
 
 

Chowan County Board of Commissioners 
SPECIAL MEETING 

Monday, October 5, 2026 
Chowan County Public Safety Center 

305 West Freemason Street 
5:00 pm 

 
AGENDA 

The Chowan County Board of Commissioners will hold a special meeting on Monday, October 5, 2026, at 
5:00pm before the regular 6pm meeting. The special meeting will be held in the Chowan County Public 
Safety Center (305 West Freemason St. Edenton, NC).  
 
The purpose of this special meeting will be a closed session to meet in accordance with NCGS 143-318-11 
(a) (3 and 5) Attorney Client Privilege and Contract Negotiations.  The regular meeting at 6:00pm will 
follow.  

 
Chowan County Board of Commissioners 

Regular Meeting 
Monday, October 5, 2026 

Chowan County Public Safety Center 
305 West Freemason Street 

6:00pm 
 

AGENDA 
Regular Meeting 

  
a. Call to Order  
b. Pledge   
c. Invocation  Commissioner Cummings 

 
1. Approval of Draft Agenda 

 
2. Public Comment 

In accordance with NCGS 153A-52.1 The Board will allow a maximum of 3 minutes per speaker 
during the Public Comment Period.  
 
**General Public Comment is typically addressed during Timely & Important Matters** 

3. Consent Agenda  
All items on the Consent Agenda are considered routine and may be enacted by one motion. If a 
County Commissioner requests discussion on an item, the item will be removed from the Consent 
Agenda and considered separately.  
 

a. Tax Refund/Release Report 
Merciful Heav. Homes  $200.00  Overpayment 

 
 
 
 



 
 
 
 

4. Boys and Girls Club Request 
The Board will consider a request from the Boys and Girls Club to utilize the space on the 2nd floor of 
the DF Walker High School building on Oakum St. 
 

5. Chowan County Personnel Policy Amendment 
As part of the classification and pay plan study the MAPS group has provided an amended Personnel 
Policy Manual. Staff have reviewed the manual and provided a summary of changes from the original 
policy for the Board to review. A copy of the changes along with the new policy are included in the 
Board packet. The Board will consider approval of the policy. 
 

6. Employee Incentives 
At the last meeting it was requested that staff bring the Board information on what employee 
incentives are included in the personnel policy as well as what other Counties/Towns offer as 
incentives.  
 

7. DSS – Special Salary Adjustment 
DSS Director Tyeshia Phelps is requesting a special salary adjustment for the current Public 
Information Assistant IV to assist with keying Crisis applications for the Work First Unit.  The salary 
adjustment is for $1,000 per month while the currently vacant position is being filled and until the 
caseload returns to a manageable number. At that time the special salary adjustment will end and the 
position will return to her regular position and salary. 
 

8. Schedule - Public Hearing for Rezoning and Waive Quarterly Amendment Requirement 
The Board is asked to schedule a Public Hearing for Monday October 19, 2026, to review and take 
action on an application to rezone 1823 Virginia Road. Although the new Land Use Regulations do 
not have a quarterly amendment requirement, it has been the custom of the Board to hear zoning map 
amendments quarterly. It is recommended that the quarterly amendment requirement be waived and 
the public hearing for this application be scheduled for Monday October 19th at 6pm at the Chowan 
County Public Safety Center, 305 West Freemason St.  The rezoning application is available for 
review at the County Planning & Inspections Dept. located at 305 W. Freemason St.  
 

9. Appointment - -Hospital Directors Council  
The Hospital Directors Council requests that the Board approve the appointment of Ashley Stoop to fill 
the seat vacated by Judge J.C. Cole. 
 

10. Legislative Goals Conference (November 19-20 Wake County) 
The Clerk will inquire if any Commissioners wish to attend this conference. Additionally, the Board 
will need to appoint the attendee as its voting delegate. 
 

