satisfactorily completed the probationary period will be eligible to participate in the 
retirement system.  All regular employees serving the probationary period shall receive 
the benefits of holidays, sick leave and vacation leave commencing with the date of 
employment. 
 
Any employee that previously worked full-time for twelve (12) continuous months for 
Pasquotank County and left service in good standing, or transferred from the State or 
another county in North Carolina, may qualify for regular status and thereby be eligible 
immediately for entry into the retirement system. 
 
During the probationary period, new employees are eligible for those benefits that are 
required by law, such as workers' compensation insurance and Social Security.  They 
may also be eligible for other County provided benefits, subject to the terms and 
conditions of each benefits program.  
 
During the probationary period, regular conferences will be held with the employee and 
documented in writing.  
 
In the case of competitive services employees, the Director of Social Services will follow 
procedures as specified by the North Carolina Personnel Commission,  
 
The probationary period may be extended beyond the six (6) month period by the 
appointing authority.  Rejection of entry into the retirement system may accompany the 
extended probationary period if determined to be appropriate.  No person shall remain 
on probation for more than one year.  Under no circumstances will the probationary 
period be shortened. 
 
Section 25.  Promotion 
 
Candidates for promotion shall be chosen on the basis of their qualifications and their 
work records - without regard to age, sex, race, color, creed, religion, political affiliation, 
national origin or physical handicap.  Performance appraisals and work records for all 
personnel meeting minimum qualifications for the position shall be carefully examined 
when openings for positions in higher classifications occur.  
 
(a) Vacancies in positions shall be filled as far as practicable by the promotion of 
 employees in the service of the county.  However, consideration should be 
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 given to all qualified applicants who may have been the objects of historical 
 discrimination.  
 
(b) If a current county employee is chosen for promotion, the supervisor shall 

forward the employee's name to the County Manager with recommendations for 
classification and salary and reasons for selecting the employee over other 
applicants.  After considering the supervisor's comments, the County Manager 
shall make the appointment and determine the classification and starting salary. 
In the Sheriff's Department and Register of Deeds office, the respective 
Department Head will forward the employee's name to the County Manager with 
recommendations for classification and salary.  In the case of competitive service 
employees, the Director of Social Services will follow procedures as specified by 
the North Carolina Personnel Commission.  

 
Section 26.  Transfer 
 
If a vacancy occurs and an employee in another department is eligible for a transfer and 
is selected, the Department Head wishing to hire the employee shall request the 
transfer which shall be subject to the approval of the County Manager.  
 
An employee who wishes to accept a voluntary transfer to a position with less complex 
duties and reduced responsibilities with a lower classification/pay grade may request 
such providing that a vacancy exists for the position for which the request is being 
made.  Such a voluntary demotion is not a disciplinary action and is made without using 
the procedures in in the Appeals process.  
 
In the case of competitive services transfers, the Director of Social Services shall follow 
procedures as specified by the North Carolina Personnel Commission.  
 
Any employee who has successfully completed a probationary period may be 
transferred to the same or similar class in a different department without serving another 
probationary period.  
 
Section 27.  Requested Demotion 
 
Any employee who wished to accept a position with less complex duties and 
responsibilities may be demoted for reasons other than unsatisfactory performance of 
duties or failure in personal conduct.  Such a demotion is subject to the approval of the 
appointing authority who will determine classification and salary with approval of the 
County Manager or in the case of competitive services employees, according to 
provisions of the North Carolina Personnel Commission. 
 
Section 28.  Demotion/Reassignment 
 
A demotion is an adverse personnel action resulting in a change in employment to a 
lower grade and/or pay rate.  Generally, a demotion is a result of disciplinary action due 
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to unacceptable personal conduct, unacceptable job performance, or grossly inefficient 
job performance. 
 
An employee whose work is unsatisfactory may be demoted provided that the employee 
shows promise of becoming a satisfactory employee in another position. If such a 
demotion is to be made, pay and classification shall be affected accordingly, to no less 
than the minimum of the new pay grade. The employee shall be provided with written 
notice citing the recommended effective date of the demotion, the reasons for the 
demotion, and the appeal rights available to the employee.  
 
If such a demotion is to be made for non-disciplinary reasons such as reorganization 
and changing County needs, it shall be termed “reassignment” and pay and 
classification may or may not be affected as determined by the Department Head and 
County Manager.  The employee shall, in such a case, be provided with written notice 
citing the recommended effective date of the reassignment and the reasons and details 
involved.  
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ARTICLE III.  CLASSIFICATION PLAN 
 

Section 1.  Adoption 
 
The position classification plan is hereby adopted as the position classification plan for 
the county. 
 
Section 2.  Allocation of Positions 
 
The County Manager shall allocate each position covered by the classification plan to its 
appropriate class in the plan. 
 
Section 3.  Administration of the Position Classification Plan 
 
The County Manager shall be responsible for the administration of the position 
classification plan so that it will accurately reflect the duties performed by employees in 
the classes to which their positions are allocated. Department heads shall be 
responsible for bringing to the attention of the County Manager (1) the need for new 
positions, and (2) material changes in the nature of duties, responsibilities, working 
conditions, or other factors affecting the classifications of any existing positions. 
 
New positions shall be established only with the approval of the Board of 
Commissioners after which the County Manager shall either (1) allocate the new 
position to the appropriate class within the existing classification plan, or (2) recommend 
that the Board of Commissioners amend the position classification plan to establish a 
new class to which the new position may be allocated. 
 
When the County Manager finds that a substantial change has occurred in the nature or 
level of duties and responsibilities of an existing position, the County Manager shall (1) 
direct that the existing class specification be revised, (2) reallocate the position to the 
appropriate class within the existing classification plan, or (3) recommend that the Board 
of Commissioners amend the position classification plan to establish a new class to 
which the position may be allocated. 
 
Section 4.  Amendment of Position Classification Plan 
 
Classes of positions shall be added to and deleted from the position classification plan 
by the Board of Commissioners based on the recommendation of the County Manager. 
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ARTICLE IV.  THE PAY PLAN 
 

Section 1.  Adoption 
 
The schedule of salary ranges and class titles assigned to salary ranges is hereby 
adopted by the Board of Commissioners as the pay plan for the county. 
 
Section 2.  Maintenance of the Pay Plan 
 
The pay plan is intended to provide equitable compensation for all positions, reflecting 
differences in duties and responsibilities, the comparable rates of pay for positions in 
private and public employment in the area, changes in the cost of living, the financial 
conditions of the county, and other factors.  
 
To ensure competitiveness of salary ranges in the Pay Plan, the County Manager shall 
recommend to the Board of Commissioners any increases, reductions or amendments 
to the Pay Plan as may be deemed necessary.  Based upon the recommendations of 
the County Manager and the general financial condition of the County, the Board of 
Commissioners may authorize changes to the salary ranges of salary grades in the Pay 
Plan.  The adoption of the annual budget by the Board of Commissioners, together with 
any authorized amendments and appropriations, shall constitute the approval of the Pay 
Plan. 
 
The Human Resources Director, as directed by the County Manager, is responsible for 
maintaining the classification plan to ensure that it accurately reflects the duties 
performed by employees in the job classes to which their positions are assigned.  
Department directors are responsible for providing the Director of Human Resources 
with documentation of substantive changes in the nature of duties, responsibilities, 
working conditions or other factors that could affect the classification of any existing 
position under their supervision.   
 
When the Human Resources Director determines through job audit and/or job 
evaluation that substantial change has occurred in the nature or level of duties and 
responsibilities of an existing position, a recommendation is prepared for the County 
Manager to revise or reassign the existing position to the appropriate job class within 
the existing classification plan, to amend the classification plan by establishing a new 
job class to which the position may be assigned, or to take other action as needed. 
 
The Human Resources Director will maintain all official class and job descriptions for all 
County positions and position descriptions for all positions subject to the State 
Personnel Act.  Positions subject to the State Personnel Act are classified by the Office 
of State Personnel or a delegated authority as authorized by the Office of State 
Personnel.  
 
The Human Resources Director will maintain a record of all budgeted and authorized 
positions. 
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Action taken relative to the compensation of elected officials, county manager, and 
County Attorney will be the responsibility of the Board of County Commissioners. 
 
Section 3.  Use of Salary Ranges 
 
Salary ranges are intended to permit the recognition of individual performance. The 
following general provisions shall govern the granting of within-range pay increments: 
 
(a) The minimum rate established for the class is the normal hiring rate, except in 
those cases where unusual circumstances appear to warrant appointment at a higher 
rate.  Appointment above the minimum step may be made on the recommendation of 
the Department Head with the approval of the County Manager and Board of 
Commissioners when deemed necessary and in the best interest of the county.  Above-
the-minimum appointments will be based on such factors as the qualifications of the 
applicant being higher than the minimum education and training for the class, a 
shortage of qualified applicants available at the minimum step, and the refusal of 
qualified applicants to accept employment at the minimum step.  Employees appointed 
at the hiring rate shall receive a one (1) step increase upon satisfactory completion of 
the probationary period. This increase shall be effective on the date that the 
probationary period is completed.  Part-time employees who are hired in a full-time 
status may be hired at their same pay step with the approval of the County Manager. 
 
(b) Pay steps above the minimum rate are reserved to reward employees for 
meritorious service.  During the month of April each year, the Department Heads shall 
prepare a written evaluation of each full and part-time employee under his control.  This 
evaluation shall become a permanent part of the employee's file and shall be used by 
the Board of Commissioners for purposes of determining merit increments and for other 
purposes as the Board shall deem appropriate. 
 
Section 4.  Payment at a Listed Rate 
 
All employees covered by the Salary Plan shall be paid at a listed rate within the salary 
ranges established for their respective job classes except for employees in a trainee 
status, or employees whose present salaries are above the established maximum rate 
following transition to a new pay plan. 
 
Section 5.  Salary of Trainee 
 
An applicant hired or an employee promoted to a position in a higher class, who does 
not meet all the established requirements of the position, may be appointed at a rate in 
the pay plan below the minimum established for the position.  An employee will remain 
on the trainee step until the Department Head certifies that the trainee is qualified to 
assume the full responsibilities of the position and the County Manager approves the 
certification. The Department Head shall review frequently the progress of each 
employee in a trainee status every six (6) months or more frequently as necessary to 
determine when the trainee is qualified to assume the full responsibilities of the position.  
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Employees subject to the State Personnel Act will be designated as "trainees" in 
accordance with rules and regulations established and approved by the Office of State 
Personnel. 
 
In the Social Services Department, a trainee may be hired in the area of social work 
only.  This would be a position "working against" a higher position.  The individual would 
be required to work one (1) full year before becoming eligible for the higher position. 
 
Exception above Maximum 
 
If an employee's salary is at or above the maximum rate of the salary range for their 
position, they are not eligible for additional salary increases until: 1) the position is 
reclassified to a higher salary range, 2) the employee is promoted to another position 
with a higher salary range, or 3) the salary range for their present position is reclassified 
or increased. 
 
Section 6.  Pay Rates in Promotion, Demotion, Transfer and Reclassification 
 
When an employee is promoted, demoted, transferred, or reclassified, the rate of pay 
for the new position shall be established in accordance with the following rules:  
 
(a) An employee who is promoted shall receive a one-step pay increase or an 
increase to the minimum step of the new pay range, whichever is higher. 
 
Candidates for promotions must have already served and satisfactorily met all 
requirements of a six (6) months probationary period with the County, and be classified 
as a Regular Full-Time employee.  Consideration for promotions will be given to County 
employees first based on their experience and qualifications.  If a current employee is 
chosen for the promotion, the Department Head shall forward the request to the County 
Manager with recommendations for classification and salary.  An employee approved 
for the promotion by the County Manager will be placed in that position at the beginning 
of a specified pay period.  If an employee’s current salary is already at or above the new 
minimum salary rate, his/her current salary shall be adjusted upward or left unchanged 
at the discretion of the County Manager.  
 
(b) An employee who is demoted shall have his salary left the same or reduced to 
any step in the lower range. 
 
Demotion  
 
If an employee is demoted as a result of a reclassification or involuntary transfer, other 
than for disciplinary reasons, and the employee's current salary is above the maximum 
rate of the salary range for the lower class, the employee's salary will remained 
unchanged. 
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If an employee is demoted for disciplinary reasons, the employee's salary will be 
reduced to any step in the lower salary grade so long as the reduced salary does not fall 
below the minimum salary of the new position's salary range. 
 
Transfer 
 
An employee transferring from a position in one class to a position in another class 
assigned to the same pay range shall continue to receive the same salary.  
 
If a vacancy occurs and an eligible employee who has successfully completed a 
probationary period wishes consideration to transfer to another department or position 
he/she must complete an application during the recruitment period. If a current 
employee is chosen, the Department Head will again forward the recommendation and 
request to the County Manager.  An employee who is approved for a lateral transfer by 
the County Manager in the same salary grade shall be given his/her same current 
salary in that classification. Lateral transfers will not be eligible for a 1-step salary 
increase at the end of six (6) months.  An employee that wishes to accept and transfer 
to a lower position and salary grade will be recommended and the request forwarded to 
the County Manager by the Department Head.  The request shall be subject to approval 
from the County Manager, with exception of positions within the Sheriff’s Office and 
Register of Deeds.  The employee’s current salary shall be reviewed and adjusted at 
the discretion of the County Manager.  Transfers to lower grades will not be eligible for a 
1-step salary increase at the end of six (6) months. 
 
Any employee who has successfully completed a probationary period transferring to any 
other position will not serve another probationary period.  Any employee, who has 
successfully completed the six (6) months probationary period, with exception to the 
Sheriff’s Office and Register of Deeds, and is classified as a Regular Full-Time 
employee, may appeal an unrequested transfer in accordance with the grievance 
procedure as stated in the County Personnel Policy. 
 
An employee whose position is reclassified to a class having a higher salary range shall 
receive a one-step increase or an increase to the minimum step of the new pay range, 
whichever is higher.  If his position is reclassified to a lower pay range and the 
employee is receiving a salary above the maximum step established for the new class, 
the salary of the employee shall be maintained at that level until such time as the 
employee's pay range is increased above the employee's current salary. 
 
Reclassification  
 
When a class of positions is assigned to a higher salary range, employees in that class 
may receive a pay increase of one step or an increase to the minimum step of the new 
range whichever is higher.  If the employee's current salary is already above the new 
salary grade minimum, the employee's salary may be increased or left unchanged, 
subject to available funds and the discretion of the County Manager.  In no instance, will 
the employee's new adjusted salary exceed the maximum of the newly assigned salary 
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grade.  If the classification of positions is reallocated to a lower salary grade and the 
employee's salary is above the maximum rate established for the new salary grade, the 
salary of the employee shall remain unchanged until such time as the position's salary 
grade maximum is increased above the employee's salary. 

 

Section 7.  Salary Increase Refusal 

 
Pasquotank County desires to ensure that an employee refusing an awarded salary 
increase is aware of the impacts of declining the increase by documenting the decision 
and ensuring that it is a conscious decision on the employee’s part. 
 
The County recognizes that some employees may have personal reasons for declining 
a salary increase such as to maintain salary below the threshold to continue 
qualification for other forms of compensation or benefits coverage not offered by the 
County.  This might include retirement pensions, Medicare/Medicaid, Social Security 
income, etc.  This most typically occurs in situations where a part time employee wishes 
to maintain his salary below a certain threshold.  While this issue occurs relatively 
infrequently, the County wants to 1) ensure that this is a conscious decision on the 
employee’s part, and 2) document this decision for the employee’s official employment 
record. 
 

Rules 

1. An employee may accept or decline a salary increase.  
2. A declined salary increase will not be awarded at a future date nor considered or 

accounted for in future salary increases.  
3. The employee, the employee’s supervisor and a witness must all sign the salary 

increase refusal letter.  The letter may not be amended in any way.  
4. The witness must see both the supervisor and the employee sign the letter.  
5. The original signed letter must be sent to the Human Resources Department for 

inclusion in the employee’s official employment record.  

Procedures 

1. If an employee informs his supervisor during a performance evaluation that he 
wishes to decline a salary increase offer, the supervisor should inform the 
employee of the implications as discussed under Rules 2 and 3 above.  

2. If the employee, after having the implications explained, still wishes to decline the 
salary increase, the supervisor should have the employee complete and sign the 
salary refusal letter.  

3. The employee and the employee’s supervisor must sign the letter. 

4. A witness who has seen both the employee and the supervisor sign the letter 
must sign the letter.  It is not necessary for the witness to know the contents of 
the document or participate in the discussion leading to it but to verify that both 
parties signed the document. 
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5. After the letter has been completed and signed, the supervisor forwards the 
original, signed letter to the Human Resources Department for inclusion in the 
employee’s official employment record. 

  
Section 8.  Pay Rates in Salary Range Revisions. 
 
When the Board of Commissioners approves a change in salary range for a class of 
positions, the salaries of employees whose positions are allocated to that class shall be 
affected as follows:  
 
(a) When a class of positions is assigned to a higher pay range, employees in that 
class shall receive a one-step pay increase or an increase to the minimum step of the 
new range, whichever is higher.  
 
(b) When a class of positions is assigned to a lower pay range, the salaries of 
employees in that class will remain unchanged.  If this assignment to a lower pay range 
results in an employee being paid at a rate above the maximum step established for the 
new class, the salary of the employee shall be maintained at that level until such time as 
the employee's pay range is increased above the employee's current salary. 
 
Section 9.  Performance Increases  
 
Pasquotank County shall administer a performance evaluation program for the purpose 
of measuring the efficiency of employees and approving pay increases.  Performance 
evaluation programs shall measure as objectively as possible both quantity and quality 
of work.  Other factors may be included to determine the manner in which this service is 
rendered and the observance of regulations and procedures properly governing the 
performance of the duties of a position.  
 

1. An employee’s first evaluation shall be completed prior to the six (6) month 
probationary period, unless the employee is removed or reduced in which case 
the final evaluation will be made at that time.  

2. Annual evaluations for employees shall take place in April of each year. 
3. Each employee shall be evaluated by his/her immediate supervisor and/or the 

Appointing Authority.  
4. Forms for performance evaluation will be made available to all county 

Departments Heads.  
5. After the performance evaluation is completed by the supervisor it shall be 

reviewed with the employee being evaluated.  
6. The employee may add comments to the evaluation and shall be asked to sign it. 

The employee's signature is only proof that he has reviewed the evaluation.  A 
signature does not mean the employee has approved or agrees with the 
evaluation.  If an employee refuses to sign the performance evaluation, this 
refusal shall be witnessed by another supervisor who shall record such refusal 
and shall initial or sign the performance evaluation. 
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Section 10.  Pay for Part-Time Work 
 
The pay plan established by this policy is for full-time service.  An employee appointed 
for less than full-time service will be paid a pro-rated amount determined by converting 
the established salary for this position to an hourly rate. 
 
Section 11.  Overtime 
 
“Overtime” means that work performed by an employee which exceeds the number of 
hours set forth in Article V; Section 1 as constituting the established work week for the 
employee's position.  Sick leave, annual leave, holidays taken during a work week, and 
other time not actually worked by the employee shall not count as hours worked.  
 
Overtime opportunities will be distributed as equally as practicable among employees in 
the same job class, department and shift regardless of age, sex, race, color, creed, 
religion, national origin, political affiliation, or physical handicap. 
 
Employees required to work overtime will be compensated with overtime pay at the rate 
of one and one-half times the overtime hours worked provided that: 
 

(a) The work is of an unusual, unscheduled, or emergency nature and is 
directed by the Department Head or the authorized representative of the 
Department Head; 
 
(b) The position is not classified as an exempt position, administrative, 
professional or managerial under the provisions of the Fair Labor Standards 

Act; and 
 
(c)  The employee actually works over 40 hours in that work week (or, for 
public safety employees over 171 hours in a 28 day cycle) with the authorization 
and knowledge of their supervisor. 
 

Department Heads are encouraged to grant time off during the work week as necessary 
whenever possible to minimize any paid overtime. 

 
Employees are prohibited from working overtime except when expressly authorized by 
their supervisor.  Employees who violate this are subject to disciplinary action. 

 

The County has the right to adjust work schedules to reduce overtime situations and 
stay within the budget constraints.  
 
Compensatory Time  
 
Only employees in competitive service positions under the State Personnel Act are 
eligible to receive compensatory time.  Compensatory time may be granted in lieu of 
overtime pay if requested by the employee and approved by the Director of their 
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designee in advance. Non-exempt employees will be credited with compensatory time 
at the rate of one and half (1½) times the “amount of hours worked” over their 
respective overtime thresholds.  Sick leave, annual leave, holidays, or any other time off 
in a work period will not count toward computing compensatory time.  In no event may 
an employee accumulate over 480 hours of compensatory time.  
 
Upon separation from County service, a non-exempt employee shall be paid for any 
accumulated compensatory time at the employee’s current rate of pay in the last payroll. 
 
Employees may request and use compensatory leave time off in the same manner as 
other leave requests.  However, compensatory time must be exhausted before any other 
type of paid leave can be used.  Employees will be permitted to use such time off within 
a “reasonable period” if use of the compensatory time off does not “unduly disrupt” the 
operations of the department.  Department Heads will be responsible for administering 
the compensatory policy by allowing employees to take accrued compensatory time in a 
timely manner so that compensatory time will not accrue to excessive levels.  The 
Department Head shall require and employee to use compensatory time for any 
absence.  All compensatory time shall be marked as such on official timesheets, both 
when it is earned and when it is taken.  The employee will be responsible for providing an 
accurate accounting of compensatory time earned and taken, and the Department Head, 
or their designee, will sign off on all timesheets with compensatory time entries.   
 
Section 12.  Longevity Pay 
 
A program of Longevity Pay is provided to recognize and reward the length of service of 
full-time county employee’s. These payments will be a lump-sum amount annually on 
the next paycheck immediately following the employee’s anniversary date with the 
county.   
 
Section 13.  Payroll Deductions and Procedures 
 
Only payroll deductions specifically mandated or authorized by Federal or State Law or 
authorized by the Board of Commissioners may be deducted at each pay period from 
each employee's pay, unless the employee has expressly authorized in writing other 
deductions. 
 
All employees shall be compensated on the 15th and 30th of each month.  Should a 
regular payday occur on a holiday, employees may be paid on an earlier day in the 
week. 
 
Wage Garnishment  
 

The Pasquotank County Finance Office will appropriately acknowledge all wage 
garnishments from other governments – local, state and federal.  In addition, it is 
required that each County employee pay his or her County property tax in a timely 
fashion.  Failure to do so will be considered a violation of these policy provisions and 
the property tax due will be subject to garnishment and fees from the employee’s pay. 
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Section 14.  Effective Date of Salary Adjustments 
 
Salary adjustments shall become effective at the first day of the next payroll period. 
 
Section 15. Travel Expenses 
 
Refer to travel policy approved by County Commissioners. 
 
Section 16.  Weekend, Holiday and Incentive Pay for Certain Employees in the 
Water Department 
 
The Water Superintendent and Assistant Water Superintendent shall receive additional 
compensation for operating the water plant on weekends.  The additional compensation 
shall be determined annually by the Board of Commissioners. The Water 
Superintendent and Assistant Water Superintendent shall receive one-half of the rates 
paid during normal weekend duty for work they performed on any day observed as paid 
holidays by the county.  
 
Water Department Plant Operators at the Reverse Osmosis Plant will receive incentive 
pay in the event there is a holiday during the work week and the plant operator is 
required to work time beyond the normal work week in addition to their other regular 
hours for that week.  The incentive pay shall be paid at one and one-half times the 
hours worked beyond the normal work week schedule.  (For example, if the work week 
includes an eight (8) hour holiday and the plant operator is required to work a ten (10) 
hour shift on a Saturday the plant operator is entitled to ten (10) hours of incentive pay. 
This incentive pay is not applicable if the plant operator uses vacation or sick leave 
during the work week, or otherwise does not work some of their regularly scheduled 
hours that week beyond those hours given for the holiday). 

Section 17.  On-Call Pay – Non Exempt Employees Only 

Pasquotank County provides compensation for an employee who must remain available 
to be called back to work on short notice if the need arises. (If an employee must remain 
on the property or so near that time cannot be used freely, it is not considered on-call 
time but is recorded as work time.)  The Board of Commissioners will determine the rate 
of compensation for on-call pay. 

Section 18.  Cost-of-living (COLA) Increase: 
 

The Board of Commissioners may grant any employee a cost-of-living adjustment 
based on the recommendation of the County Manager and funds availability.  Such 
adjustments will not usually become effective until the beginning of the following fiscal 
year. 
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Section 19.  Furlough 
 

When necessary due to a budgetary shortfall or when there are insufficient funds to 
meet payroll, the Board of Commissioners on the recommendation of the County 
Manager has the authority to place employees in a leave without pay status. 

Section 20.  Inclement Weather 

Non-exempt employees who are required to work during an inclement weather event 
when county departments are closed will receive their regular pay and will also be 
credited vacation leave on an hour for hour basis for the number of hours worked during 
the event.  If they are physically on the job for more than 40 hours in a work week they 
will be paid at one and one-half times their hourly rate for any hours actually worked 
over 40 in the work week in which the inclement weather closure occurs.  Law 
enforcement personnel must receive overtime after physically working more than 171 
hours during a 28-day work period.    
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ARTICLE V.  CONDITIONS OF EMPLOYMENT 
 
Section 1.  Workweek 
 
The standard workweek runs from 12:01 AM Monday until 12:00 midnight Sunday.  
Full-time non-exempt employees normally work five (5) eight (8) hour days per 
workweek   and are subject to the overtime provisions set forth in Article V Section 11 
and the Fair Labor Standards Act.  
 
Emergency Medical Services (EMS) workweek: 
 

• The workweek for full-time Emergency Medical Service (EMS) 8 hour, 12  hour 
employees falls between 4:00 AM Sunday at 3:59 AM the following Sunday. 
 

• The workweek for Emergency Medical Service (EMS) 24 hour and part time 
employees falls between 4:00 AM Monday and 3:59 AM the following Monday. 
 

Central Communications (911) workweek: 
 

• The normal workday for full time Central Communications employees is 12 
hours starting at 7:00 AM and ending at 7:00 PM. 
 

• The workweek for full time Central Communications employees starts at 7:00 
AM Sunday and ends at 6:59 AM the following Sunday. 
 

Law Enforcement Officers work period: 
 

• Law enforcement officers must work 171 hours in a designated 28 day work 
period before becoming subject to overtime provisions. 

 
Employees in administrative, professional or managerial positions that are exempt from 
the overtime requirements of the Fair Labor Standards Act (“exempt employees”) shall 
work the number of hours necessary to assure the satisfactory performance of their 
duties.  
 
When the activities of a particular department require some other schedule to meet 
work needs, the County Manager may authorize a deviation from the normal schedule. 
 
Section 2.  Timesheets 
 
All employees are required to submit Monthly time sheets to the Human Resources 
Office.  Time sheets must accurately reflect the hours actually worked and any leave 
taken, and be signed by both the employee and supervisor before submitting to the HR 
Office.  Time sheets must be turned in by the 3rd working day of each month for the 
previous month. 
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Mandatory electronic payroll deposit is required for all County employees.  It is the 
responsibility of the employee to properly complete and submit their time sheet to the 
Department Head. 
 
Section 3.  Exit Interview 
 
When an employee resigns or is otherwise voluntarily terminated, the employee is 
required to make an appointment with the Human Resources Office to complete an Exit 
Interview prior to receiving a final paycheck.  The employee must return all County 
equipment (pager, phone, radio, ID badge, uniforms, etc.) prior to receiving his/her final 
paycheck.  
 

A. The exit interview is an opportunity for the employee to offer constructive 
criticism and insights to the department or designee regarding the operation of 
the County.  

  
B. The Human Resources Director or designee shall:  

 
1. Attempt to discover any previously unknown causes of the termination, the 

knowledge of which could prevent the recurrence of such action in the future.  
  

2. Learn of any grievances or specific problems so that Human Resources can 
investigate possible solutions.  
 

3. Determine what final compensation and benefits the terminated employee is 
scheduled to receive.  
 

4. Verify the employee's correct address for mailing Internal Revenue Service 
Form W-2.  
 

5. Terminate all employee benefits. 
 

6. Ensure that any and all County property, including equipment, uniforms, 
weather-related gear, tools, etc. is returned to the County prior to the release 
of the final paycheck.  Any costs for damaged or missing equipment will be 
deducted from the employee’s final paycheck as reimbursement to the 
County. 

 
Section 4.  Gifts and Favors 
 
(a)  No official or employee of the county shall accept any gift, whether in the form of 
service, loan, thing or promise from any person who to the employee's knowledge is 
interested directly or indirectly in any manner whatsoever in business dealings with the 
county.  
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(b) No official or employee shall accept any gift, favor or thing of value that may tend 
to influence that employee in the discharge of duties.  
 
(c)  No official or employee shall grant in the discharge of duties any improper favor, 
service, or thing of value. 
 
Section 5.  Political Activity Restricted 
 
Each employee has a civic responsibility to support good government by every available 
means and in every appropriate manner.  Each employee may join or affiliate with civic 
organizations of a partisan or political nature, may attend political meetings, may 
advocate and support 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 of America.  However, 
no employee shall (1) engage in any political or partisan activity while on duty or during 
their regular work schedule even when off duty; (2) use official authority or influence for 
the purpose of interfering with or affecting the result of an election or a nomination for 
office; (3) be required as a duty of employment or as a condition for employment, 
promotion, or tenure of office to contribute funds for political or partisan purposes by 
another employee of the county; or (4) use any supplies or equipment of the county for 
political or partisan purposes. 
 
Competitive service employees and employees in certain federally-aided programs are 
subject to the Hatch Act as amended in 1975.  This Federal act, in addition to 
prohibiting (2), (3), and (4) above, also prohibits candidacy for elective office in a 
partisan election. 
 

 Active employees may run for office; but if elected to the County Commission, the 
employee would have to resign his/her position before taking office. 

 Some employees of independent boards funded by the County Commission may 
have a conflict with election to the County Commission.  

Any violation of this section shall subject such employee to dismissal or other 
disciplinary action. 
 
This section does not apply to sworn law enforcement officers employed by the Sheriff’s 
Department. 
 
Section 6.  Outside Employment 
 
A.  The work of the County takes priority over other employment interests of employees. 
As such, Pasquotank County employees are required to provide advance written 
notification to their Department Head and HR Director, or corresponding appointing 
authority, of their desire to engage in, or intent to engage in, any external employment. 
All requests for employment outside of the normal work schedule of an employee must 
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be approved in advance by their Department Head, and submitted to the HR Director. 
Outside employment by Department Heads must be approved by the County Manager. 
 
B. Engaging in outside employment without prior approval from the County will be 
deemed improper conduct and subject the employee to disciplinary action, up to and 
including dismissal.  Adherence to this policy, as set forth herein, is a condition of 
employment.  Failure to comply with this policy shall result in disciplinary action, up to 
and including termination. 
 
Section 7.  Nepotism Limitation of Employment of Relatives 
 
The employment of close relatives within the same department is to be avoided unless 
significant recruitment difficulties exist and the hiring is approved by the County 
Manager. 
 

(a) Immediate family is defined for the purpose of this section as spouse, 
mother, father, guardian, children, sister, brother, grandparents, grandchildren 
plus the various combinations of half, step, in-law, and adopted relationships that 
can be derived  from those named.  
 
(b) No two members of an immediate family shall be employed within the 
same department if such employment will result in one supervising a member of 
his or her immediate family, or where one member occupies a position that has 
influence over the other’s employment, promotion, salary administration and 
other related management or personnel considerations. 
 
(c) This policy shall not be retroactive, and no action will be taken concerning 
those members of the same family employed in conflict with (a) above prior to the 
adoption of this policy. 
 
(d) The Board of Commissioners shall approve the appointment by the Sheriff 
or the Register of Deeds of a relative by blood or marriage of nearer kinship than 
first cousin as required by Chapter 153A-103 (1) of the North Carolina General 
Statutes.  

 
Section 8.  Sexual and Other Unlawful Harassment 
 
A.  The County has a zero tolerance policy against any form of discrimination and 
unlawful harassment.  Actions, words, jokes or comments based on an individual’s sex, 
race, ethnicity, age, religion or any other legal protected characteristic will not be 
tolerated. 
 
       “Harassment” is verbal, physical, visual or written conduct that denigrates, 
ridicules, shows hostility or aversion toward an individual due to their age, gender, 
sexual orientation, race, color, religion, national origin, marital status, disability, or 
political affiliation with the purpose or effect of creating an intimidating, hostile, or 
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offensive work environment or interfering with an individual's work performance or 
otherwise adversely affects an individual's employment opportunities. Harassing 
conduct includes, but is not limited to epithets, slurs, negative stereotyping, or 
threatening, intimidating, or hostile acts toward another based upon race, sex, age, 
color, religion, national origin, disability or political affiliations.  
 
B.  Sexual harassment includes but is not limited to unwelcome sexual advances, 
requests for sexual favors, sexual discussions or comments and other verbal or physical 
conduct of a sexual nature when:   
 
 1. submission to the conduct is made, either explicitly or implicitly, a term or 
condition of an individual’s employment;  
 
 2. submission to or rejection of such conduct is used as the basis for 
employment decisions affecting such individual; or 
 
 3. such conduct has the purpose or effect of unreasonably interfering with an 
employee’s work or performance or creating an intimidating, hostile or offensive 
environment. 
 
 Examples of sexual harassment include, but are not limited to deliberate, 
unwelcome touching; suggestions or demands for sexual involvement accompanied by 
implied or overt promises of preferential treatment or threats; pressure for sexual 
activity; continued or repeated offensive sexual flirtations, advances or propositions;  
continued or repeated verbal remarks about an individual’s body, physical 
characteristics; or sexuality; sexually degrading words used towards an individual or to 
describe an individual; or the display in the workplace of sexually suggestive objects or 
pictures.  Sexual harassment does not include personal compliments welcomed by the 
recipient or social interactions or relations freely entered into by employees or 
prospective employees. 
 
C.   Any other act of harassment as defined in this policy that is demeaning to 
another person or group of persons, undermines the integrity of the employment 
relationship, or creates a hostile or offensive working environment is strictly prohibited.   
 
D.   Any employee who feels they have experienced or witnessed an incident of 
sexual or other unlawful harassment must promptly report the matter (preferably in 
writing) to his or her supervisor.  If the supervisor is unavailable or the employee 
believes it would be inappropriate to contact that person, the employee should 
immediately contact the County Human Resources Director.  If the employee believes it 
would be inappropriate to contact the County Human Resources Director, then the 
employee should contact the County Manager. 
 

Supervisors and Managers who receive a sexual harassment complaint are to 
contact the Human Resources Director immediately.  All complaints will be investigated 
promptly, impartially and discreetly, and upon completion of the investigation the 
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appropriate County parties will be notified immediately of the findings. Any 
employee/manager who has been found to have unlawfully harassed an employee will 
be subject to appropriate corrective and disciplinary action, up to and including 
termination. The County will take reasonable and necessary steps to correct, prohibit or 
remedy the harassment or discrimination and to protect the complaining employee 
against further harassment or discrimination.  No employee will suffer retaliation for 
reporting in good faith instances of unlawful harassment including sexual harassment. 
 
 Any employee engaging in conduct prohibited by this policy will be subject to 
disciplinary action, up to and including termination. 
 
E.  Claims of harassment may arise out of a consensual or romantic relationship 
between employees.  As such, the County discourages such relationships between 
coworkers.  (See Employee Anti-Fraternization Policy Article VI Section 11)  Moreover, 
if coworkers are in a direct or indirect supervisory-subordinate relationship, a romantic 
involvement can undermine the Supervisor's credibility and create impressions of 
unfairness or favoritism among other employees.  While any such relationship may be 
voluntary and consensual, one of the parties may later claim that certain actions were 
unwelcome, particularly if the relationship should later end.  The County expects a 
manager or supervisor will not establish or maintain a romantic relationship with an 
employee that is in their sphere of supervisory responsibility, either directly or indirectly. 
An employee who wishes to establish or pursue a romantic relationship with another 
employee and also have a supervisory or subordinate relationship must inform their 
Department Head.  Upon such notification, the County will attempt to reassign one or 
both of the employees to mitigate a potential conflict of interest.  Employees are 
expected to act responsibly and maintain a professional working environment free of 
discrimination or harassment allowing each employee to perform to their maximum 
potential.  The County encourages employees to bring forth questions they may have 
regarding this type of discrimination to the Human Resources Director. 
 

F.   Any employee who believes they may have been the object or subject of unlawful 
harassment may pursue four alternative complaint procedures.  
 
The following alternatives shall apply: 
 

1. First Step.  Whenever possible the first action of the employee should be to 
tell the person who is offending him/her that the behavior is offensive and should 
stop. (Since offensive behavior often is not intended as unlawful harassment, 
informing the individual that their behavior is offensive, and instructing them to 
stop, often resolves the problem). If the offensive behavior does not stop, the 
employee should go to Step 2. 
 
2. Second Step.  The employee should notify their immediate supervisor of the 
situation.  The immediate supervisor must immediately report the matter to the 
Human Resources Director and in consultation with the Human Resources 
Director investigate the matter and take corrective action.  Supervisors and 
Department Heads who receive any unlawful harassment complaint are to 
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contact the Human Resources Director immediately.  The Human Resources 
Director in consultation with the County Manager may retain an outside third 
party, Consultant or attorney, to conduct the investigation to avoid allegations of 
bias.  
 
3. Second Step Alternative.  If the complaint of harassment is against the 
immediate supervisor, the employee should report the situation to their 
Department Head and the Human Resources Director.  The Department Director 
must immediately contact the Human Resources Director to discuss appropriate 
action to investigate the allegation.  The Human Resources Director is 
responsible for conducting an investigation of the matter.  The Human Resources 
Director in consultation with the County Manager may retain an outside third 
party, consultant or attorney, to conduct the investigation to avoid allegations of 
bias.  Pending the findings of the investigation, the Human Resources Director 
shall recommend corrective action and/or action to the County Manager and 
Department Director.  If the allegation is against the Department Director, the 
employee should follow Number 4. 
 
4. At any point in the process, the employee may report the situation to the 
Human Resources Director who shall assume immediate responsibility for 
investigating the situation and recommending appropriate corrective action to the 
County Manager. 

 
G.  If an allegation of harassment is against the County Manager, the County 
Attorney, or an elected official, the complaint should be filed with the Chairman of the 
Board of County Commissioners.  The Chairman of the Board will personally investigate 
the complaint or designate a representative to conduct the investigation and advise the 
employee and Board of County Commissioners of the outcome of the investigation. 
 
H.  Reports of unlawful harassment made in bad faith shall be subject to disciplinary 
action. 
 
I.   This Unlawful Harassment Policy applies to all officials and employees of 
Pasquotank County, including, but not limited to: full and part-time employees, elected 
officials, permanent and temporary employees, employees covered or exempted from 
personnel rules or regulations, and employees working under contract for the County. 
This Policy will be distributed to all employees of the County.  Every employee will be 
required to acknowledge his or her receipt of this policy in writing.  A copy of that 
acknowledgment shall be kept in the permanent personnel file.  Department Heads and 
supervisors shall also be responsible for insuring that all employees under their 
direction are familiar with this Policy. 
 
J.   Employees are obligated to report instances of unlawful harassment, even if they 
are not the victim.  Failure to report such experienced or observed behavior may result 
in disciplinary action.  Employees must also cooperate in every investigation of unlawful 
harassment, including, but not limited to: coming forward with evidence, whether 
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favorable or unfavorable to a person accused of harassment; and fully and truthfully 
answering questions during the course of an investigation.  Withholding information or 
assertions of “I don’t want to get involved” or similar statements will not be tolerated and 
may result in disciplinary actions. 
 
K.  All employees shall maintain confidentiality regarding an allegation and/or 
investigation of unlawful harassment and shall not discuss the allegation or details of 
the investigation with other employees or other persons.  Unlawful harassment 
allegations and investigations are confidential personnel matters and information about 
such shall not be shared with anyone other than those conducting the investigation.  All 
records placed in the personnel file are protected by the guidelines established in 
Section 153A-98 of the General Statutes of North Carolina. 
 
Section 9.  Workplace Violence 
 
A.  It is the intent of Pasquotank County Government to provide a safe and healthy 
workplace for County employees that is free from violence.  “Workplace violence” 
includes, but is not limited to, intimidation, threats, physical attack, domestic violence or 
property damage, and includes acts of violence committed by County employees, 
contractors, clients, customers, relatives, acquaintances, or strangers against County 
employees in the workplace. 
 
B.  To promote a healthy, safe and violence free workplace, the County will establish 
preventative security measures, alternative work schedules, hold perpetrators of 
violence accountable, and provide supportive assistance including the law enforcement, 
and applicable policies and procedures.  Management is expected to offer support to 
victims of workplace violence, including domestic violence.  Management may also, at 
their discretion, grant leave time to a victim of workplace violence for medical, court, or 
counseling appointments related to trauma and/or victimization. 
 