11. Annual Report – Register of Deeds 
Register of Deeds Lynn Gilliard will provide the Board with a report from the Register of Deeds. 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

12. Financial Items 
Finance Officer Cathy Smith will present the following: 

 
a. FY25-26 Budget Cleanup Amendment 

2026-077 
 

b. FY26-27 Budget Amendments 
2027-014 
2027-015 
2027-016 
2027-017 
2027-018 
2027-019 
2027-020 
 

c. JAHHS Expenses and C/O Report 

d. Financial Report   
Finance Officer Cathy Smith will provide the Board with financial reports for August 2026.  

 
13. External Board/Committee Report 

Board members are asked to report on the activities of the external boards to which they have been 
appointed. 
 

14. Manager’s Report 
County Manager Kevin Howard will update the Board on any pending matters. 

 
15. Timely and Important Matters 

 
16. Adjourn 
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CHOWAN COUNTY 
PERSONNEL POLICY 

BE IT RESOLVED by the Board of County Commissioners for Chowan County that the following policies 
apply to the appointment, classification, benefits, salary, promotion, demotion, dismissal, and conditions 
of employment for the employees of the County. 
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ARTICLE I.  GENERAL PROVISIONS 
 
Section 1. Purpose of the Policy 
 
It is the purpose of this policy and the rules and regulations set forth to establish a fair and uniform 
system of personnel management for all employees of the County under the administration of the 
County Manager, Sheriff, Register of Deeds, Elections Board, Soil and Water Conservation Board, and 
Social Services Board. These aforementioned entities are the official appointing authorities covered by 
this personnel policy. State requirements will supersede these policies for positions subject to the State 
Human Resources Act whenever there is a conflict. This policy is established under authority of G.S. 
153A, Article 5 and G.S. 126 of the General Statutes of North Carolina. 
 
Section 2. Merit Principles 
 
All appointments and promotions shall be made solely on the basis of merit.  Decisions regarding 
appointments and promotions are within the County’s discretion.  All positions requiring the performance 
of the same duties and fulfillment of the same responsibilities shall be assigned to the same class and 
the same salary range.  No applicant for employment or employee shall be deprived of employment 
opportunities or otherwise adversely affected as an employee because of such individual’s race, 
religion, color, sex, national origin, sexual orientation, age, veteran status, marital status, political 
affiliation, non-disqualifying disability, genetic information, or on the basis of actual or perceived gender 
as expressed through dress, appearance or behavior. 
 
Section 3. Responsibilities of the County Board of Commissioners 
 
The County Board of Commissioners shall be responsible for establishing and approving Personnel 
Policy, the position classification and pay plan, and it may change the policies and benefits as 
necessary. The Board also shall make and confirm appointments when so specified by the general 
statutes. 
 
Section 4. Responsibilities of the County Manager 
 
The County Manager shall be responsible to the County Board of Commissioners for the administration 
and technical direction of the human resources program. The County Manager shall appoint, suspend, 
and remove County officers and employees except those elected by the people or whose appointment 
is otherwise provided for by law.  The County Manager shall make appointments, dismissals and 
suspensions in accordance with the state statutes and other policies and procedures spelled out in 
other Articles in this Policy.  
 
The County Manager shall: 
 

a) recommend policies and revisions to the personnel system to the County Board of 
Commissioners for consideration; 

 
b) make changes as necessary to maintain an up-to-date and accurate position 

classification plan; 
 

c) recommend necessary revisions to the pay plan; 
 

d) determine which employees shall be subject to the overtime provisions of Fair Labor 
Standards Act (FLSA); 
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e) develop and administer such recruiting programs as may be necessary to obtain an 
adequate supply of competent applicants to meet the needs of the County; 

 
f) perform such other duties as may be assigned by the County Board of Commissioners 

not inconsistent with this Policy; and 
 

g) appoint an employee to the role of Human Resources Officer or serve in that role for the 
County. 

 
Section 5. Responsibilities of the Human Resources Officer 
 
The County Manager shall appoint a Human Resources Officer or perform this role him/herself. If 
serving in the role of Human Resources Officer, the Manager may delegate any or all of these 
responsibilities as he or she may deem necessary and proper.   
 