C.   All employees are encouraged to be alert to the possibility of violence on the part 
of employees, former employees, customers, and strangers.  Employees shall place 
safety as their highest concern, and shall report all acts of violence and/or threats of 
violence.  All reports of violence will be treated with confidentiality with information 
released only on a need-to-know basis.  Management shall be sensitive and responsive 
to employees' fear of reprisal for reporting acts of violence.  All acts of violence and/or 
threats of violence shall be reported to the County Manager and/or Human Resources 
Director. 
 
D.   It is a violation of this Policy to: 1) engage in workplace violence, 2) use, 
possess, or threaten to use, an unauthorized weapon during any time, and 3) misuse an 
employee’s authority in any way that violates this Policy.  When a threat has been 
reported, or management determines that a potential for violence exists, management 
may require an employee to undergo consultation to determine the risk of danger.  Any 
violation of this Policy shall be considered unacceptable personal conduct and will be 
grounds for disciplinary action, up to and including dismissal. 
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E.  This Policy applies to all Pasquotank County employees.  It includes personal 
conduct of an employee while functioning in the course and scope of employment as 
well as off-duty violence or misconduct that has a potentially adverse impact on a 
County employee's ability to perform the assigned duties and responsibilities of their 
position.  An act of off-duty violence or other misconduct may also be grounds for 
disciplinary action, up to and including dismissal.  This Policy prohibits retaliation 
against any employee who, in good faith, reports a violation of this Policy. 
 
F.  Every effort will be made to protect the safety and anonymity of anyone who 
expresses concerns about a threat or act of violence. 
 
Section 10.  Discipline for Arrest due to Criminal Charges 
 
The County may impose discipline when an employee’s misconduct results in criminal 
charges that have the potential to negatively reflect upon and/or impact the employees 
or the County’s ability to carry out the County’s mission.  Department Heads will consult 
with the County Manager and the Human Resources Director regarding 
disciplinary/adverse action, which may include but is not limited to, suspension without 
pay while the charges are pending.  The timing and nature of any disciplinary action 
may depend upon the nature of the charge(s) and/or the outcome of the criminal 
charges against the employee. Depending on the facts in each instance, disciplinary 
action (up to and including termination) may occur prior to the criminal charges being 
fully processed in the courts. 

 
Section 11.  Employee Anti-Fraternization Policy 
 
Pasquotank County depends on positive employee morale and good team working 
relationships.  The County recognizes that sometimes personal relationships can 
develop between people who work together.  Unfortunately, sometimes attractions are 
not mutual, and these situations can develop into sexual harassment complaints.  In 
addition, relationships between supervisor and subordinate often cause morale 
problems or misperceptions in the department about assignments and unfair treatment.  
For these reasons, the County has developed the following policy concerning personal 
relationships between employees. 
 
An employee who is dating, or is romantically, sexually or otherwise intimately and 
personally involved with or living with another employee will be prohibited from 
supervising that employee, or making or influencing decision or recommendations for 
raises, promotions, discipline, assignments, transfers, salary administration, or related 
management or personnel considerations for that employee. 
 
In addition, all employees who are managers/supervisors or above are prohibited from 
dating, engaging in a romantic or sexual relationship, or establishing a live-in 
relationship with employees within the departments for which they have responsibility, 
regardless of whether there is a direct supervisory relationship. 
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If such a relationship develops or exists, the employee(s) must contact the County 
Manager and hiring authority immediately.  Both parties will have the opportunity to 
provide input on who should be reassigned, separated from employment, or removed 
from his/her position of authority.  If the parties cannot reach an agreement voluntarily, 
the County Manager will decide based upon the best interest of the County. 
 

Section 12.  Dress Code 

It is the policy of Pasquotank County that each employee’s dress, grooming, and 
personal hygiene should be appropriate to the work situation. 

1.     Employees are expected at all times to present a professional, businesslike 
image to customers, prospects, and the public.  Acceptable personal 
appearance, like proper maintenance of work areas, is an ongoing requirement of 
employment with the County.  Radical departures from conventional dress or 
personal grooming and hygiene standards are not permitted. 

2.     Office workers and any employees who have regular contact with the public 
must comply with the following personal appearance standards:   

(a)   Employees are expected to dress in a manner that is normally   
acceptable in similar business establishments.  Employees should not    
wear suggestive attire, jeans, athletic clothing, shorts, flip flops, T-shirts, 
novelty buttons, baseball hats, and similar items of casual attire that do 
not present a businesslike appearance.  

(b)    Hair  should be clean, combed, and neatly trimmed or 
 arranged.  Shaggy, unkempt hair is not permissible regardless of  
 length. 

(c)     Sideburns, moustaches, and beards should be neatly trimmed. 

(d)     Tattoos and body piercings (other than earrings) should not be visible.   

3.     Employees who do not regularly meet the public should follow basic 
requirements of safety and comfort, but should still be as neat and businesslike as 
working conditions permit.  Employees may be required to meet special dress, 
grooming, and hygiene standards, such as wearing uniforms, depending on the 
nature of their job.  

     4.  At its discretion, the County may allow employees to dress in a more 
casual fashion than normally is required.  On these occasions, employees still are 
expected to present a neat appearance and are not permitted to wear ripped or 
disheveled clothing, athletic wear, or similarly inappropriate clothing. 
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5.     Any employee who does not meet the standards of this policy will be 
required to take corrective action, which may include leaving the premises.  Non-
exempt employees (those employees subject to the minimum wage and overtime 
requirements of the Fair Labor Standards Act) will not be compensated for any work 
time missed because of failure to comply with this policy.  

 Violations of this policy also will result in disciplinary action.  

Section 13.  Conflict of Interest Policy 
 
A.  It shall be the policy of Pasquotank County that no Manager, Department Head, 
Supervisor, or employee may use their position, or the knowledge gained from their 
employment, in such a manner that a conflict of interest between Pasquotank County 
and their personal interests should arise.  Activities that represent, or appear to 
represent, a conflict of interest include, but are not limited to, acceptance of a favor, 
payment, gift, payment of expenses, or any other thing of monetary value under 
circumstances in which the acceptance may result in or create the appearance of a 
conflict of interest. 
 
B.  An employee is prohibited from having a direct or indirect interest in any activity 
that would conflict with their official County duties and responsibilities.  Furthermore, 
employees are prohibited from engaging in any transaction, directly or indirectly, that 
arises from information obtained through their employment with Pasquotank County. 
 
Section 14.  Confidentiality of Information 
 
Employees should refrain from transmitting any information about County 
considerations or decisions or any other information that might be prejudicial to the 
interests of the County, confidential to other persons, except when such disclosure is 
made consistent with the discharge of the employee’s official responsibilities.  
Unauthorized disclosure of confidential information, including personnel information, 
may be grounds for disciplinary action up to and including dismissal. 
 
Section 15.  Solicitations – Distributions - Use of Bulletin Boards 
 
A.  Under no circumstances may an employee disturb the work of others by soliciting 
or distributing literature during working time.  Solicitations must be for non-profit 
organizations only. 
 
B.  Persons not employed by Pasquotank County may not solicit Pasquotank County 
employees for any purposes on County premises without authorization of the 
Department Head. 
 
C.  Bulletin boards maintained by Pasquotank County are to be used only for posting 
or distributing material pertaining to notices containing matters directly concerning 
County business, or announcements of a business nature that are equally applicable 
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and of interest to employees.  The Department Head must authorize any posted 
material.  All employees are expected to check these bulletin boards periodically for 
new and/or updated information and to follow the rules set forth in all posted notices. 
Employees are not to remove material from the bulletin boards. 
 
Section 16.  Maintaining County Security  
 
Pasquotank County employees are required to promote the security of County 
buildings, offices, equipment and supplies, and records and to protect the County from 
theft or damage to these assets. 
 
Keys.  County employees will be given only those keys necessary for work-related 
purposes.  Approval of the issuance of keys must be given by the appropriate 
Department Head.  Keys to County buildings and other County facilities and equipment 
are the property of Pasquotank County, may not be used without authorization, and 
must be returned immediately upon request by the County or separation from County 
employment.  An employee who loses or misplaces a County-provided key must report 
this situation immediately to his or her supervisor.   
   
Employees will be responsible for safe guarding their County-provided keys and 
keeping them from being used in an unauthorized manner.  Unauthorized copying of 
keys is prohibited.  If additional keys are needed, a request must be made through the 
employee’s Department.  Keys shall not be issued to persons who are not County 
employees, unless approved by the County Manager or his/her designee.    
 
Employee identification badges.  Employee identification badges are issued to all 
employees, volunteers, and interns.  Employees are required to wear an employee 
identification badge when conducting County business at County facilities or in the field.    
Anyone who loses or misplaces his or her County-issued employee identification badge 
must report this situation immediately to his or her supervisor and arrange for reissue.   
 
Section 17.  Use of County Vehicles or Motorized Equipment  
 
Employees authorized to operate County vehicles or motorized equipment must use 
these strictly for County business.  County vehicles or motorized equipment must be 
kept on the County’s grounds or in its facilities when not in use.  The County may 
require certain employees to commute to and from work in County vehicles that are 
covered by certain IRS regulations.  In accordance with federal and state law, an 
employee may not use a County-owned vehicle for personal use other than commuting.  
Under these conditions the County will account for commuting use as required in IRS 
regulations.   
 
Any employee operating or riding in a County vehicle or other motorized equipment 
must: 
 

 Comply with all applicable traffic laws, and drive in a safe and careful manner 
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 Operate the vehicle or equipment in accordance with the County’s  safety policy 

 Wear seat belts 

 When driving, refrain from using a cell phone as much as possible, and comply 
with the County’s cell phone policy, and  

 Refrain from smoking or texting at all times 
 
Failure to operate County vehicles or motorized equipment as prescribed by policies, 
procedures, work rules, or federal and state law, may result in disciplinary action up to 
and including dismissal. 
 
Section 18.  Driver’s License Requirements and Driving Record  
 
Employees who operate County vehicles as part of the essential duties of their position 
are required to meet the minimum standards set by the County and have possession of 
an appropriate driver’s license valid in the State of North Carolina, except where 
preempted by military involvement, and proof of coverage as an insured driver.  Any 
employee whose license is revoked, suspended, or lost, or whose insurance coverage 
is terminated, must notify his/her Department Head immediately.  The employee will be 
unable to resume operating a County vehicle until providing proof of a valid driver’s 
license and insurance coverage to the Department Head.  Employees who are not able 
to perform essential job duties due to the suspension or revocation of their driver’s 
license may be reassigned to a non-driving position, placed on administrative leave 
without pay or dismissed.   
 
Section 19.  MVR Checks 
 
All County employees and new hires, who are required or expected to drive any vehicle 
as part of their duties will be subject to a motor vehicle record (MVR) check.  This check 
will be performed upon a conditional offer of employment, or in the case of a current 
employee, during their annual review process.  MVR checks that indicate excessive 
moving violations may be grounds for disciplinary action or may result in revocation of a 
conditional offer of employment.   
 
Section 20.  Failure to Obtain or Maintain Required Licenses, Registrations, or 
Certifications  
 
Employees who fail to obtain or maintain any license, registration, or certification 
required by relevant law, rule, or provision when the duties of the position require that 
they must have license, registration, or certification may result in dismissal.  Employees 
are required to obtain or maintain current, valid credentials as required by law, rule, 
regulation, and occupational boards.   
 
Section 21.  County Property 
 
Employees may be issued or have access to County property in the course and scope 
of employment.  Employees are expected to maintain County property in proper and 
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safe working condition and report any loss or damage to their supervisor immediately.  
Employees may be held responsible for loss of or damage to any assigned County 
property that is lost or damaged due to negligence, misuse or abuse.  Employees are 
expected to return any County property that is assigned or otherwise in their possession 
upon termination of their employment.  The employee’s supervisor or the Department 
Head will decide if the employee is responsible for replacement or repair cost, and this 
cost may be deducted from the employee’s pay.  
 
Section 22.  Substance Abuse and Controlled Substances 
 

Purpose 

It is the policy of the County to provide a safe work environment for the County 
employees and to protect the public by establishing and maintaining an alcohol and 
drug-free workplace.  Drug and alcohol abuse is a problem of serious concern and one 
which affects all segments of the community, including the workplace.  
 
Through its Substance Abuse Policy, the County hopes to identify and help current 
employees and prospective employees with substance abuse problems and to 
encourage them to seek help on their own.   
 
Applicability 

All employees are covered under the Substance Abuse and Controlled Substances 
Policy.  All employees are subject to post-accident or post-incident testing.  In addition, 
all employees who must hold a Commercial Driver’s License (“CDL”) are subject to 
random, reasonable supervision and “follow-up” testing as required by the United States 
Department of Transportation.    
 
Prohibited Conduct for All County Applicants and Employees 

The following conduct is expressly prohibited and violations will result in disciplinary 
action up to and including termination: 

 
1. Possession, consumption, manufacturing, distribution, dispensation or being 

under the influence of an unauthorized controlled substance, an illegal drug, 
drug paraphernalia or alcohol while on duty, on County premises, in County 
supplied vehicles, or in any County work area.  Law enforcement officials 
shall be notified, as appropriate, where criminal activity is suspected. 

2. Sale, use or possession of illegal drugs; or possession with intent to sell 
illegal drugs. 

3. Off-premises abuse of alcohol or controlled substances when these activities 
adversely affect job performance, job safety or the public’s confidence in an 
employee’s ability to perform their duties in an adequate and effective 
manner. 
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Drug Screening Criteria  

The County  will consider an employee for a drug and alcohol screening test under the 
following circumstances: 
 
1. Pre-employment - All applicants who are required to hold a CDL and have been 

offered employment with the County will be required to undergo a drug screening 
test as part of the hiring process.  The County will withdraw an offer of 
employment made to any applicant whose drug screen test reveals the presence 
of illegal drugs or prescription drugs without a valid prescription.   

 
2. Post-Accident or Incident – All full time and part time employees will be tested for 

the presence of both controlled substances AND alcohol following an on-the-job 
accident/incident that involves the following:  
(a) A fatality; 
(b) Bodily injury requiring immediate medical attention or professional medical 

treatment away from the scene of the accident.  The employee is tested 
only if circumstances indicate that such bodily injury (whether to an 
employee or citizen or both) may have been caused, at least in part, by 
the employee; or   

(c) Property damage reasonably expected to be in excess of $100.00, if 
circumstances suggest that an employee may have contributed to the 
accident/incident. 

 
Post-accident drug AND alcohol tests will be administered as soon as possible, 
but not more than eight (8) hours for alcohol tests and not more than 24 hours for 
a drug test following the time of the accident.  Refusal to testing could result in 
disciplinary action including termination unless the employee is seriously injured.   

 
3. Reasonable Suspicion Testing – When there is reasonable suspicion that any 

employee required to have a CDL and while on duty has alcohol or drugs in his 
or her system, the employee will be tested.  Reasonable suspicion must be 
based on specific, objective facts or reasonable inferences drawn from facts that 
would cause a reasonable person to suspect that the employee is or has been 
using drugs or alcohol.  Facts supporting a reasonable suspicion determination 
include, but are not limited to, any one or more of the following: 

 
(a)  direct observation of prohibited drug or alcohol use 
(b)  slurred speech 
(c)  odor of marijuana or alcohol about the person 
(d)  inability to walk a straight line 
(e)  physical altercation 
(f)   verbal altercation 
(g) behavior that is so unusual that it warrants summoning a supervisor or 

anyone else in authority (i.e. confusion, disorientation, lack of coordination, 
marked personality changes irrational behavior) 

(h)  possession of drugs or alcohol 
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(i)  a report of prohibited drug or alcohol use provided by a reliable and credible    
source 

(j)  arrests, citations, and deferred prosecutions associated with drugs or alcohol. 
 

4.       Federal or State Mandated Substance Abuse Testing - County employees who 
must hold a CDL are subject to drug and alcohol testing as required by 
Department of Transportation regulations, (a) on a random basis; and (b) on a 
follow-up basis if their employment continues after a failed test. 

 
5. All employees of the Department of Social Services are also subject to 

reasonable suspicion testing.  In addition, all Social Workers are subject to pre-
employment testing as well. 

  
6. Relief from Duty – An Employee may be placed on administrative leave pending 

the outcome of the test results when tested under Section 2) Post Accident or 
Incident.  Section 3) Reasonable Suspicion.   

 
Testing Procedures 

1. Consent – Before a drug or alcohol test is administered, employees and job 
applicants will be asked to sign a consent form authorizing the test and 
permitting release of test results to only those County officials with a need to 
know.  The consent form shall provide space for employees to acknowledge 
that they have been notified of the County’s drug testing policy and to indicate 
current or recent use of prescription or over-the-counter medication.  

 
The consent form shall also set forth the following information: 

 
(a) the procedure for confirming an initial positive test result; 
(b) the consequences of a confirmed positive test result; 
(c) the right to explain a confirmed positive test result and the appeal 

procedures available; and 
(d) the consequences of refusing to undergo a drug and/or alcohol test. 

 
2. Refusal to Consent – Any employee who refuses to consent to a drug and/or 

alcohol test is subject to disciplinary action up to and including termination.  
Any final applicant who refuses to consent to a drug and/or alcohol test will 
have the offer of employment withdrawn.   

 
3. Confidentiality – All information from an employee’s or applicant’s drug and/or 

alcohol test is confidential and only those with a need to know are informed of 
the test results.  Disclosure of test results to any other person, agency, or 
organization is prohibited unless written authorization is obtained from the 
employee or applicant. The results of a positive drug test shall not be 
released until the results are confirmed.  
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4. Testing Requirements – All drug and/or alcohol testing of employees and 
applicants shall be conducted in compliance with the Controlled Substance 
Examination Act, Article 20 of Chapter 95 of the North Carolina General 
Statutes.  Such testing shall be conducted at medical facilities or laboratories 
selected by the County.  To be considered a testing site, a medical facility or 
lab should have the following factors: 
 
(a) testing procedures which ensure privacy to employees and applicants 

consistent with the prevention of tampering; 
(b) methods of analysis which ensure reliable test results, including the use of 

gas chromatography/mass spectrometry to confirm positive test results; 
(c) chain of custody procedures which ensure proper identification, labeling, 

and handling of test samples;  
(d) retention and storage procedures which ensure reliable results on 

confirmatory test of original samples; and  
(e) alcohol testing of employees shall be conducted by law enforcement with 

appropriate jurisdiction, or County Law enforcement.  If test conducted by 
County Law enforcement it is to be performed at an appropriate private 
setting with a Department Head or supervisor as a witness and 
administered by duly certified Law Enforcement with results reported in 
verbal format to the employee and the witnessing Department 
Head/Supervisor.   

 
5. Positive Test Results – An employee whose drug test yields a positive result 

shall be given a second or “confirmation” test using a gas 
chromatography/mass spectrometry test.  The second test shall use a portion 
of the same test sample withdrawn from the employee or applicant for use in 
the first test.  If the confirmation test results are positive, then the employee 
will be notified of the positive test results and will have an opportunity to rebut 
verbally or explain in writing the tests results.  The County may, in its 
discretion, take this explanation into account in making any employment 
decision.   

 
 An employee may request a retest of the original urine sample at his or her 

expense after notice of a confirmed positive test.  Within five working days 
after the receipt of the confirmed positive test results, the employee shall 
notify the County in writing of his or her intention to obtain such a retest.  The 
retest shall be conducted of the original sample and the same criteria as used 
in the original test shall be used in this retest.  If the retest does not confirm 
the original positive test result, then no adverse personnel action based upon 
the original test will be taken. 

 
Communication of Test Results: 
 

Negative Test Results – If the drug screening test result is negative, the laboratory will 
so advise the designated County official who will inform the employee or job applicant. 
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Positive Test Results - In the event of a positive test result the following action shall be 
taken: 
 

1. The employee shall be informed of the positive test results verbally by the 
County Manager or his designee followed by a written notice of the test 
results. 

 
2. The County Manager will schedule a meeting between the employee, the 

Department Head and County Manager. At this meeting, the positive test 
result will be discussed and a decision will be rendered as to whether the 
employee could benefit from the Employee Assistance Program, or 
whether suspension from work and/or termination from employment would 
be appropriate.  The County encourages the use of the Employee 
Assistance Program whenever possible.  Employees who hold a CDL will 
be subject to the Department of Transportation regulations for positive test 
results.   

 
3. If suspension and/or termination from employment is imposed by the 

County Manager, the employee shall be notified in writing.  The employee 
has a right to appeal the decision per the Personnel Policy. 

 
Failure of an Employee to Cooperate 
 

Employee compliance with the County’s Substance Abuse Policy is mandatory.  Failure 
or refusal of any employee to fully cooperate and participate in the program, sign any 
required document or submit to a drug and/or alcohol screening test will be grounds for 
termination of employment, unless a compelling, satisfactory reason is provided.  
Employees who continue employment while undergoing counseling or rehabilitation will 
be required to meet all established standards of conduct and job performance.  
Employees who have been referred for counseling or rehabilitation under this policy 
shall be required to fully cooperate and participate in their rehabilitation program and 
adhere the recommendations of the County Manager.  Employees who have been 
referred to counseling or rehabilitation as a result of a positive drug or alcohol test may 
be required to undergo drug screening tests at any time for a period of up to two years.  
If an employee receives a subsequent positive drug test after counseling and/or 
rehabilitation they are subject to immediate termination.   
 
Summary 
 

Employees are encouraged to voluntarily request counseling or rehabilitation before 
their Substance Abuse leads to disciplinary or other work-related problems. No 
employee will have their job security jeopardized by such a good faith request.   
 
No part of this policy, or any of its procedures, is intended nor shall be construed to 
affect the County’s right to manage its workplace, to discipline its employees or to 
change the “at will” nature of employment with the County.  Since it is impossible to 
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anticipate every situation which may arise under this policy, the County Manager should 
be contacted to resolve any situation not addressed herein.  This contact should be 
made before action is initiated, if at all practicable.  
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ARTICLE VI.  LEAVES OF ABSENCE 
 
Section 1.  Holidays 
 
The holidays adopted by the Board shall generally observe the same holidays observed 
by the State of North Carolina.  However, the Board of Commissioners reserves 
discretion to modify the holidays that are to be observed in a given fiscal year. 
 
This Article shall apply to all Full-Time Employees, Permanent Part-Time Employees, 
and Probationary Employees, as defined in this policy.  Temporary, Seasonal, and Part-
Time Employees that regularly are scheduled to work less than 20 hours a week do not 
receive compensation for holidays unless they are scheduled to work on the holiday. 
 
Full-time regular employees and other officials of the county working the basic 
workweek shall receive the same holidays with pay as those observed by the State of 
North Carolina. 
 
Holiday leave for employees having a workweek with fewer hours than the basic 
workweek, but at least 20 hours per workweek, shall be paid for actual hours worked on 
a holiday if the employee was scheduled to work on the holiday. 
 

HOLIDAY SCHEDULE 
 

HOLIDAYS DAY(S)  MONTH 

New Year’s Day 1 January  

Dr. Martin Luther King, Jr. Day 1 January  

Good Friday 1 March  

Memorial Day 1 May  

Independence Day 1 July  

Labor Day 1 September  

Veterans Day 1 November  

Thanksgiving 2 November  

Christmas 2-3 December  
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Section 2.  Effect of Work on Holidays on Other Types of Paid Leave 
 
Most County Departments shall be closed on the days holidays are observed.  
Employees whose departments are closed on observed days receive holiday pay at 
their current hourly rate. 
 
Due to the nature of their work, certain Departments are unable to close on some 
observed holiday days.  In addition, under some circumstances, employees of 
departments that are closed for the holiday may be required to report to work.   
 
Department Heads are required to minimize the number of non-exempt employees 
working on holiday approved by the Board of Commissioners.  Regular holidays which 
occur during a vacation, sick or other paid leave period of any officer or employee of the 
county shall not be charged as vacation, sick or other paid leave. 
 
Section 3.  Holiday – When Work Required 
 
Full-time regular non-exempt employees required to perform work on regularly 
scheduled holidays will be paid at their hourly rate limit DSS (or, for those employees in 
competitive service position, will earn compensatory time for any hours worked in 
excess of 40 in that work week) for the hours actually worked in addition to any holiday 
pay to which they may be entitled.  All holiday pay must be paid in the pay period in 
which it occurred or the following month on the next scheduled pay period.  Holidays are 
not accrued; and Part-time employees will be paid at their hourly rate for the hours 
actually worked on a holiday.  Law Enforcement Officers are not excluded from this 
policy.  
 
Section 4.  Annual Leave 
 
Annual leave may be used for a meaningful break from the workplace or for any 
personal or medical reason. 
 
Vacation leave is earned by regular, full-time and part-time employees that regularly 
work 20 hours or more per week working each pay period based on years of service to 
the County.  Employees begin accruing vacation leave on the employee’s hire date; 
however, the employee must be employed six (6) months before the employee is 
eligible to take paid vacation leave.  Any employee that separates from the County prior 
to completing six (6) months of employment will forfeit any unpaid accrued vacation 
leave.  The following chart provides the rate at which full-time employees earn vacation 
leave each pay period and annually. 
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ANNUAL LEAVE ACCRUAL TABLE 
 

Years of 
Continuous Service 

Hours Earned 
Each 

Month 

Hours Earned In 
One Year 

Days Earned in 
One Year 

0 mos. To 2 years 6 hrs. 40 min. 80 10 

2 years to 4 years 7 hrs. 20 min. 88 11 

4 years to 6 years 8 96 12 

6 years to 9 years 9 hrs. 20 min 112 14 

9 years to 12 years 10 hrs. 40 min 128 16 

12 years to 15 years 12 hrs. 144 18 

Over 15 years 13 hrs. 20 min 160 20 

 

Regular part-time employees that regularly work 20 hours or more per week accrue 
vacation on a pro-rata basis.  Vacation leave will begin accruing at the appropriate pro-
rated amount on the employee’s hire date; however, the employee must be employed 
six (6) months before the employee is eligible to take paid vacation leave.  Any part-time 
employee that separates from the County prior to completing six (6) months of 
employment will forfeit any unpaid accrued vacation leave.  Temporary and seasonal 
employees are not eligible for vacation benefits. 
 
Leave accrual rate will be based on the number of years that the employee has paid 
into the state or local retirement system, or been employed with Pasquotank County. 
 
Annual leave earned by regular employees having a workweek with fewer hours than 
the basic workweek, but at least 20 hours per workweek, shall be determined in 
accordance with Table 1 in Section 15.   
 
For the first and last month of employment, regular employees working less than a full 
month shall not earn annual leave or sick leave. 
 
Section 5.  Annual Leave - Maximum Accumulation 
 
Annual leave may be accumulated without any applicable maximum until December 31 
of each calendar year.  However, if the employee separates from service, payment for 
accumulated annual leave shall not exceed 240 hours.  If an employee has accrued 
vacation leave in excess of the allowed maximum accumulation amount as of the last 
pay period of the County’s calendar year, the employee’s excess vacation leave will be 
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converted to sick leave on an hour for hour basis.  The converted sick leave must be 
used in the same manner as accrued sick leave.  Employees are cautioned not to retain 
excess accumulation of annual leave until late in the calendar year and that they may 
not be allowed to take annual leave when requested, depending on the County’s needs.   
If any employee has excess leave accumulation during the latter part of the year and is 
unable to take such leave because of staffing demands, the employee shall receive no 
special consideration either in having leave scheduled or in receiving any exception to 
the maximum accumulation. 
 
Section 6.  Annual Leave - Manner of Taking Leave 
 
Vacation leave may be taken as earned by regular employees subject to eligibility and 
the approval of the supervisor.  Each department is responsible for scheduling 
employee vacation leave without undue disruption of department operations.  Leave 
requests shall be submitted as early as possible, or at the direction of the department 
head. 
 
Section 7.  Annual Leave - Previous Leave Credit 
 
Annual leave credit accumulated by each employee as of the adoption of this Personnel 
Administration Policy shall be retained as of the effective date of this policy. 
 
Section 8.  Pay out of Accumulated Vacation Leave and Repayment of Annual 
Leave 
 
An eligible employee who is separated for reasons other than failure in performance of 
duties or personal conduct shall be paid for vacation leave accrued to the date of 
separation not to exceed a maximum of 240 hours, provided the employee has been 
employed with the County for six (6) months.  Employees that separate as a result of 
failure in performance of duties or personal conduct forfeit all unpaid accrued vacation 
leave.  Any annual leave owed the county shall be deducted from the employee's final 
compensation. 
 
Section 9.  Annual Leave - Payment of Accumulated Annual Leave upon 
Death 
 
The estate or designated beneficiary/beneficiaries of an employee who dies while 
employed by the county shall be entitled to payment for all of the accumulated annual 
leave credited to the employee's account not to exceed a maximum of 240 hours at the 
time of death, provided the deceased employee had been employed with the County for 
six (6) months. 
 
Section 10.  Sick Leave 
 
Sick leave with pay is not a right which an employee may demand but is a privilege 
granted by the Board of Commissioners for the benefit of an employee when sick.  Sick 
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leave shall be granted to an employee absent from work only for one of the following 
reasons:  sickness; bodily injury; required physical or dental examinations or treatment; 
or exposure to a contagious disease when continuing to work might jeopardize the 
health of others.  Sick leave may be used for death or illness in the employee's 
immediate family but may not exceed three (3) days for any one occurrence, except by 
special permission from the Department Head, which shall not exceed five (5) days, or 
when the leave qualifies for Family & Medical Leave, in which case Section 19 of this 
Article controls. 
 
Immediate family shall be deemed to include spouse, mother, father, guardian, children, 
sister, brother, grandparents, grandchildren plus the various combinations of half, step, 
in-law and adopted relationships that can be derived from those names.  Notification of 
the desire to take sick leave should be submitted to the employee's supervisor prior to 
the leave or not later than two (2) hours after the beginning of a scheduled workday. 
 
Part-time employees that regularly work 20 hours or more per week earn sick leave on 
a pro-rata basis.  Full-time and part-time employees begin accruing sick leave on the 
employee’s hire date. Temporary and seasonal employees do not earn sick leave 
benefits. 
 
Payment for all unpaid accrued sick leave is forfeited upon separation of employment 
with the County. 
 
Section 11.  Sick Leave - Manner of Accumulation 
 
Any regular employee working the basic workweek shall earn sick leave computed at 
the following rate: 

 
Hours Earned Per Month – 8 hrs. 
Hour Earned Per Year – 96 hrs. 

Days Earned Each Year - 12 days 
 
Sick leave earned by regular employees having a workweek with fewer hours than the 
basic workweek, but at least 20 hours per workweek, shall be determined in accordance 
with Table 2 in Section 15. 
 
Section 12.  Physician's Certificate 
 
The employee's supervisor or Department Head may require a physician's certificate 
concerning the employee's physical capacity to resume duties for each occasion on 
which an employee uses sick leave in excess of three (3) days.  Any restrictions of duty 
must be prescribed (in detail) by the employee’s physician and submitted on the treating 
physician’s letterhead.  The supervisor or Department Head may also require a 
physician’s certificate verifying the employee’s temporary inability to report for work for 
any absence less than three (3) days if they suspect abuse of sick leave privileges.  
Before making any request of an employee’s medical provider, the Supervisor or 



68 
 

Department Head must consult with the Human Resources Director.  Supervisors and 
Department Heads must submit all physician certificates and other medical data 
pertaining to an employee to Human Resources for filing.   
 
Section 13.  Sick Leave - Retirement Credit for Accumulated Sick Leave 
 
For those employees who are members of the North Carolina Local Government 
Employees’ Retirement System, one (1) month of retirement credit is allowed for each 
twenty (20) days accrued in an employee's sick leave account at time of retirement to 
employees. Sick leave shall accumulate with no maximum accumulation, and may be 
used as credit for service under the North Carolina Local Governmental Employees 
Retirement System, in accordance with all rules and regulations. 
 
Section 14.  Sick Leave - Previous Leave Credits 
 
Sick leave credits accumulated by each county employee shall be retained as of the 
effective date of this policy.  
 
Employees hired by the County, whose immediate past employer within the last 90 days 
was the State of North Carolina, any of its political subdivisions, any local government 
entity or authority, or municipality in North Carolina, may transfer to the County any 
unused sick leave, provided the employee has not requested, or is receiving, retirement 
benefits from the North Carolina Retirement System.  The employee must request this 
transfer within 90 days of the beginning of employment with Pasquotank County, and it 
is the responsibility of the employee to provide bona-fide documentation of the amount 
of unused sick leave from the immediate past employer.  Upon verification of the 
unused sick leave by Human Resources, the employee will be credited with the 
transferred sick leave. 
 
Section 15.  Accumulation of Annual Leave and Sick Leave for Part-time 
Employees 
 
Annual leave and sick leave earned by regular employees having a workweek with 
fewer hours than the basic workweek, but at least 20 hours per workweek, shall be 
determined in accordance with the following TABLE(s). 
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TABLE 1 
 

ANNUAL LEAVE ACCRUAL  
 

Hours 
Worked 

Per Week 

Service 

 Months 

Hours Earned 
Each Month 

Hours 
Worked Per 

Week 

Service 
 Months 

Hours Earned 
Each Month 

20 – 29 
hours 

0  to 23 3.33 
30-39 
hours 

0  to 23 
5.01 

 24 to 27 3.67  24 to 27 5.50 

 48 to 71 4  48 to 71 6.0 

 72 to 107 4.67  72 to 107 7.0 

 108 to 143 5.33  108 to 143 8.0 

 144 to 179 6.00  144 to 179 9.0 

 180 to 999 6.67  180 to 999 10.0 

 
TABLE 2 

 
SICK LEAVE ACCRUAL 

 
 

Hours 
Worked 

Per Week 

Service 
 Months 

Hours Earned 
Each Month 

Hours 
Worked Per 

Week 

Service 
 Months 

Hours Earned 
Each Month 

20 – 29 
hours 

0  to 999 4 
30-39 
hours 

0-999 
6 

 
 
 
Section 16.  Leave Without Pay  
 
Regular full-time and part-time employees, working at least 1,040 hours annually, may 
request a leave of absence without pay for absence from work not covered by any other 
type of eligible paid leave or if other paid leave balances are exhausted.  
 
Requests for leave without pay must be submitted in writing to the employee’s 
supervisor or Department Head.  If the leave is approved by the Department Head, then 
the request will be forwarded to the Human Resources Director and the County 
Manager for approval.  The following requirements apply:  
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 An employee may be granted a leave of absence without pay for up to one (1) 
year by the appointing authority. 

 The leave shall be used for reasons of personal disability, continuation of 
education, parental leave, special work that will permit the county to benefit by 
the experience gained or the work performed, or for other reasons deemed 
justified by the Board of Commissioners. 

 If an employee wishes to retain all accumulated sick leave and annual leave, 
leave without pay may be requested for an entire period 

 
• An employee will not accrue vacation and sick leave from the date leave 

without pay begins until the employee returns to work.  
 

  An employee will not receive holiday pay during the period of unpaid leave until 
 the employee returns to work.  

 
• Leave without pay will run concurrent with any eligible Family and Medical 

Leave.  
 

• Failure to report at the expiration of a leave of absence, unless an 
extension has been requested, shall be considered a resignation. 

 

  While out on leave without pay, the employee does not earn compensation, 
 therefore the County is unable to contribute or match contributions for the 
 employee’s NC401K and retirement accounts.  The Local Government 
 Retirement System deductions will not be withheld or paid to the System during a 
 period of leave without pay.  If the employee was on leave without pay for 
 worker’s compensation or military leave, when the employee returns to work, the 
 employee may choose to purchase retirement credit from the Local Government 
 Retirement System and should speak to the HR Director to learn of the process. 

 
Section 17. Leave Without Pay - Retention and Continuation of Benefits 
 
Employees granted leave without pay are responsible for paying all benefit plan 
premiums, including the employee’s health insurance costs that the County typically 
pays as a benefit to the employee. Failure of the employee to pay any required benefit 
plan premium timely will result in termination of the benefit due to non-payment of 
premium. 
 
Upon returning to duty after being on leave without pay, the employee shall be entitled 
to return to the same position held at the time leave was granted or to one of like 
classification, seniority and pay, unless due to budgetary cuts, a position is no longer 
available. 
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Section 18. Family and Medical Leave Act  
 
The County is a qualified employer subject to the provisions of the federal Family and 
Medical Leave Act of 1993 (FMLA).  In light of the complexity of the FMLA’s eligibility 
and benefits provisions, employees should schedule an appointment with a Human 
Resources Office for detailed information regarding the FMLA.  This section is provided 
for informational purposes only and is not intended to grant any benefits greater than 
those provided by federal statute.  Any conflict between the language contained in this 
Section and the FMLA will be resolved in favor of the FMLA.   
 
Entitlement to FMLA Leave 
 
In general, the FMLA provides an eligible employee up to 12 weeks of unpaid leave 
within any 12 month period for: 
 

 The birth or adoption of a child (An employee must conclude leave for the birth or 
placement of a child or adoption or foster care within 12 months after the event. 
FMLA leave may begin prior to birth or placement, as circumstances dictate.),  

 to provide physical or psychological care for a child, spouse (husband or wife), or 
parent with a serious health condition (A child, for the purposes of FMLA leave, is 
either under the age of 18 or is over the age of 18 but incapable of self-care due 
to a physical or mental disability that substantially limits one or more major life),  

 to care for the employee’s own serious health condition, or 

 for qualifying military exigencies arising from the fact the employee’s spouse, 
son, daughter or parent is on active duty or has been notified of an impending 
call to active duty as a member of the Armed Forces (including the National 
Guard or Reserves) in support of a contingency operation as defined in Section 
101(a) (13) of Title 10, United States Code.  

 
Military Caregiver Leave 
 
The FMLA  provides an eligible employee with up to 26 workweeks of unpaid leave 
within a “single 12 month period” to care for the serious injury or illness of a spouse, 
child, parent or next of kin who is a “covered service member” of the Armed Forces, 
including the National Guard or Reserves. 
 
For the purposes of military care give leave, a serious injury or illness is defined as an 
injury or illness that the service member incurred in the line of duty, while on active duty, 
or that existed before the beginning of the member’s active duty and was aggravated by 
service in the line of active duty, and that may render them medically unfit to perform 
the duties of their office, grade, rank or rating. 
 
The “single 12 month period” for Military Caregiver Leave begins on the first day the 
employee takes leave for this reason and ends 12 months later and not the “rolling” 12-
month period that is used for other types of FMLA leave. 
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Eligibility  
 
To be eligible for FMLA, an employee must have worked for the County a minimum of 
one (1) year and have worked 1250 hours or more during the 12 months prior to 
requesting leave.  With the exception of Military Caregiver Leave, the County has 
designated that the amount of FMLA leave available to an eligible employee shall be 
determined by deducting the amount of FMLA taken by the employee within the 12 
months preceding the date on which the employee takes additional FMLA leave.  
 
Qualifying for Leave for the Employee’s Own Serious Health Condition 
  
To qualify for medical leave, the employee must have a serious health condition that 
involves: 
 

 Inpatient care in a medical-care facility, including any period of incapacity or 
inability to work or perform other regular daily activities, or subsequent treatment 
in connection with such inpatient care, 

 Continuing treatment by a healthcare provider which includes:  

o a period of incapacity lasting more than three full consecutive calendar 
days and a course of treatment relating to this condition that includes 
treatment two or more times by a healthcare provider (in-person visits 
beginning within 7 days and concluding within 30 days of the first day of 
incapacity) or one treatment by a healthcare provider with a continuing 
regimen of treatment such as prescription medication or physical 
therapy, 

o periods of incapacity related to pregnancy or for prenatal care, 

o periods of incapacity or treatment for a chronic condition which continues 
over an extended period of time that requires visits at least twice per 
year to a healthcare provider (employees should provide documentation 
related to these visits to Human Resources),  

o periods of incapacity that are permanent or long-term due to a condition 
for which treatment is not effective but is under the supervision of a 
healthcare provider, or 

o Absences to receive multiple treatments for restorative surgery or for a 
condition that may result in a period of incapacity of more than three 
days if not treated. 

 
Qualifying Military Exigencies 
 
Qualifying Military Exigencies include but are not limited to: 
 

 a short notice deployment (seven or less days of notice prior to deployment), 

 military events and related activities (before and during deployment including 
family assistance programs and informational briefings),  
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 childcare and school activities such as arranging for alternative daycare, enrolling 
or transferring a child in a new school or day care facility, and attending meetings 
at a school or day care facility, 

 making financial and legal arrangements (such as to prepare and execute 
powers of attorney, prepare a will, or enroll in military health care), 

 attending counseling for the employee, the covered service member, or a child, 

 taking up to fifteen days of leave to spend time with a covered service member 
who is on short-term rest and recuperation leave during deployment, 

 post-deployment activities (such as (1) attending ceremonies and briefings for a 
period of 90 days following the termination of the covered service member’s 
active duty status or (2) addressing issues arising from the service member’s 
death), or 

 any other event that the employee and the County agree is a qualifying military 
exigency and agree to the timing and duration of such leave. 

 
Intermittent or Reduced Leave  
 
In case of the employee’s own serious health condition or that of a family member, the 
employee may take leave intermittently or on a reduced work schedule, if medically 
necessary.  Leave may also be taken intermittently to care for a covered service 
member with a serious injury or illness, or for a qualifying military exigency arising out of 
the active duty status or call to active duty of a covered service member.  When the 
leave is for adoption or the birth of a child, the employee may take leave intermittently or 
on a reduced work schedule only with the joint approval of the employee and the 
Department Head, subject to approval by the Human Resources Director and County 
Manager.  
 