The responsibilities of the Human Resources Officer are to make recommendations to the County 
Manager on the following: 
 

a) recommend policies and revisions to the personnel system to the County Manager for 
consideration; 

 
b) recommend changes as necessary to maintain an up-to-date and accurate position 

classification plan; 
 

c) recommend necessary revisions to the pay plan; 
 

d)  recommend which employees shall be subject to the overtime provisions of FLSA; 
 

e) maintain a roster of all persons in the County service; 
 

f) establish and maintain a list of authorized positions in the County service at the beginning 
of each budget year which identifies each authorized position, class title of position, 
salary range, any changes in class title and status, position number and other such data 
as may be desirable or useful; 

 
g) develop and administer such recruiting programs as may be necessary to obtain an 

adequate supply of competent applicants to meet the needs of the County; 
 

h) develop and coordinate training and educational programs for County employees; 
 
 i) investigate periodically the operation and effect of the personnel provisions of this policy; 
 
 j) ensure that the County complies with various human resources related laws and 

regulations; 
 

k) perform such other duties as may be assigned by the County Manager not inconsistent 
with this Policy;  

 
l) identify and work to resolve barriers to employee engagement and effective 

performance;  
 
m) provide consultation to employees, department heads and elected officials regarding 
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legal and up-to-date human resources practices, employee relations and morale, equal 
treatment of employees, and other issues; and 

 
n) ensure that all employees receive and acknowledge receipt of access to a copy of this 

personnel policy and any revisions. 
 
In the event there is no Human Resources Office, these duties will be assumed by the County Manager 
or his/her designee. 
 
Section 6.  Responsibilities of Supervisors and Managers  
 
Supervisors shall meet their responsibilities as directed by the Board and/or the County Manager, being 
guided by this Policy and County ordinances.  The County will require all supervisors to meet their 
responsibilities by: 
 

a) dealing with all employees in a fair and equitable manner and upholding the principles of equal 
employment opportunities; 

 
b) training, mentoring and motivating employees to reach their fullest potential through continued 

education and training; 
 
c) communicating clear performance expectations and making objective evaluations of individual 

work performance at least annually and discussing these evaluations with each employee so as 
to appreciate effective employee performance and bring about needed improvements; 

 
d) keeping employees informed of their role in accomplishing the work of their unit and of conditions 

or changes affecting their work; 
 
e) making every effort to resolve employee problems and grievances and advising employees of 

their rights and privileges. 
 

Section 7. Application of Policies, Plan, Rules, and Regulations 
 
This personnel policy and all rules and regulations adopted pursuant thereto shall be binding on all 
County employees. The County Manager, County Attorney, elected officials, appointed members of the 
County Board and advisory boards and commissions will be exempted except in sections where 
specifically included. An employee violating any of the provisions of this policy shall be subject to 
appropriate disciplinary action, as well as prosecution under any civil or criminal laws which have been 
violated. All employees are expected to cooperate with any investigations conducted by the County. 
 
Section 8. Departmental Rules and Regulations 
 
Because of specific personnel and operational requirements of the various departments of the County, 
each department is authorized to establish supplemental rules and regulations applicable only to the 
personnel of that department. All such rules and regulations shall be approved by the County Manager 
or designee, and shall not in any way conflict with the provisions of this Policy, but shall be considered 
as a supplement to this Policy.  
 
Section 9. Definitions 
 
For the purposes of this Policy, the following words and phrases shall have the meanings respectively 
ascribed to them by this section: 
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Appointing Authority. The County Manager will be designated as the Appointing Authority with the 
following exceptions: 
 
a) The Sheriff shall be the appointing authority for positions in the Sheriff’s Department; 
 
b) The Register of Deeds shall be the appointing authority for positions in the Register of Deeds 

Department; 
 
c) The Board of Elections shall be the appointing authority for positions in the Elections 

Department;  
 
d) The Social Services Director shall be the appointing authority for positions in the Social Services 

Department; and 
 
e) The Soil and Water Conservation Board will be the appointing Authority for staff in that function. 
 