If the employee requests intermittent or reduced leave status, the County may 
temporarily transfer the employee to another position with equivalent pay and benefits in 
order to better accommodate the leave.  
 
Use of Paid Time-Off Benefits  
 
The employee may elect to substitute paid benefits, such as vacation or sick leave, for 
the unpaid time off in accordance with the County’s policy regarding the use of such 
benefits.  Use of paid time-off benefits will run concurrently with FMLA leave and will not 
add to or increase the total length of the FMLA leave time.  The use of paid leave under 
circumstances which do not qualify as FMLA leave will not be counted toward or 
deducted from FMLA leave.  
 
Unless the employee substitutes paid time-off benefits, the employee’s pay will be 
reduced for all full days of unpaid leave taken or for all hours of leave taken within a 
single day.  If the employee is an exempt employee, the reduction in pay for partial days 
will not impact the exempt status under the Fair Labor Standards Act.  
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Leave Provisions for Spouses Both Working for the County  
 
If leave is taken for the adoption or birth of a healthy child, or care of a sick parent, the 
maximum combined leave for both spouses is 12 weeks (or 26 weeks if leave is taken 
for the care of a sick or injured covered service member).  If leave is taken to care for a 
child or spouse with a serious health condition, each spouse is entitled to 12 total weeks 
of leave.  
 
Job Restoration  
 
Most employees granted leave will be returned to the same position held prior to the 
FMLA leave or one that is equivalent in pay, benefits, and other terms and conditions of 
employment.  Certain highly compensated salaried employees (key employees) are 
eligible for leave, but are not guaranteed restoration to their position if they choose to 
take leave.  
 
Employee Benefits  
 
Employee group health plan benefits will continue during FMLA leave.  Both the County 
and the employee will continue to pay their customary portions of the monthly 
premiums. The Human Resources department will advise the employee of their 
respective premium amount and due date.  Failure of the employee to pay their share of 
the premium will result in the suspension of coverage for health care benefits of their 
dependents for the period of non-payment.  If the employee chooses not to return from 
leave, under certain circumstances, the employee may be required to repay the 
County’s portion of the premium payment as provided by statute.  
 
If the FMLA leave is unpaid, service and paid leave earnings cease (401K Match, 
retirement, vacation and sick leave accrual, etc.), as do non-health insurance 
contributions and deductions.  Employees on unpaid FMLA leave are not treated as 
having a break in service for purposes of vesting or eligibility to participate in benefit 
programs.  All service and paid leave accrual rates and balances in effect at the time of 
the start of an unpaid FMLA leave will resume upon the completion of the leave. 
 
Notification  
 
The employee must provide the County 30 days written notice of need for FMLA leave, 
or if emergency conditions prevent such notice, the employee must notify the County as 
soon as is practicable.  If the employee does not give a 30 days’ notice of their need for 
leave, the County has the right to require an explanation of why the notice period was 
not practicable. 
 
It is recommended that when an employee requests FMLA, they schedule an 
appointment with the Human Resources Office to receive an information packet 
containing the full policy, forms, rights and duties of the FMLA and review benefits.   
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Certification  
 
Certification of the need for leave to care for the employee’s illness or injury or that of a 
family member is required.  The employee must complete a leave of absence form and 
obtain the following information from a responsible health care provider and make it 
available to the County within 15 calendar days from the date of their request for leave:  
 

 The date the serious health condition began,  

 The duration of the condition,  

 A statement that the employee is needed to care for the ill person, and the 
estimated length of the leave, or a statement that the employee cannot perform 
the functions of his/her job, or a copy of an Invitational Travel Order (ITO) or 
Invitational Travel Authorization (ITA) issued to any member of the covered 
service member’s family, 

 If applicable, the medical reasons verifying the need for intermittent leave or a 
reduced work schedule, such as scheduled dates for treatment(s), or 

 If applicable, a copy of the covered service member’s active duty orders and 
certification providing appropriate facts related to a qualifying military exigency 
for which an employee is seeking leave. 

 
If no certification is provided, based on the information at hand, the County may not 
designate leave as qualifying as FMLA leave.  If the County designates leave as 
qualifying as FMLA leave, the employee will be provided with a written notification of 
such designation.  
 
Human Resources reserve the right to contact the employee’s health care provider to 
verify the authenticity of any certification that is received. 
 
Medical Dispute Resolution  
 
Except in cases of Military Caregiver or Qualifying Military Exigency Leave, if there is a 
dispute about the medical option provided by the employee’s physician, the County may 
require a second opinion by a physician of the County’s choice, at the County’s 
expense.  If a third opinion is necessary, a third physician may be selected, also at the 
County’s expense.  The third physician must be agreed upon by both the employee and 
the County, and the physician may not be employed on a regular basis by the County.  
 
Release to Return to Work  
 
A physician’s release may be required for the employee to return from leave.  Failure to 
provide a medical certificate of fitness for duty when requested by the Supervisor, 
Department Head or Human Resources Director may result in a denial of job 
reinstatement until medical certificate release is provided. 
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Problem Resolution  
 
It is the policy of Pasquotank County not to retaliate or discriminate against any 
employee exercising his/her rights under the Family and Medical Leave Act.  Any 
employee that feels he/she has been treated unfairly should follow the County 
Grievance Procedure.  
 
For More Information  
 
For more information about the Family and Medical Leave Act, the employee may 
contact the Human Resources Office.  
 
Maximum Leave of Absence  
 
All employees will be subject to a maximum leave of absence (paid or unpaid) up to 
twelve (12) weeks for qualifying FMLA leave and up to 26 weeks for military caregiver 
FMLA leave.  Leave may be extended up to a maximum of twelve (12) consecutive 
months at the discretion of the County Manager unless preempted by State or Federal 
regulations.  Employee’s leave status will be reviewed periodically; however, once an 
employee has been on leave for six (6) consecutive months, the employee’s status will 
be reviewed in detail to determine if the employee is to be separated from employment 
with the County. 
 
With the exception of FMLA leave, an employee must request a leave of absence in 
writing from the employee’s Department Head.  All requests for non-FMLA leave of 
absence require the affirmative recommendation of the Department Head and the 
approval of the County Manager.   
 
During any period of leave exceeding twelve (12) weeks for FMLA (twenty-six (26) 
weeks for military caregiver FMLA leave), the County reserves the right to fill, change or 
eliminate a vacant position if required by the needs of the County.   
 
If the employee fails to return to work on the agreed date, the continued absence will be 
viewed as a voluntary resignation  
 
Section 19.  Workmen's Compensation Leave 
 
The purpose of this policy is to provide medical benefits, disability compensation and a 
smooth transition back to a full-time work status for employees who sustain 
compensable injuries or illnesses, which arise out of or are found to be within the course 
and scope of their employment, in accordance with the North Carolina Workers’ 
Compensation Act. 
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Covered Employees 
 
All employees of the County (probationary and regularly established full-time, part-time, 
elected official and temporary) are covered by the North Carolina Workers’ 
Compensation Act and are entitled to medical attention and appropriate weekly 
indemnity for injuries or illnesses, which arise out of or are found to be within the course 
and scope of their employment.  Volunteers are also covered by the North Carolina 
Workers’ Compensation Act and are only entitled to medical attention.  Regular 
employees on official business outside the County will be covered by workers’ 
compensation insurance in accordance with the North Carolina Workers’ Compensation 
Act.  
 
Loss time is when a work related injury or illness results in absence from work.  Loss 
time due to a work-related injury or illness will not be credited towards completion of an 
employee’s probationary period.  An employee ceases to earn annual or sick leave 
credits while on Worker’s Comp leave.  

 
Section 20.  Military Leave 
 
Employees who are members of the National Guard or Armed Forces Reserve will be 
allowed two (2) calendar weeks for a total of fourteen (14) days of military training leave 
annually.  If the employee’s military pay is less than the employee’s regular pay the 
county will pay the difference, provided the employee provides proof of compensation 
from the respective military branch.  Otherwise this leave is without pay.  Employees 
may elect to use annual leave to cover part or all of the military leave. 
 
Employees who are required to attend inactive duty training (weekend duty) may be 
granted accrued vacation leave or unpaid leave for assignments requiring their absence 
from their County position on Friday afternoon. 
 
If such military duty is required beyond the two (2) calendars week annual training 
period, the regular employee will be eligible to take accumulated vacation leave or be 
placed in a leave without pay status.  While taking military leave with partial pay or 
without pay, the employee's leave credits and other benefits shall continue to accrue as 
if the employee physically remained with the County during this period.  
 
Employees who are Guardspersons and Reservists have all job rights specified in the 
Veterans Readjustment Assistance Act and The Uniformed Services Employment and 
Reemployment Act (USERRA). 
 
Employees are required to provide copies of official orders for all periods of active duty 
training.  The employee will provide a memorandum from the unit commander for 
periods of inactive duty training (weekend duty) and proof of compensation if the duty 
requires the employee to be absent from work.   
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Military Leave Policy for Call Up To Active Duty   
 
The Uniformed Services Employment and Reemployment Rights Act (USERRA) govern 
the rights of employees who temporarily leave their jobs as a result of their voluntary or 
involuntary service in the United States uniformed services.   
 

Reemployment Eligibility & Duration of Service  
 
Under USERRA, all employees are eligible for a military leave of absence of up to five 
years as specified below, provided that the employee gives advance verbal or written 
notice of the leave except when such notice is precluded by military necessity, 
impossibility, or unreasonableness.  This five-year period is cumulative over the course 
of employment and may be extended in certain situations, such as war or national 
emergency declared by the President or Congress.  USERRA protects only employees 
who are honorably discharged and who meet the return to work requirements of 
USERRA following periods of uniformed services of no longer than five years. 
 
Types of Military Leave 
 
Uniformed services consist of the following: 
Army, Navy, Marine Corps, Air Force, or Coast Guard 
Army, Navy, Marine Corps, Air Force, or Coast Guard Reserve 
Army National Guard or Air National Guard 
Commissioned Corps of the Public Health Service 
Any other category of persons designated by the President in time of war or emergency 
Merchant Marine – Pursuant to PL 95-202, on January 7, 1988, the Secretary of 
Defense declared certain Merchant Marine services as qualifying for Department 
of Veterans Affairs benefits.  
 
Types of service covered: 
 
Active duty 
Active duty in training 
Initial active duty for training 
Inactive duty training 
Full-time National Guard duty 
Absence from work for an examination to determine a person’s fitness for any of the 
above types of duty 
Funeral honors duty performed by National Guard or reserve members 
 

Employee’s Obligation to the Employer 

The law requires all employees to provide their employer with advance notice (either 
written or oral) of military service unless prevented by military necessity.  It may be 
provided by the employee or by an appropriate officer of the branch of the military in 
which the employee will be serving.  
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Employer’s Obligations and Effect on Employee Benefits 

Employees who take a military leave of absence also are entitled to: (1) retain and 
accrue benefits based on the number of years including time spent in active military 
service such as longevity pay and vacation/sick leave; (2) elect and pay for continued 
health care coverage during their absence as outlined below; and (3) participate during 
the leave in benefits based on guidelines of North Carolina Local Government 
Retirement System. 
 
Employees may continue health, vision and dental coverage for themselves and/or their 
families with their civilian employer (the County) while on military leave.  If the employee 
chooses to cancel coverage through the County, covered spouse and/or eligible 
dependents have an independent right to elect coverage under USERRA through 
COBRA at applicable rates for up to 24 months.  Health coverage is also available 
through the military to all active military personnel and their families, which begins 
immediately upon activation.  A Pasquotank County employee granted military leave 
may elect to receive insurance coverage  under one of the options outlined below: 
 
Option One: 
 
The employee may elect to continue health, vision and/or dental coverage through 
Pasquotank County.  The County will continue to pay the employer portion of medical 
premiums until their return from active military leave.  The employee is obligated to pay 
the employee portion of other benefits (dependents health, dental, vision) on a monthly 
basis; payments are due on the 1st of each month.  There is a 30-day grace period for 
payment of premiums.  Failure to remit payment in a timely manner will result in 
termination of coverage.  The coverage provided by the military will also be in effect as 
of the activation date (into military service) for the employee and dependents (unless 
coverage is declined for dependents). 
 
Option Two: 
 
The employee may elect to cancel health, vision and/or dental coverage through 
Pasquotank County as coverage is provided to all active military personnel and their 
families.  Employees may re-enroll in the County’s plans when they return to active 
employment status.  Employees and their dependents will be reinstated with health and 
dental and vision benefits immediately with no pre-existing conditions or waiting periods 
(waiting periods and pre-existing conditions will apply if incurred as a result of military 
service). 
 
Retirement Contributions by the Employer 

Employees who return following a period of military service are entitled to any pension 
benefits that accrued prior to departure. 
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Presentation of the DD-214, Report of Separation, identifying the veteran's condition of 
discharge will enable their months of military service to be counted toward their 
Retirement by the Local Government Retirement System. 
 
Pay for Leave 

An employee granted temporary military leave for active-duty training, inactive-duty 
training, or extended military leave is granted a military pay differential. 
 
The pay differential is the amount, if any, by which the employee's normal base pay 
exceeds any  pay received  for  such  military  training  duty  for  the  same  period,  
including  all  military  pay  except subsistence allowance (including "quarters 
allowance") and travel allowance.  
 
Upon return from military duty, employees shall submit to their supervisors a copy of 
their original duty orders and a certified statement of their military pay and allowances 
for the appropriate period. Any adjustments in pay will be reflected in a subsequent 
paycheck, after these documents are forwarded to the Payroll Office. 
 
Regular employees, not serving an initial evaluative period, who are members of the 
National Guard or Armed forces Reserve, will be allowed up to 80 working hours per 
calendar year (January - December) for military training leave with pay for mandatory 
annual duty.  Such military duty as is required beyond this period, the employee shall be 
allowed to take accumulated vacation leave, or be placed in leave without pay 
status.  In rare cases where two annual training sessions may be required in one fiscal 
year, the employee shall be allowed to take additional military leave, however, it shall be 
without pay (with the exception of pay differential, if any). 
 

Reinstatement 

Pasquotank County will reinstate the veteran to the position he or she would have held 
if employment had not been interrupted by military service.  
 
In order to be eligible for reinstatement, the returning veteran must notify Pasquotank 
County that he/she intends to return to employment once military service is completed. 
The length of time that the veteran has to contact the employer regarding reemployment 
depends on the length of the service as follows: 
 
Service of 1 to 30 days.  The employee must report back to work by the beginning of the 
first regularly scheduled work day that would fall eight hours after the end of the last 
calendar day of active military service.  If, due to no fault of the employee, timely 
reporting back to work would be impossible or unreasonable, the employee must report 
back to work as soon as possible. 
 
Service of 31 to 180 days.  A request for reinstatement must be submitted no later than 
14 days after completion of an employee’s service.  If submission of a timely request is 
impossible or unreasonable through no fault of the employee the request must be 
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submitted as soon as possible.  If the 14th day falls on a day when offices are not open, 
the time extends to the next business day. 
 
Documentation upon Return 

Pasquotank County has the right to request that an employee who is absent for a period 
of military service of 31 days or more provide documentation showing that: 
 

*the employee’s application for reinstatement is timely; 
*the employee has not exceeded the five-year service limitation; 
*the employee’s separation from service was other than disqualifying under 
   Section 4304. 

 
Presentation of the DD-214, Report of Separation, identifying the veteran's condition of 
discharge will be considered as proof upon return. 
 
Protection against Discharge without Cause upon Return 

USERRA also protects returning veterans from discharge without cause for a period of 
time after reemployment.  For example, if the returning veteran’s military service lasted 
between 31 and 180 days, the veteran may not be terminated without cause for 180 
days after the date of reemployment.  Employees with less than 31 days of service do 
not have protection against discharge without cause, but like other returning veterans, 
they are protected from discrimination based on their military service or having a 
continuing service obligation. 
 
Section 21.  Donated Leave 
 
A.   The purpose of voluntary shared leave is to provide economic relief for 
employees who are likely to suffer financial hardship as a result of a prolonged absence 
caused by serious medical conditions. 
 
 Only regular status full-time or regular part-time employees are eligible to donate 
and/or receive donated leave.  To receive donated leave, the employee at the time of 
receipt, must have no more than 80 hours (10 days) of sick and annual leave combined. 
Employees can only donate annual leave. 
 
B.   The Voluntary Shared Leave Donation Policy shall apply to only serious medical 
conditions suffered by the employee or immediate family members as defined in the 
Definition of Terms. 
 
C.   An employee wishing to donate leave to another employee must complete a 
Voluntary Shared Leave Donation of Leave Form with the employee’s signature and 
forward to the Human Resources office. 
 
D.   To be eligible to donate annual leave to another employee, an employee must 
have in excess of eighty (80) hours of earned annual leave.  A donating employee may 
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not donate annual leave in excess of the amount that could be earned in one year.  An 
employee may not reduce his or her annual leave balance below eighty (80) hours. 
 
E.   All leave donations must be made to a designated employee and may not be 
donated to a pool or bank.  If the designated employee does not use all the donated 
leave the balance will be donated to a pool or bank. 
 
F.   All donations of leave, and the amount of hours donated, must be signed by the 
donating employee with the name of the employee to receive the donation of leave 
clearly visible and legible on the donation form. 
 
G.   The donating employee may not receive compensation in any form for the 
donation of leave. Acceptance of remuneration for donated leave may result in 
dismissal. 
 
H.   Holidays falling during the period of the use of donated leave will be paid as full 
time for regular full time employees, or prorated for regular part time employees.  An 
employee receiving donated leave will continue to earn annual leave and accrue sick 
leave as long as they remain in pay status and using donated leave. 
 
Section 22.  Civil Leave 
 
A county employee called for jury duty or as a court witness by the federal or state 
governments or a subdivision thereof, shall receive leave with pay for such duty during 
the required absence without charge to accumulated annual or sick leave. An employee 
shall return fees received for jury or witness duty to the county with the exception of 
travel allowances provided by the court.  While on civil leave, benefits and leave shall 
accrue as though on regular duty. 
 
Court Appearances 
 
A.   Jury Duty - A County employee called for jury duty in State or Federal court shall 
receive leave with pay for such duty during the required absence without charge to 
accumulated annual leave or sick leave.  An employee shall return fees received for jury 
or witness duty to the county with the exception of travel allowances provided by the 
court.  
 
B.   Witness - A County employee subpoenaed as a witness in State or Federal 
court based on or in connection with their official duties shall receive regular 
compensation for such court appearance.  All witness fees and travel allowances 
received by the employee must be submitted to the County upon receipt. 
 
C.   Employees who are dismissed from court duties early in the day, or who report 
late to court in the morning, should report to work as soon as possible, within reason. 
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D.   A County employee subpoenaed as a witness in State or Federal court for 
purposes unrelated to their official duties shall not receive leave with pay for their 
absence.  Any such absence for private matters shall be charged to accumulated 
annual leave or leave without pay.  Witness fees and travel expenses for private court 
appearances may be retained by the employee. 
 
E.   While on jury duty, or when subpoenaed as a witness in connection with their 
official duties, benefits and leave shall accrue as though the employee were at work. 
 
Section 23.  Employee Training and Conference Attendance 
 
An employee may be permitted to attend professional conferences, workshops, or 
educational meetings or classes when directly related to the employees' field of work. 
Request to attend shall be submitted in writing to the supervisor for his/her approval and 
final approval by the Department Head prior to the date of the meeting.  The County 
shall reimburse the employee for approved fees of the conferences, provided the 
employee submits the proper receipts.  This does not apply to an employee 
attending classes to obtain an Associates, BA, BS, Master’s Degree or PHD or for 
personal enrichment even if it applies to the employee’s field of work. 
 
Section 24.  Children’s School Involvement 
 
Chapter 509 of the 1993 Session Laws amended N.C.G.S. §95-28.3 to require all North 
Carolina Employers, public and private, to grant at least four (4) hours of leave per year, 
effective December 1, 1993, so that a parent, guardian or any person standing “in loco 
parentis” of a school-aged child to attend or otherwise be involved in activities at the 
child’s school. 
 
The definition of school includes public and private schools, church schools, and 
preschools.  It also includes day care facilities as defined under N.C.G.S. §110-86.  The 
County will not take adverse employment action against an employee who requests or 
takes leave under this section. 
 
A.  Pasquotank County recognizes the importance of excellence in education and 
commits its support through the participation of County employees in the educational 
process.  County employees are encouraged to participate in the educational system by 
attending parent teacher conferences thereby becoming involved in the education and 
development of their children and when appropriate to volunteer in the schools. 
 
B.    In order to support County employees and to foster educational involvement, 
regular full time employees may schedule conferences with their child or grandchild’s 
teacher, or other school support activities during work time.  This policy applies to public 
schools, certified preschool, or an accredited private school.  The County’s donated 
time is limited to a maximum of four (4) hours during a calendar year (Employees will 
not be allowed to use educational leave in less than one (1) hour increments. 
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C.   Educational time away from work is a privilege rather than an entitlement.  Its use 
requires the advance approval of the Department Head or his or her designee. 
Validation of attendance at school activities may be required if deemed necessary. 
These donated hours do not accumulate and unused hours will not carry over from year 
to year.  There is no entitlement for this additional benefit during employment or in the 
event the employee leaves employment with the County.  Employees are eligible for this 
benefit at the end of their probationary period. 
 
Section 25.  Bereavement Leave 
 
Sick leave may be used for death or illness in the employee's immediate family but may 
not exceed three (3) days for any one occurrence, except by special permission from 
the department head, which shall not exceed five (5) days. 
 
Immediate family shall be deemed to include spouse, mother, father, guardian, children, 
sister, brother, grandparents, grandchildren plus the various combinations of half, step, 
in-law and adopted relationships that can be derived from those named. 
 
Notification of the desire to take bereavement leave should be submitted to the 
employee's supervisor prior to the leave or not later than two (2) hours after the 
beginning of a scheduled workday. 
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ARTICLE VII.  EMPLOYEE STATUTORY AND VOLUNTARY BENEFITS 
 
Section 1.  Insurance Benefits 
 
The county provides health insurance and life insurance for all full-time regular 
employees.  Other group insurance plans including cancer insurance, health and 
accident insurance, and life insurance are available at group rates on a voluntary basis. 
 

Section 2.  Group Health Insurance 
 
The County shall make available to all regular employees medical insurance coverage.  
To be eligible an employee must be scheduled for forty (40) hours of work per week.  
Employees shall be enrolled in the program in accordance with the provisions of the 
insurance contracts and on the first day of the month following a waiting period. 
  
Example:   An employee is hired June 1.  The coverage would be effective July 1. 
                            

An employee is hired June 2.  The coverage would be effective August 1. 
 
Coverage ends the last day of the month if you retire, terminate, or resign. 
 
Example:  Employees employment ends on June 1.  The coverage ends on June 30.   
 
Deductions shall be allowable, at the option of the employee, to provide medical 
coverage for dependents in accordance with the provisions of the insurance contracts. 
 
Section 3.  Group Life Insurance 
 
The County shall make available to all regular employees group life insurance 
coverage.  The coverage is in the amount of $10,000 (term policy while employed with 
the County).  The premium for this coverage is paid in full by the County through the 
contracted life insurance company.  Effective dates for coverage will be the same as 
medical coverage. 

Section 4.  Affordable Care Act (ACA)  

Beginning January 1, 2014, the Affordable Care Act (ACA) requires employers with 50 
or more full-time-equivalent employees to offer a defined level of coverage to full-time 
employees and their child dependents.  This provision is known as employer shared 
responsibility, or the employer mandate.  Employer-provided insurance was originally 
required by January 1, 2014, but was delayed until January 15, 2015 to allow more time 
to implement the law's requirements.   

Section 5.  Health Insurance Coverage after Employment Termination 
 
The Consolidated Omnibus Budget Reconciliation Act, or COBRA, requires Pasquotank 
County to offer terminated employees the opportunity to extend, at their cost, their 



86 
 

health insurance benefits that would otherwise end with their termination.  The 
insurance coverage may also be available to the employee's spouse and/or 
dependents, if the employee's spouse and/or children were covered under the 
employee's insurance policy.  If the employee (or spouse or dependent if applicable) 
chooses this temporary continuation coverage, they must pay the total monthly premium 
charged Pasquotank County for coverage of employees and dependents.  
 
Under COBRA, health benefits may be continued for 18 months if: 
  
 -  employment is terminated (unless terminated due to gross misconduct); or 
 -  hours worked are reduced causing the employee to be ineligible under the 
     the terms of the plan. 
 
Coverage for dependents, at the employee’s expense, may be extended for 36 months 
if their coverage is terminated due to: 
 
 -  death of covered employee 
 -  divorce or legal separation 
 -  employee's entitlement to Medicare; or 
 -  a dependent child ceasing to be a dependent under the terms of the plan. 
 
Upon employment termination, employees should check with the Personnel Office for 
details concerning coverage, cost, and other criteria regarding this benefit. 
 
Section 6.  Medical Coverage for Retirees 
 
The following policy which went into effect July l, 2000 was adopted by the Pasquotank 
County Board Commissioners July 24, 2000: 
 
Pasquotank County will provide, at its expense, medical insurance coverage for all 
employees who retired after July l, 2000, subject to the following: 
 

1. Employee must be eligible for unreduced retirement benefits from the North 
Carolina Local Government Employees Retirement System. 
 

2. Employee must have twenty-five (25) years of uninterrupted employment with 
Pasquotank County immediately preceding retirement.   
 

The Board of Commissioners voted at their meeting to amend the Retiree Health 
Insurance Policy to include employees with 25 years of interrupted employment with 
Pasquotank County as long as they returned to service with Pasquotank County prior to 
July 1, 2000.  The policy became effective January 1, 2010. 

 
Retired employees in this category, upon reaching the age of 65, will no longer be 
eligible to participate in the County’s group health insurance plan; however, retired 
employees hired prior to January 1, 2015 will become eligible for Medicare under the 
Social Security Act and the County will provide a Medicare Supplement Policy.  If the 
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County is contributing toward the cost of the Medicare Supplement premium, the 
amount will not exceed the amount paid for the retiree’s insurance as identified above. 
 

The Pasquotank County Board of Commissioners may amend or repeal this 
policy at any time. 

 
Section 7.  Unemployment Insurance 
 
County employees who are laid off or released from the county's service may apply for 
unemployment compensation through the local office of the Employment Security 
Commission, which determines the employee's eligibility for this benefit under 
applicable law.  
 
Section 8.  Workers’ Compensation Insurance  
 
The County provides insurance protection for on-the-job injuries and illness determined 
compensable under the North Carolina Workers’ Compensation Act, which include: 
 

 All eligible medical and prescription costs. 

 Weekly disability income benefits equaling 2/3 of the employee’s average weekly 
wage if they are unable to return to work. 

 Benefits for permanent disability, when applicable. 

 Mileage to and from the employee’s doctor’s appointments if they travel 20 miles 
or more round trip. 

 Death benefits payable to the employee’s survivors. 
 
Employees only receive benefits under this policy if their claim is accepted by the 
County’s workers’ compensation administrator or found compensable by the Industrial 
Commission. 
 
Reporting Requirements 
 
Employees are responsible for: 
 

 Immediately reporting any work-related injury or illness to their supervisor 
regardless of whether or not medical treatment is needed.  Failure to report a 
work-related injury or illness in a timely manner could result in the denial of the 
workers’ compensation claim.  In any event, under the North Carolina Workers’ 
Compensation Act, if notice of an accident is not given to the employer within 30 
days of the accident, compensation may be refused. 

 Completing a Workers’ Compensation Election Form at the time the incident is 
reported in case it becomes a loss-time case.  This form should be provided to 
the employee by their supervisor. 

 Seeking medical treatment with the County’s authorized medical provider during 
normal office hours or with the nearest hospital emergency room if the injury or 
illness is life threatening or occurs outside normal office hours.  If a doctor other 
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than the County’s authorized medical provider or the nearest hospital emergency 
room is seen without prior approval, the County may not assume responsibility 
for the medical cost of those claims. 

 Immediately providing written documentation of any work restrictions, time away 
from work and/or changes in their restrictions or work status to their supervisor 
and Human Resources.  The written documentation can be submitted to the 
supervisor in person, by fax, or by any other means that ensure the supervisor 
will receive the documentation promptly. 

 Reporting back to work after receiving medical treatment, if seen during normal 
working hours, unless otherwise instructed and documented by the physician.  If 
seen after normal working hours, the employee is expected to return to work at 
their regular starting time the following day unless documented as unable to 
return to work by the authorized treating physician.  Failure to report to work 
promptly after receiving medical treatment may result in disciplinary action, up to 
and including termination. 

 Following the physical restrictions imposed by the authorized treating physician 
during non-working hours as well as working hours.  In the case of outside or 
secondary Employment, the work of the County will take precedence over other 
occupational interests of employees. 

 Trying to schedule medical appointments during non-work hours (before work, 
after work, or during the employee’s lunch hour), whenever possible completing 
time sheets for any hours worked and any time away from work while receiving 
workers’ compensation benefits and submitting them to their supervisor. 
Employees should note “Workers’ Comp.” on their timesheet for any time missed 
due to their work-related injury or illness.  Employees should note “Workers’ 
Comp. Medical Appt.” on their timesheet for any time missed due to a workers’ 
compensation medical appointment. 

 
Supervisors and Department Heads are responsible for: 

 Immediately notifying the department head and Human Resources of any 
incident that occurs during normal office hours.  After normal office hours, the 
incident should be reported to the department head and Human Resources at the 
beginning of the next business day. 

 Providing the employee with a Workers’ Compensation Election Form at the time 
the incident is reported in case it becomes a loss-time case. 

 Completing the most recent version of the Form 19 (answering all the questions 
except the Case Number from Log in the OSHA 301 section) and an Accident 
Investigation Report Form indicating the facts, the cause and corrective actions 
taken for all workers’ compensation claims and forward to Human Resources 
along with the completed Workers’ Compensation Election Form within 48 hours 
of the accident, who may also conduct investigations as necessary.  All forms 
may be found on the County’s website www.co.pasquotank.nc.us 

 Providing the employee with a blank Form 18 and a copy of the completed Form 
19. 

http://www.co.pasquotank.nc.us/


89 
 

 Evaluating the injury and contact Human Resources to arrange for medical 
treatment with the County’s authorized medical provider.  Life threatening 
accidents or accidents occurring outside normal office hours should be directed 
to the nearest hospital emergency room. 

 Completing a Personnel Change Form for any employee who will be placed on a 
leave of absence due to their work-related injury or illness and when the 
employee is released to return to work. 

 Contacting employees who are away from work or working modified duty due to 
a work-related injury or illness, at least once a week to obtain updates regarding 
their condition and possible work status and provide written documentation of 
any updates to Human Resources on a weekly basis. 

 Ensuring that Human Resources receive all relevant documentation regarding 
the workers’ compensation claim including loss time reports and time sheets for 
reimbursement of loss time. 

 Assisting Human Resources in identifying appropriate transitional work 
assignments for employees who have been returned to work with restrictions. 
Supervisors should implement modified duty in a timely manner and ensure that 
restrictions are not violated, if an employee returns to work on modified duty.  If 
modified duty cannot be provided due to the employee’s job description, 
documentation of this should be provided to Human Resources. 

 Reviewing modified duty assignments every two weeks from the date the 
employee returns to work and forward findings to Human Resources. 

 Returning the employee to their regular job assignment when released to full duty 
and ensure that employees do not, under any circumstances, return to work until 
they have been released by their authorized treating physician. 

 Maintaining complete confidentiality for all work-related injuries and illnesses as 
required by law. 

 Ensuring that all employees receive proper training on this policy regardless of 
their status as temporary, part-time or full-time. 

 Ensuring procedural notifications are posted at all work locations and visible to all 
employees. 

 
Human Resources are responsible for: 
 

 Ensuring that all potential workers’ compensation claims are reported to the 
insurance carrier in a timely manner and that the employee receives benefits 
provided by the North Carolina Workers’ Compensation Act, if applicable. 

 Overseeing costs associated with work-related injuries and illnesses. 

 Overseeing workers’ compensation program and communicate workers’ 
compensation policy and procedures to all employees and management. 

 Maintaining effective communications with and working closely with all parties 
involved in a workers’ compensation claim. 

 Ensuring that all modified duty is in compliance with this policy. 
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 Reviewing this policy on an as needed basis to ensure it is in compliance with 
current standards as set forth by the various Federal, State and Local Laws 
governing Workers’ compensation. 

 Keeping departments abreast of all current changes in the policy as they occur 
and provide assistance to any department who needs help ensuring compliance. 

 Should a suitable position, other than the employee’s regular position, become 
vacant, the Human Resources Office will provide the insurance carrier with a job 
description for the position, so that the position can be evaluated and approved 
by the authorized treating physician.  Normal announcement procedures for the 
new position will be required and the employee must submit an application to be 
considered for the approved position. 

 Participating in North Carolina Industrial Commission hearings or mediations 
where appropriate. 

 Maintaining complete confidentiality for all work-related injuries and illnesses as 
required by law. 

 Ensuring that all medical recordkeeping and maintenance of OSHA 300, 300A 
and 301 forms are completed as required by law. 

 Reporting fatalities and/or hospitalization of three or more employees to the 
North Carolina Occupational Health and Safety Administration (OSHA). 

 
Employee’s Obligation to Accept Suitable Employment 
 
Once released by the authorized treating physician to return to work in a transitional, 
modified, or restricted duty status, the employee is expected to accept a suitable 
position that is consistent with the restrictions imposed by the physician.  If the 
employee refuses the position, the County will exercise its legal rights under the North 
Carolina Workers’ Compensation Act (GS 97-32) which states, “if an injured employee 
refuses employment procured for him suitable to his capacity he shall not be entitled to 
any compensation at any time during the continuance of such refusal, unless in the 
opinion of the Industrial Commission finds that such refusal was justified.” 
 
Should the employee refuse modified duty approved by the authorized treating 
physician, a written statement from the employee is required.  The statement shall note 
that the employee voluntarily declined the modified duty position with full and complete 
understanding that workers’ compensation payments may be affected.  
 
If initial efforts to contact an employee fail, a certified letter shall be mailed to the 
address on record for the employee.  The letter shall include information concerning the 
medically approved transitional duty and shall state an expected return-to-work date.  If 
the employee fails to contact either the supervisor or Human Resources within three 
days of the receipt of the certified letter, this failure shall be considered a refusal of the 
offer of work and a possible voluntary resignation without notice under the County’s 
Separation from Employment Policy. 
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Wage Compensation  
 
The amount of workers’ compensation benefits is based on the employee’s average 
weekly wage over a period of fifty-two weeks prior to the date of the work-related injury 
or illness.  Benefits equal 2/3 of the employee’s average weekly wage up to a limit 
established by the Workers’ Compensation Act.  Currently, under the North Carolina 
Workers’ Compensation Act, there is a seven calendar day waiting period, beginning 
the day after the injury or illness occurred, during which workers’ compensation will not 
compensate the employee, except where the injury results in a disability for more than 
21 days.  This waiting period will be unpaid unless the employee elects to use their 
accumulated sick or vacation leave.  If the employee elects to use their accumulated 
leave, a copy of their completed Workers’ Compensation Election Form will be 
submitted to the Workers’ Compensation Carrier to acknowledge that they have used 
their accumulated leave to cover the first seven days of disability and that they should 
not be compensated for this waiting period through Workers’ Compensation because 
they are not entitled to retain more than 100% of their regular salary under current North 
Carolina law.   
 
During times when the employee is restricted to work in a modified duty status, the 
employee must immediately provide their supervisor written documentation from the 
authorized treating physician.  If an employee is unable to return to work and is being 
paid through the County’s workers’ compensation insurance carrier, the employee will 
be required to use available FMLA leave or placed in a leave without pay status (if not 
eligible for FMLA leave) since the employee may not use their accrued sick or annual 
leave to subsidize their workers’ compensation benefits.  Therefore, the County’s Leave 
of Absence Policy and Family and Medical Leave Act policy would take effect, even if 
the employee is placed in a leave without pay status, except the employee’s vacation 
and sick leave will not be exhausted. 
 
When an employee returns to work full time but with medical restrictions, they will 
receive their regular salary.  If an employee has limited work hours, they will receive 
regular salary for the hours worked and workers’ compensation benefits for the hours 
not worked.  Such benefits shall equal 2/3 of the difference between the employee’s 
average weekly wage and the wage they receive while working limited hours.  If an 
employee is receiving workers’ compensation benefits along with any portion of their 
regular salary, they will not be eligible to participate in the North Carolina State 
Retirement System until they cease receiving workers’ compensation benefits however 
they will have the option to purchase lost time due to workers’ compensation from the 
North Carolina State Retirement System in accordance with North Carolina General 
Statutes §128-21 – Retirement System for Counties, Cities and Towns. 
 
If the employee has returned to work or if they had no lost time and still have follow-up 
appointments with their authorized treating physician, they are encouraged to schedule 
these appointments during non-work hours (before work, after work or during the 
employee’s lunch hours), whenever possible.  If an appointment occurs during their 
regularly scheduled working hours, the time missed from work for these appointments 
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will be paid at the employee’s regular hourly wage and this time will not count towards 
the calculation of overtime. 
  
Drug and Alcohol Testing 
 
Employees will be tested for the presence of drugs and alcohol following an on-the-job 
accident requiring treatment by a licensed physician and involving one or more of the 
following: 
 

 A fatality 

 An injury to another individual 

 An accident involving a County-owned vehicle 

 An accident requiring a law enforcement citation 

 An accident involving damage to County property 

 A sequence of minor accidents or injuries where medical treatment may not have 
been required 

  “Reasonable Suspicion” based on facts that conclude the accident was due to 
the employee’s drug or alcohol impairment. 

 
Following an accident as defined above, the employee will be tested as soon as 
possible but not to exceed eight hours for alcohol testing and 32 hours for drug testing. 
Any employee who tests positive for drugs and/or alcohol will be subject to termination. 
If an employee refuses to submit to required post-accident drug and alcohol testing, 
they will be considered positive for drugs and alcohol and will be subject to termination. 
 
Discipline and Consequences 
 
Failure to follow the procedures as set forth in this policy will result in disciplinary action 
up to and including termination and may also result in the following:  
 

 Any employee involved in an on-the-job injury or illness who does not report it 
immediately may be subject to denial of benefits under the North Carolina 
Workers’ Compensation Act. 

 Any employee injured on-the-job who does not get prior approval for medical 
treatment (excluding life threatening accident and accidents occurring outside 
normal business hours) will jeopardize payment of bills incurred relating to the 
accident.  

 Any employee who tests positive for drugs and/or alcohol will be subject to 
termination.  If an employee refuses to submit to required post-accident drug and 
alcohol testing will be considered positive for drugs and alcohol and will be 
subject to termination. 
 
If it is determined that an employee has abused their time away from work for 
workers’ compensation medical appointments, they will be subject to disciplinary 
action up to and including termination. 
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Section 9.  Light Duty 
 
 Ordinarily, the County will not provide temporary job modifications to allow an 
employee to perform less than the usual or essential functions of their job.  However, in 
order to serve as a cost-saving measure, to facilitate an employee’s continued 
employment following a job related accident or occupational disease, and to minimize 
an employee’s lost income during a temporary disability resulting from County service, 
the County may provide light duty in accordance with this policy. 

 
A.  Light Duty Defined 

 
 “Light duty” is non-strenuous work or work which requires minimal or reduced 
 physical activity.  Such duties will only be provided if approved by the employee’s 
 physician and of benefit to the County. 
 

B.  Eligibility for Light-Duty Status 
 
 An employee is eligible for light-duty status when all of the following conditions 
 are met: 
 
 (1) The employee suffers from a job-related injury or illness and their claim is 

accepted by the worker’s compensation administrator for the County. 
 
 (2) The injury or disease temporarily impairs the employee’s ability to perform 

the essential functions of his or her job.   
 
 (3) The employee must provide the County with the certification of a licensed 

physician knowledgeable about the employee’s condition(s) and the 
requirements of the job, which sets out a definite time after which the 
employee should be able to return to full duty.  The physician must also 
certify that in the interim the employee can safely perform light duty as 
described. 

 
 (4) Work beneficial to the County must exist with duties which can safely be 

performed by a person within the restrictions indicated by the physician. 
 
 If all of these conditions are met, the County may request and require the 
 employee to return to light duty work.  An employee eligible for FMLA under the 
 County’s FMLA policy may accept, but may not be compelled to accept, a light 
 duty position during their FMLA leave.  An employee who elects not to accept a 
 light duty assignment while on FMLA leave will not be terminated for such 
 election during their FMLA leave, but could be subject to a suspension or 
 decrease in their worker’s compensation benefits as determined by the worker’s 
 compensation administration. 
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 The County is under no obligation to create a position in order to offer any 
 employee light duty. 
 

C.  Approval Process for Light Duty Status 
 
 (1) Light duty status will only be approved if the proposed duties are needed 

by the County. 
 
 (2) Light duty status must be approved by the County Manager following 

consideration of recommendations by the department head and the 
Director of Human Resources. 

 
 (3) Light duty status should not extend for more than thirty days without 

review, an updated medical certification and approval by the County 
Manager, following consideration of recommendations by the department 
head and the Director of Human Resources.  If extended, similar reviews 
must occur every thirty days. 

 
 (4) Current employees in existing positions may not be replaced solely for 

purposes of making a light duty position available. 
 

D.  Options Available for Light-Duty Status 
 
 Light duty status may deviate from an employee’s normal position including, but 
 not limited to, as follows: 
 
 (1) The employee’s schedule may provide for fewer working hours and/or 

different working hours. 
 
 (2) Duties may be different and/or the same as required in the employee’s 

normal position. 
 
 (3) Light duty may be performed in a different department or under different 

supervision than the employee’s normal position. 
 
 (4) Light-duty responsibilities may be adjusted as the employee’s recovery 

progresses. 
 

E.  Return from Light Duty Status to Regular Duty 
 
 An employee will be returned to regular duty as soon as the employee’s 
 conditions permit.  However, before an employee placed on light duty status may 
 be transferred back to regular duty, the employee must provide a physician’s 
 certification that he or she can return to work without restrictions.  Return to 
 regular duty must be approved by the County Manager, following consideration 
 of recommendations by the department head and the Director of Human 
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 Resources.  Once approved, the employee must immediately return to regular 
 duty.  Failure to comply with any requirements during a light duty assignment or 
 to perform adequately while on light duty is grounds for discipline, including 
 dismissal. 
 
 In no event will an employee be allowed to remain on light duty for longer than 12 
 months.  Employees who are unable to return to duty on their usual schedule and 
 perform the essential functions of their usual position with or without a 
 reasonable accommodation for a period of 12 consecutive months will be 
 terminated except in those situations where additional leave is required by the 
 ADA. 
 
Section 10.  Social Security 
 
The County matches employee contributions to the Social Security System.  Further 
information about Social Security benefits can be obtained from the local office of the 
Social Security Administration. 
 
Section 11.  Retirement Benefits 
 
The county provides retirement benefits for its employees through a retirement program 
with the North Carolina Local Governmental Employees Retirement System.  Each 
employee appointed to a regular position who is required to work more than minimum of 
1,000 hours per year shall be required to join the county retirement plan after 
completing the probationary period.  Six percent (6%) of the employee's salary, 
deducted each month with a matched percentage by the county is credited to each 
employee's account in the retirement system.  However, if you are an Agricultural 
Extension Service employee and a member of the Federal Employees’ Retirement 
System, you may not join this System.  
 
While still in active service after one year as a contributing member, your beneficiary will 
receive a single lump-sum payment.  The payment equals the highest 12 months of 
salary in a row during the 24 months before you die, but no less than $25,000 and no 
more than $50,000.  This benefit is also paid if you die within 180 days of your last day 
of service.  It is in addition to any other benefits to which you may be entitled.  
 
Law enforcement officers have additional retirement benefits deposited into individual 
accounts of the Supplemental Retirement Income Plan in North Carolina (401K Plan). 
Effective July 1, 1987, the County will deposit two percent (2%) of each officer's salary 
into an individual 401K account for that officer.  The county will deposit an additional 
three percent (3%) for a total of five percent (5%) of each officer's salary into the 401K 
account. 
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Section 12.  NC 401(k) and NC 457 Transfer Benefit 
 
Employees who were vested before July 1, 2010 as a law enforcement officer, you may, 
at retirement, make a one-time election to transfer any portion of your eligible 
contributions, not including Roth contributions and earnings, from the NC 401(k) Plan to 
the Local Governmental Employees’ Retirement System and receive a separate 
additional monthly lifetime allowance based on their eligible account balance on the 
date of the transfer. This benefit for law enforcement officers is referred to as the NC 
401(k) LEO Transfer Benefit and is available only at the time of your retirement. 
 
Section 13.  Special Separation Allowance 
 
The County shall provide a special separation allowance to qualified law enforcement 
officers who retire early or who leave service early and who meet all of the following 
qualifications: 
 

1. The officer must have completed thirty (30) years or more of creditable 
service or have attained fifty-five (55) years of age and completed five (5) 
or more years of creditable service. 

2. The officer must not yet be age sixty-two (62). 
3. The officer must have completed at least five (5) years of continuous 

service as law enforcement officer immediately before service retirement. 
Payment of the separation allowance will cease if the officer: 

i. reaches age sixty-two (62) 
ii. dies, or 
iii. returns to any employment with the local government 

 
Section 14.  Voluntary Benefits 
 

a) Dental Insurance 
 

Regular employees may participate in the County's dental plan for self/and their 
dependents at their own expense.  Information on the types, levels of coverage, 
and rates for services can be obtained from the Personnel Department. 

 
b) Vision Care Benefits 

 
Regular employees may participate in the County's vision plan for self/and their 
dependents at their own expense.  Information on the types, levels of coverage, 
and rates for services can be obtained from the Personnel Department. 
 

c) Deferred Compensation Plans 
 

County employees are eligible to participate in the NACO- 457(b) sponsored 
Deferred Compensation Plan and the (401K) Supplemental Retirement Income 
Plan in North Carolina in accordance with the rules and regulations of both plans. 
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d) AFLAC and Colonial Insurance(s) 
 

e) Credit Union(s) 
 
All county employees are eligible for participation in the Federal, State, and Local 
Governmental Employees Credit Union.  
 
Section 15.  Benefit Changes 
 
The County’s insurance and retirement benefits are subject to the terms and conditions 
specified in the official plan documents or in controlling law for those benefits.  The 
foregoing summary of various benefits is provided as a description and general 
overview only.  You are referred to the official plan documents and controlling legal 
provisions for the specific terms and conditions of these benefits and benefit plans.  You 
may obtain a copy of those documents by asking the Human Resources Director.  To 
the extent there are any conflicts in the terms of the official plan documents or 
controlling state law and this or any other summary, the terms of the official plan 
documents or established by law will control. 
 
The County reserves the right to modify, terminate and amend these benefits at any 
time.  Advance notice of such changes will be given. 
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ARTICLE VIII.  DISCIPLINARY ACTION, SEPARATION, AND REINSTATEMENT 
 

Section 1.  Types of Separation 
 
Employees separated from positions in service of the County shall fall under one of the 
following designations and shall be accomplished according to procedures as specified 
below.  
 
(1) dismissal 
(2) suspension 
(3) demotion 
(4) reduction-in-force 
(5) resignation 
(6) retirement 
(7) disability 
(8) death 
 
Section 2.  Disciplinary Action 
 
In any organization, good relations between management and the employee is based 
on mutual trust and respect.  Pasquotank County provides a mechanism that assures 
the protection of the rights of employees as well as assuring that the County provides 
quality services.  It is the intent of the county to provide for employees and management 
a fair, clear and useful tool for correcting and improving performance problems, as well 
as to provide a process to assist management in handling instances of unacceptable 
personal conduct. 
 
Disciplinary Procedure 
 
Disciplinary action may be based on inadequate performance of duties or unacceptable 
personal conduct.  While the department head or designee of the department head 
should adhere strictly to the steps specified in the disciplinary process, management 
has the obligation and discretion to deviate from the specific steps of the procedure and 
impose a level of discipline considered appropriate to address any act or omission by 
any employee.  
 
Pasquotank County follows the procedure for employees of the Department of Social 
Services as set forth in the Personnel Policies for Local Government subject to the 
State Personnel Act. 
 
Grounds for disciplinary action fall into one of two categories: 
 
A.  Unsatisfactory Job Performance 
 
Discipline imposed on the basis of job performance is used to address performance 
related inadequacies for which a reasonable person would expect to be notified of and 
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allowed an opportunity to improve.  Examples could include, but are not limited to the 
following: 
 
(1) inefficiency, negligence, inadequacy or incompetency in the performance of 
 duties 
(2) failure to follow work instructions   
(3) careless, negligent or improper use of county property or equipment 
(4) failure to maintain satisfactory and harmonious working relationships with the 

public and employees 
(5) absence without approved leave 
(6) improper use of sick leave privileges 
(7) repeated failure to report for duty at the assigned time and place 
(8) failure to obtain or maintain a current license or certificate required by law as a 

condition for performing the job 
 
In the area of job performance, warnings administered are intended to bring about a 
permanent improvement in job performance.  Employees who are dismissed for 
unsatisfactory job performance shall receive at least three warnings:  first, one and not 
to exceed two oral warnings with documentation in the employee's personnel record; 
second, a written warning to the employee documenting all relevant points covered in 
the disciplinary discussion; third, a final written warning which notifies the employee that 
failure to make the required performance improvements may result in dismissal. 
 
B.  Personal Conduct 
 
Discipline will be imposed on the basis of personal conduct for those actions for which 
no reasonable person could or should, expect to receive prior warnings.  Examples 
could include, but are not limited to the following: 
 
(1) misconduct unbecoming a county officer or employee 
(2) commission or conviction of a felony or other criminal misconduct 
(3) immoral conduct  
(4) misuse of county funds 
(5) providing false information to secure position 
(6) participation in any action that would in any way disrupt or disturb the normal 

operation of the agency, institution, or department or any other segment of 
county government 

(7) unauthorized entry in the home of any county official or employee for the purpose 
of harassing or forcing dialogue or discussion from the occupants 

(8) willful damage or destruction of property 
(9) willful acts that would endanger the lives and property of others 
(10) possession of unauthorized firearms or lethal weapons on the job 
(11) brutality in the performance of duties 
(12) refusal to accept a reasonable and proper assignment or instructions from an 

authorized supervisor (insubordination) 



100 
 

(13) reporting to work under the influence of alcohol or drugs, or partaking of such 
things on the job 

(14) offering, soliciting or acceptance of gifts in exchange for "favor" or "influence" 
(15) improper disclosure of confidential information from official records 
(16) engaging in incompatible employment or serving a conflicting interest 
(17) taking part in political management or in political campaigns prohibited by law 
 
Discipline may be imposed, as a result of unacceptable conduct, up to and including 
dismissal without any prior warning to the employee. 
 
Before an employee is disciplined, a pre-disciplinary conference should be held with 
management and the employee.  No attorneys or other such representatives for either 
party shall be present at this conference; although a witness or security personnel may 
be present if management deems it necessary.  The formality of this conference 
depends on the security of discipline considered.  For example, a brief discussion may 
be sufficient before giving an employee a written warning or reprimand for 
unsatisfactory performance.  
 
After this conference, management may proceed with formal discipline in 
management’s discretion.   
 
The specific disciplinary action taken shall be explained in a written, statement detailing 
the specific acts or omissions that are the reasons for the disciplinary action. 
 
Section 3.  Dismissal 
 
Dismissal occurs after all phases of the disciplinary process (referred to herein as 
“Article VIII.  DISCIPLINARY ACTION, SEPARATION AND REINSTATEMENT” have 
been exhausted and there is no correction of the problem or situation which created the 
need for intervention.  Dismissal should be imposed by a written notice which includes 
the specific reasons for dismissal and the employee's right of appeal. 
 
A trainee, temporary, provisional, probationary or introductory employee may be 
dismissed by the appointing authority at any time due to work performance or personal 
conduct.  Employees in this category do not have rights of appeal to the State 
Personnel Commission in the case of competitive services employees or to the County 
Commissioners in the case of all other county employees. 
 
Any Social Services employee may be warned, demoted, suspended or dismissed by 
the appointing authority who is the Director of the Agency.  The degree and type of 
action in the disciplinary process shall be based on sound and considered judgment of 
the appointing authority in compliance with the policies, rules and regulations of the 
State Personnel Act in the case of competitive services employees and the personnel 
policy. 
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All other county employees may be counseled, reprimanded, warned or suspended by 
the head of the respective department or County Manager.  Any county employee may 
be demoted or dismissed by the respective department head with the approval of the 
County Manager.  County department heads may be disciplined by the County Manager 
with the exception of the Sheriff and Register of Deeds who are elected officials and the 
Director of the Department of Social Services who is selected, supervised and 
dismissed by the Social Services Board. 
 
Section 4.  Suspension 
 
Any employee may be suspended for either investigatory or disciplinary reasons. 
Suspension is usually without pay and provides a time for "cooling off," to investigate or 
establish the facts of a situation and to reach a decision concerning an employee's 
status. 
 
Suspension may be used to avoid undue disruption of the workplace or to protect the 
safety of persons or property.  The employee is informed in writing of specific acts or 
omissions that are the reasons for the suspension and the employee's right of appeal of 
a disciplinary suspension.  There shall be no right of an appeal from an investigatory 
suspension. 
 
An employee who is suspended shall be relieved temporarily of all duties and 
responsibilities. The employee shall be notified at once and requested to leave the 
county property and remain away until further notice.  The department head shall notify 
the County Manager immediately.  The Social Services Director may choose to notify 
the Social Services Board as well as the office of the County Manager.  A written 
summary shall be provided to the employee in person when possible and a copy filed in 
the employee's record.  When this is not feasible, the written notice shall be delivered to 
the employee by U.S. mail or overnight delivery service at the last known address.  This 
notice should include beginning date of suspension, reasons for action, and brief 
descriptions of plans/procedures for problem resolution, dates and details of actions 
taken and appropriate signatures.  All correspondence and necessary documentation 
will be filed in the employee's record. 
 
An investigatory suspension without pay should not exceed forty-five (45) calendar days 
unless the county department, in the exercise of its discretion, extends the period of 
investigatory suspension without pay beyond the forty-five (45) days limit.  The 
employee must be informed in writing of the extension, the length of the extension, the 
specific reasons for the extension and the right of appeal. 
 
If no action has been taken by management at the end of the forty-five (45) calendar 
days, one of the following must occur: 
 

a. reinstatement of the employee  with some or all of the suspension period 
being designated as a disciplinary action 

b. appropriate disciplinary action based on the results of the investigation 
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c. reinstatement of the employee with full or partial back pay  
d. extension of the suspension 

 
Such determination is based upon management's determination of the degree to which 
the employee was responsible for or contributed to the reasons for suspension. 
 
An employee may be suspended without pay for disciplinary purposes for causes 
relating to any form of personal conduct or in conjunction with a written warning for 
unsatisfactory performance of duties.  A disciplinary suspension without pay must be for 
at least one full working day. 
 
Failure of the employee to report back to work when requested or at the expiration date 
will be considered to have terminated his employment, and any subsequent 
reinstatement or re-employment would be on the basis of new employment. 
 
Section 5.  Demotion 
 
Any employee may be demoted.  Demotion may be made on the basis of unsatisfactory 
job performance or unacceptable personal conduct.  In the area of job performance, the 
employee should receive at least two prior warnings regarding their performance with at 
least one warning in writing.  In the area of personal conduct, an employee may be 
demoted for unacceptable conduct without any prior warnings. 
 
An employee who is demoted must receive written notice of the specific reasons for 
demotion, as well as notice of appeal rights. 
 
Disciplinary demotions may be accomplished in several ways.  The employee may be 
demoted to a lower classification with or without a loss in pay.  The employee may be 
reduced to a lower step in the same pay grade with a corresponding loss of pay.  In no 
event shall an employee's pay be lowered below step one of his/her current pay grade, 
unless the employee is demoted to a lower classification. 
 
Section 6.  Reduction in Force 
 
For reasons of lack of work, reorganization, or lack of funds, the appointing authority 
may separate employees.  Retention of employees in classes affected shall be based 
on systematic consideration of type of appointment, length of service and relative 
efficiency.  No permanent employee shall be separated while there are emergency, 
intermittent, temporary, probationary or trainee employees in their initial six or nine 
months of the trainee progression serving in the same or related class, unless the 
permanent employee is not willing to transfer to the position held by the non-permanent 
employee. 
 
Pasquotank County Department of Social Services has a specific policy that provides 
procedural actions to be taken in the event a reduction in force becomes necessary. 
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When reduction in force occurs in Social Services, this policy will be implemented. 
Policy is attached as an addendum to this Personnel Policy. 
 
In the event that reduction in force becomes necessary, consideration shall be given to 
the quality of each employee's past performance, organizational needs, and seniority in 
determining those employees to be retained.  Employees who are laid off because of 
reduction in force shall be given at least two (2) weeks’ notice of anticipated lay-off. 
 
Section 7.  Resignation 
 
A minimum of two weeks’ notice is expected of all resigning personnel, preferably 
longer when possible.  Written notice of resignation should be addressed to the 
department head.  Department heads must submit their notice of resignation to the 
County Manager with the exception of the Director of Social Services who would submit 
notice to the Social Services Board. 
 
Section 8.  Disability 
 
An employee may be separated for disability when the employee cannot perform the 
required duties of their position because of a physical or mental impairment even with a 
reasonable accommodation.  Action may be initiated by the employee or the county but 
in all cases it shall be supported by medical evidence as certified by a competent 
physician.  The county may require an examination at its expense and performed by a 
physician of its choice.  Before an employee is separated for disability, a reasonable 
effort shall be made to locate alternative positions within the county's service for which 
the employee may be suited. 
 
Section 9.  Death 
 
All compensation due in accordance with this policy will be paid to the estate of a 
deceased employee.  The date of death shall be recorded as the separation date for 
computing compensation due.  All county employees are covered by a life insurance 
policy of a maximum of $10,000.00 to be paid to the estate of a specified beneficiary.  If 
killed by accident this, policy has a double indemnity clause.  If an individual dies in 
service all retirement benefits will be paid to the estate or a specified beneficiary. 
 
Section 10.  Reinstatement 
 
Any employee who resigns while in good standing or who is separated while in good 
standing because of a reduction in force may be reinstated within one (1) year of the 
date of separation, with the approval of the department head and the appointing 
authority.  An employee who is reinstated shall be credited with previous service and 
previously accrued sick leave and will receive all benefits provided in accordance with 
this policy and state law.  An employee returning from military leave must be reinstated 
to the same salary step corresponding in number to that from which he was separated. 
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This enables him to receive all increases in the salary plan occurring during his military 
service. 
 
An employee being reinstated may receive any merit increases for which he is eligible, 
except that his salary shall not exceed the maximum of the current salary range for his 
classification. 
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ARTICLE IX.  GRIEVANCE PROCEDURE, DISCRIMINATORY AND ADVERSE 
ACTION APPEAL FOR GENERAL COUNTY EMPLOYEES 

 
Section 1.  Grievance and Adverse Action - Definitions 
 
A grievance is a claim or complaint based upon an event or condition which affects the 
circumstances under which an employee works, allegedly caused by misinterpretation, 
unfair application, or lack of established policy pertaining to employment conditions.  A 
grievance might involve alleged safety or health hazards, unsatisfactory physical 
facilities, surroundings, materials or equipment, unfair or discriminatory supervisory or 
disciplinary practices, unjust treatment by fellow workers, unreasonable work quotas, or 
any other grievance relating to conditions of employment.  An adverse action is a 
suspension, demotion, dismissal, reduction in pay, layoff, or an undesirable transfer. 
Examples of causes for adverse action are listed in this procedure. 
 
Any employee may pursue a grievance based on unlawful harassment or discrimination.  
Only regular employees may pursue a grievance or adverse action appeal on any other 
basis. 
 
Section 2.  Grievance Procedure and Adverse Action Appeal - Policy 
 
In order to maintain a harmonious and cooperative relationship between the county and 
its employees, it is the policy of the county to provide for the settlement of problems and 
differences through an orderly grievance procedure.  Any employee who presents a 
grievance or adverse action appeal in accordance with the established policy shall be 
allowed to do so free from interference, coercion, restraint, discrimination, or reprisal. 
 
It is the responsibility of supervisors at all levels, consistent with authority delegated to 
them, to consider and take appropriate action promptly and fairly on a grievance or 
adverse action appeal of any employee. 
 
In adopting this policy, the county sets forth the following objectives to be attained in this 
program: 
 

a. Assure employees of a way in which they can get their problems or 
complaints considered rapidly, fairly and without fear of reprisal. 

b. Encourage the employee to express himself about how the conditions of 
work affect him as an employee. 

c. Get better employee understanding of policies, practices and procedures 
which affect them. 

d. Provide employees with assurance that actions are taken in accordance 
with policies. 

e. Give supervisors a greater sense of responsibility in their dealings with 
employees. 
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Section 3.  Grievance and Adverse Action Appeal Procedure - Non-Discrimination 
 
Any regular county employee having a problem or grievance arising out of or due to his 
employment and who does not allege discrimination on the basis of age, sex, race, 
color, national origin, religion, creed, physical disability, or political affiliation shall first 
discuss his problem or grievance with his supervisor and follow the grievance and 
adverse action appeal procedure established by the county. 
 
Step One.  The employee shall present the matter in writing to his immediate supervisor 
within thirty (30) working days of its occurrence or within thirty (30) working days of the 
time the employee learns of its occurrence, with the objective of resolving the matter 
informally.  If the exact date cannot be established for the occurrence of a grievance 
circumstance, the thirty (30) working day limit will be waived, but the employee should 
file the grievance within a reasonable time period.  The supervisor should be and is 
encouraged to consult with any employee or officer deemed necessary to reach a 
correct, impartial, and equitable determination and shall give the employee an answer 
as soon as possible, but within five (5) working days.  
 
Step Two.  If the decision is not satisfactory to the employee in Step 1, or if he fails to 
receive an answer within the designated period provided in Step 1, he may file the 
grievance in writing within ten (10) working days with the department head, who shall 
hear the grievance and render a decision in writing within a maximum of ten (10) 
working days.  For employees in the Sheriff's Department and the Register of Deeds 
Office, there shall be no appeal beyond the decision of the respective department head. 
 
Step Three.  If the decision is not satisfactory to the employee in Step 2, or if he fails to 
receive an answer within the designated period provided in Step 2, he may file the 
grievance in writing with the County Manager.  The County Manager shall hear the 
grievance and render a decision in writing within five (5) working days. 
 
Step Four.  If the decision is not satisfactory to the employee in Step 3, or if he fails to 
receive an answer within the designated period provided in Step 3, he may file the 
grievance in writing with the County Personnel Appeals Committee within ten (10) 
working days.  The Personnel Appeals Committee shall review the case data, consult 
with whatever sources it deems appropriate and make a recommendation to the County 
Manager in writing within ten (10) working days with a copy sent to the employee by 
certified mail.  The recommendation of the Committee is advisory and the County 
Manager may accept, reject or modify the Committee’s recommendation.  There shall 
be no appeal from this decision to the Board of Commissioners. 
 
Section 4.  Grievance and Adverse Action Appeal Procedure – Discrimination 
 
Any applicant for county employment, county employee, or former county employee 
who has reason to believe that employment, promotion, training, or transfer was denied 
him or that demotion, layoff, or termination of employment was issued to him because of 
his age, sex, race, color, national origin, religion, creed, political affiliation, or physical 
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disability except where specific age, sex, or physical requirements constitute a bona fide 
occupational qualification necessary to proper and efficient administration, shall have 
the right to appeal directly to the County Personnel Appeals Committee.  A regular 
county employee has the right to appeal using the grievance procedure outlined in 
Section 5 of this article if he so desires.  An employee or applicant must appeal an 
alleged act of discrimination within thirty (30) days of the alleged discriminatory action. 
 
Section 5.  Grievance Procedures 
 
A. Referral of Grievance to Personnel Appeals Committee 

 

Promptly after a grievance is reopened to the committee, the committee should 
be notified and the hearing scheduled.  The Human Resources Director will also 
provide copies of the grievance documents used at each stage of the grievance 
process.  The committee may review such documents, and other documents 
submitted by the parties, in advance. 
 
Three (3) members will constitute a quorum.  In the event there exists a business 
or personal relationship of any kind between any member of the Personnel 
Appeals Committee and an employee, group of employees or a witness 
appearing before the Personnel Appeals Committee, the remainder of the 
members of the Personnel Appeals Committee not affected, by majority vote, 
shall determine whether or not the affected Personnel Appeals Committee 
member has a conflict of interest and whether he/she be allowed to sit in at the 
hearing and determination. 
 

B. Case Presentation 

The Employee presenting on appeal or grievance and the Department Head or 
County representative shall be present at all Committee hearings and may be 
represented by legal counsel. 
 
If the employee intends to have legal representation at the hearing, they must 
give advance notice to the Chair and the County Attorney.  The hearing should 
be rescheduled whenever the County has inadequate notice to arrange for an 
attorney to be present for the Committee, if desired, and/or the staff 
representative or Department Head. 
 
Should the Committee hear a grievance as a result of a termination, the 
Committee may have legal representation, at County’s expense, to assist the 
Committee in legal matters concerning the grievance. 
 

C. Committee Decision 

The Committee shall render its decision and distribute copies to the grievant, 
County Manager, Department Head and County Clerk within 15 calendar days of 
the conclusion of the hearing.  The reason for the Committee decision will be 
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noted.  The majority decision of the Committee, acting within the scope of its 
authority, shall be the final recommendation to the County Manager and shall be 
consistent with the provisions of existing written policies, standard practices, 
procedures and laws.  The question of whether the relief recommended by the 
Committee is consistent with existing written policies, standard practices, 
procedures and laws shall be determined by the County Manager. 
 

D. Rules 

1. The Grievance Committee does not have the authority to formulate 
policies or procedures or to alter existing policies and procedures. 

 
2. The Committee shall determine the propriety of attendance at the hearing 

of persons not having a direct interest in the hearing and the hearing shall 
be closed to the public. 

 
3. The County Manager or designee shall provide the Committee with copies 

of the grievance record prior to the hearing, and provide the grievant with 
a list of the documents furnished to the Committee, and the grievant and 
his attorney, at least five (5) calendar days prior to the scheduled 
Committee hearing.  All parties shall have access to and copies of all 
relevant files intended to be used in the grievance proceeding. 

 
4. The Committee has the authority to determine the admissibility of 

evidence without regard to the burden of proof, or the order of 
presentation of evidence, so long as a full and equal opportunity is 
afforded to all parties for the presentation of their evidence. 

 
5. All evidence shall be presented in the presence of the Committee and all 

parties, except by mutual consent of the parties. 
 
6. Documents, exhibits and lists of witnesses shall be exchanged between 

the parties seven (7) calendar days in advance of the hearing.  The 
exchange will be made by 2:00 p.m. of the fourth day. 

 
7. At the option of each party, opening statements may be made at the 

beginning of the hearing and the Committee may ask for such statements 
in order to clarify the issues involved in the grievance. 

 
8. The County and thereafter the grievant, or their representatives, shall then 

present their claims, proofs, and witnesses who shall submit to questions 
or other examination.  The Committee may, at its discretion, vary this 
procedure, but shall afford full and equal opportunity to all parties for 
presentation of any material or relevant evidence and shall afford the 
parties the right of cross-examination.  It is recommended that in cases of 
alleged discrimination and sexual harassment, the grievant present the 
case first. 
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9. The Committee by majority vote may decide procedural questions and 

rules upon objections raised during the course of the hearing.  Witnesses 
other than the parties should remain in the hearing room only while giving 
their testimony. 

 
10. The Committee, by a majority vote, may recommend upholding or 

reversing the action of the County or in appropriate circumstances may 
recommend a modified remedy.  Committee decision, however, must be 
consistent with the provisions of law and existing written policies and 
standard practices.  In appropriate cases, a Committee might determine 
that a grievant should be reinstated, either with or without full, partial or no 
back pay and/or full, partial, or no benefits.  In no case does the 
Committee have the authority to award damages or attorney’s fees.  

 
11. After each side has had the opportunity to present its evidence, the 

Committee Chair shall specifically inquire of all parties whether they have 
any further proofs to offer or witnesses to be heard.  Upon receiving 
negative replies, both parties shall be given the opportunity to make 
closing statements summarizing their positions, following which the 
hearing should be declared closed. 

 
12. The majority decision of the Committee, acting within the scope of its 

authority, shall be the final recommendation to the County Manager, 
subject to existing written policies, standard practices, procedures and 
laws. 

 
E.  Temporary Modifications  

 
The County shall have the authority to adopt such other provisions as may 
facilitate fair and expeditious, informal hearings.  Technical rules of evidence will 
not apply. 

 
F.  Conduct and Responsibilities  
 

The decision and recommendations of the Committee may not expand the issue 
or the relief requested in the original grievance.  The Committee has the authority 
to recommend that the County Manager uphold the action taken, or reverse, 
reduce, or otherwise modify the actions of the County.  The Committee does not 
have the authority to exonerate an employee from all discipline when the guilt of 
the employee is admitted or guilt is determined by the Committee based on the 
evidence presented.  

 
 No permanent changes shall be made in this procedure without the approval of 

the County Board of Commissioners. 
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ARTICLE X.  COMPETITIVE SERVICE EMPLOYEES APPEAL PROCESS 
AND GRIEVANCE PROCEDURE 

 
Section 1.  Appeals Policy 
 
This policy provides appeal procedures for employees who have regular status with the 
Pasquotank County Department of Social Services who have been demoted, 
suspended, dismissed, reduced in pay, laid-off or who believe they have been 
discriminated against because of age, sex, race, religion, color, national origin, visible 
and non-visible handicaps, or pregnancy.  
 
No action involving demotion, suspension or dismissal is to be taken against any 
employee for disciplinary reasons until such action has been recommended to and 
approved by the agency Director, except when, in the judgment of the supervisor, 
immediate suspension is necessary to protect the safety of persons or property.  In no 
case will an employee be dismissed without the approval of the Director. 
 
Section 2.  Appeals Procedures 
 
The following successive steps must be followed in all appeal cases, except that an 
employee alleging discrimination shall file his/her complaint directly with the Office of 
Administrative Hearings, P.0. Drawer 11666, Raleigh, NC 27604, as provided for in 
Step Three.  
 
Step One - Appeal to the Director.  If an employee disagrees with the action taken 
and wishes to appeal, he/she must file notice of appeal with the agency Director in 
writing, citing specific reasons for appeal, within ten (10) days of receipt of notification of 
the action.  The Director shall hear the matter and render a decision within ten (10) days 
or advise the employee as to the conditions which prevent an answer within the 
specified time frame and inform as to when an answer may be expected.  If the written 
notice of appeal is not filed within ten (10) days, it will not be considered. 
 
Step Two - Appeal to the Social Services Board.  An employee not having his/her 
appeal resolved to his/her satisfaction in Step One and who wishes to appeal further, 
must request in writing, citing specific reasons for the appeal, within ten (10) days of 
receipt of the Director's decision.  This notice must be mailed to the Chairman of the 
Pasquotank County Board of Social Services (address to be provided) with a copy to 
the Director.  Facts surrounding the case will be presented to the Board at its next 
meeting and the employee may speak to the Board, if he/she so desires.  After 
reviewing the data, the Board may consult with whatever sources it deems appropriate. 
The Board will render an advisory opinion to the Director.  The Director will issue a 
decision to the employee within ten (10) days of the receipt of the Board's advisory 
opinion or advise the employee as to the special conditions which prevent an answer 
within the specified time frame and inform as to when a decision may be expected.  If 
the appeal is not filed with the Board Chairman within ten (10) days, the appeal will not 
be considered. 
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Step Three - Appeal to the Office of Administrative Hearings, P.0. Drawer 11666, 
Raleigh, NC 27604.  
 
If the employee is not satisfied with the decision of the Director in Step Two and wishes 
to appeal further, he/she must file notice of appeal with the Office of Administrative 
Hearings not later than thirty (30) days after receipt of notice.  A copy of the written 
appeal to the Director and the Board of Social Services will be filed by the Director with 
the Office of Administrative Hearings. 
 
If the employee is not satisfied with the final decision or is unable to obtain a final 
decision from the agency Director within a reasonable length of time, he/she may file a 
written appeal to the Office of Administrative Hearings not later than thirty (30) days 
after receipt of notice of the Director's decision.  The grievant shall be informed in 
writing that, an appeal to the Office of Administrative Hearings may be made by filing 
such a request with the Chief, Office of Administrative Hearings, P.O. Drawer 
11666, Raleigh, North Carolina 27604.  The grievant must give Pasquotank County 
notice of the appeal to the Office of Administrative Hearings.  
 
Notice must be given to the County Manager or the Chairman of the Board of County 
Commissioners by certified mail within fifteen days of the filing of the notice of appeal. 
Notice should be sent to the following address:  County Manager (or Chairman, 
Board of County Commissioners), P.0. Box 39, Elizabeth City, N.C. 27907. (G.S. 
126-37) The Office of Administrative Hearings shall be responsible for informing 
grievant wishing to appeal to the Office of Administrative Hearings of the legal 
requirements necessary for the hearing process which is conducted by the Office of 
Administrative Hearings and may assist in meeting these filing requirements providing 
that a timely appeal has been filed.  The Office of Administrative Hearings shall also 
notify the local agency when it has received a request for an appeal to the Office of 
Administrative Hearings. 
 
An employee alleging discrimination shall file his/her complaints directly with the Office 
of Administrative Hearings.  The Director or his designee shall investigate the 
disciplinary action or alleged discrimination which is appealed to the Commission.  The 
Office of Administrative Hearings will hear the case.  
 
The decision of the Office of Administrative Hearings shall be binding in appeals of the 
local employees of Pasquotank County Department of Social Services if the 
commission finds that the employee has been subjected to discrimination or in any case 
where a binding decision is required by applicable federal standards.  However, in all 
other local employee appeals the decision of the Office of Administrative Hearings shall 
be advisory only to the local agency Director. 
 
Section 3.  Employee Grievances 
 
(a) Purpose. In the continuing effort to provide and maintain the best possible 
conditions of work for all Social Services employees and to improve cooperative and 
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harmonious relationships among all its staff, the management of this department 
encourages the prompt, fair settlement of problems, differences and complaints.  
 
(b) Policy. An employee who has a problem, complaint or difference will discuss it 
first with his immediate supervisor.  The supervisor may call higher level supervisors 
into the discussion if the employee agrees or, the supervisor may consult with higher 
level supervisors for any needed advice before giving any answer.  If the employee and 
supervisor are unable to resolve the complaint to the satisfaction of both parties, a 
request to the Director by either party may be made for a final decision. 
 
Issues covered under this policy will be considered as related to management rights 
and are excluded from any formal grievance and appeal process in the resolution of 
said issues.  The Director will report complaints and their resolution to the Pasquotank 
County Social Services Board at the regularly scheduled board meetings or as 
requested by the Social Services Board. 
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ARTICLE XI.  PERSONNEL RECORDS AND REPORTS 
 
Section 1.  Personnel Records Maintenance 
 
All personnel records as are necessary for the proper administration of the personnel 
system will be maintained by the County Manager.  The county shall maintain in 
personnel files only information that is relevant to accomplishing official personnel 
administration purposes. 
 
The following information on each county employee shall be maintained: 
 

(a) Name; 
(b) Age; 
(c) Date of original employment or appointment to county 

services; 
(d) The terms of any past or present employment contract, 

whether oral or written to the extent the County has a record of 
such contract in its possession; 

(e) Current position title; 
(f) Current salary, which includes pay, benefits, incentives, 

bonuses and deferred and all other forms of compensation 
paid by the County; 

(g) Date and amount of each change in salary; 
(h) Date and type of each promotion, demotion, transfer, 

suspension, separation, or other change in position 
classification;  

(i) Date and general description of the reasons for each 
promotion;  

(j) Date and type of each dismissal, suspension or demotion for 
disciplinary reasons.  If the disciplinary action was a dismissal, 
a copy of the written notice of the final decision of the County 
setting forth the specific acts or omissions that are the basis 
for the dismissal; and 

(k) Office to which the employee is currently assigned. 
 
Section 2.  Access to Personnel Records 
 
As required by G.S. §153A-98, any person may have access to the information listed in 
Section 1 of this article for the purpose of inspection, examination, and copying, during 
the regular business hours, subject only to such rules and regulations for the 
safekeeping of public records as the Board of Commissioners may adopt.  Access to 
such information shall be governed by the following provisions:  
 
(a) All disclosures of records shall be accounted for by keeping a written record 
(except for authorized persons processing personnel actions) of the following 
information:  Name of employee; information disclosed; date information was requested; 
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name and address of the person to whom the disclosure is made; purpose for which 
information is requested.  This information must be retained for a period of two years. 
 
(b) Upon request, records of disclosure shall be made available to the employee to 
whom it pertains. 
 
(c) An individual examining a personnel record may make a written copy of the 
information; 
 
Section 3.  Confidential Information 
 
All information contained in a county employee's personnel file, other than the 
information listed in Section 1 of this Article will be maintained as confidential in 
accordance with the requirement of G.S. §153A-98 and shall be open to public 
inspection only in the following instances:  
 
(a) The employee or his duly authorized agent may examine all portions of his 

personnel file, except (1) letters of reference solicited prior to employment, and 
(2) information concerning a medical disability, mental or physical, that a prudent 
physician would not divulge to his patient. 

 
(b) A licensed physician designated in writing by the employee may examine the 

employee's medical record. 
 
(c) A county employee having supervisory authority over the employee may examine 

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

material in the employee's personnel file. 
 
(e) An official of any agency of the State or Federal government, or any political 

subdivision of the State, may inspect any portion of a personnel file when such 
information is deemed by the County Manager to be necessary and essential to 
the pursuance of a proper function of the inspecting agency, but no information 
shall be divulged for the purpose of assisting in a criminal prosecution of the 
employee or for the purpose of assisting in an investigation of the employee's tax 
liability.  However, the County Manager may release from the file the employee’s 
name, address and telephone number for the purposes of assisting in a criminal 
investigation. 

 
(f) Each individual requesting access to confidential information will be required to 

submit satisfactory proof of identity. 
 
(g) A record shall be made of each disclosure and placed in the employee’s file 

(except of disclosures to the employee and the supervisor). 
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(h) An employee may sign a written release to be placed with their file authorizing 
the release of information to prospective employers, educational institutions, or 
other persons specified in the release. 

 
Section 4.  Records of Former Employees 
 
The provisions for access to records apply to former employees as they apply to 
present employees.  
 
Section 5.  Remedies of Employees Objecting to Material in File 
 
An employee who objects to material in his file may place in his file a statement relating 
to the material he considers to be inaccurate or misleading.  The employee may seek 
the removal of such material in accordance with established grievance procedures. 
 
Section 6.  Penalty for Permitting Access to Confidential File by Unauthorized 
Person 
 
G.S. §153A-98 provides that any public official or employee who knowingly and willfully 
permits any person to have access to any confidential information contained in an 
employee personnel file, except as expressly authorized by the designated custodian, is 
guilty of a misdemeanor and upon conviction shall be fined in an amount not to exceed 
five hundred dollars.  
 
Section 7.  Penalty for Examining and/or Copying Confidential Material without 
Authorization 
 
G.S. §153A-98 provides that any person, not specifically authorized to have access to a 
personnel file designated as confidential, who shall knowingly and willfully examine in its 
official filing place, remove or copy any portion of a confidential personnel file shall be 
guilty of a misdemeanor and upon conviction shall be fined in the discretion of the court 
but not in excess of five hundred dollars.  
 
Section 8.  Destruction of Records Regulated 
 
No public official may destroy, sell, loan, or otherwise dispose of any public record, 
except in accordance with G.S. §121-5, without the consent of the State Department of 
Cultural Resources.  
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ARTICLE XII.  IMPLEMENTATION OF POLICY 
 

Section 1.  Conflicting Policies Repealed 
 
All policies, ordinances or resolutions that conflict with the provisions of this policy are 
hereby repealed, 
 
Section 2.  Separability 
 
If any provision of this policy or any rule, regulations or order thereunder of the 
application of such provision to any person or circumstances is held invalid, the 
remainder of this policy and the application of such remaining provisions of this policy of 
such rules, regulations or orders to persons or circumstances other than those held 
invalid will not be affected thereby. 
 
Section 3.  Violations of Policy Provisions 
 
An employee violating any of the provisions of this policy shall be subject to disciplinary 
action up to suspension and/or dismissal, in addition to any civil or criminal penalty, 
which may be imposed for the violation of the same. 
 
Section 4.  Effective Date 
 
This policy shall become effective as of July l, 1988 (revised May 4, 2015). 
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PASQUOTANK COUNTY EMPLOYEE  PERSONNEL POLICIES  
 

ACKNOWLEDGMENT 
 
 

 
By signing below, I acknowledge that I have received, read and understand the 
County’s Employee Personnel Policies.  I understand that the Employee Personnel 
Policies are provided to me for general guidance and are not an exhaustive statement 
of County policies or procedures.   
 
In addition, I understand that the Employee Personnel Policies do not constitute a 
contract of employment and that the County may change, revoke, interpret, or add to 
any of these policies at any time at its sole discretion without prior notice.  I 
understand that the County is an “at-will” employer and retains the right to terminate 
my employment at any time for any reason not prohibited by law.   
 
Finally, I understand that any amendment of the Employee Personnel Policies will 
always govern and supersede any prior version.  I also understand that if I have 
questions or concerns regarding my terms of employment or working conditions with the 
County, I should contact my supervisor or Human Resources.      
 
 
Employee Signature:  
 
 
_______________________________________ Date:_________________________ 
 
Employee’s Printed Name: 
 
______________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This page is reproduced at the end of the Employee Personnel Policies.  Employees are 
to sign and date the attached page.  This page will remain attached to the Employee 
Personnel Policies; the reproduced page at the end of the Employee Personnel Polices 
will be detached and becomes part of the employee’s personnel file. 