Full-time employee. An employee who is in a position for which an average work week equals at least 
37.5 hours, and continuous employment of at least 12 months, is required by the County.  Such 
employees are eligible for benefits. 
 
Limited Service employee. An employee appointed to a position for which either a) the average work 
week required by the County over the course of a year is less than 20 hours (or 1000 hours per year), 
or b) continuous employment required by the County is less than 12 months.  Such employees are not 
eligible for benefits other than FICA and workers’ compensation except that employees scheduled to 
work more than 30 per week for more than three months are eligible for health insurance under the 
Affordable Care Act. 
 
Part-time employee. An employee who is in a position for which an average work week of at 
least 20 hours and less than 37.5 hours and continuous employment of at least 12 months are 
required by the County. 
 
Permanent position.  A position authorized for the budget year for a full twelve months and budgeted 
for twenty or more hours per week.  All County positions are subject to budget review and approval 
each year by the Board of Commissioners and all employees' work and conduct must meet County 
standards. Therefore, reference to "permanent " positions or employment should not be construed as 
a contract or right to perpetual funding or employment. 
 
Probationary employee. An employee appointed to a full or part-time regular position who has not yet 
successfully completed the designated probationary period. Persons in trainee appointments are a 
probationary employee for the full duration of their appointment in that status. 
 
Regular employee. An employee appointed to a full or part-time position who has successfully 
completed the designated probationary period. 
 
Work Against Appointment. The County will follow the requirements of the State Human Resources 
Act where required.  When qualified applicants are unavailable and there is no trainee provision for the 
classification of the vacancy, the appointing authority may appoint an employee below the level of the 
regular classification in a "work against" appointment. This appointment is for the purpose of allowing 
the employee to gain the qualifications needed for the full class through on the job experience. A work 
against appointment may not be made when applicants are available who meet the training and 
experience requirements for the full class in the position being recruited without clear justification. 
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ARTICLE II.  POSITION CLASSIFICATION PLAN 

Section 1.  Purpose 

The position classification plan provides a complete inventory of all authorized and permanent positions 
in the County service, and an accurate description and specification for each class of employment. The 
plan standardizes job titles, each of which is indicative of a definite range of duties and responsibilities. 
All positions covered by the personnel policy are to be classified according to the assigned duties, 
responsibilities, qualifications needed, and other required factors. In order to ensure its continuing value 
as a personnel management tool, the positions classification plan will be maintained to reflect the 
current work assignments and other conditions and requirements which are factors in proper 
classification and allocation of regular positions.  

Positions in the Department of Social Services will be classified by the NC Office of State Human 
Resources in compliance with the rules and regulations under the State Human Resources Act. 

Section 2. Composition of the Position Classification Plan 

The classification plan shall consist of: 

a) a grouping of positions in classes which are approximately equal in difficulty and responsibility
which call for the same general qualifications, and which can be equitably compensated within
the same range of pay under similar working conditions;

b) class titles descriptive of the work of the class;

c) written specifications for each class of positions; and

d) an allocation list showing the class title of each position in the classified service.

Section 3. Use of the Position Classification Plan 

The classification plan is to be used: 

a) as a guide in recruiting and examining applicants for employment;

b) in determining lines of promotion and in developing employee training programs;

c) in determining salary to be paid for various types of work;

d) in determining personnel service items in departmental budgets; and

e) in providing uniform job terminology.

Section 4. Administration of the Position Classification Plan 

The County Manager, assisted by the Human Resources Officer, shall allocate each position covered 
by the classification plan to its appropriate class, and shall be responsible for the administration of the 
position classification plan. The Human Resources Officer shall periodically review portions of the 
classification plan and recommend revisions to the County Manager to ensure that classifications 
accurately reflect current job duties and responsibilities. The Human Resources Officer shall also 
periodically review the entire classification plan and, when needed, recommend major changes to the 
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County Manager.  The Office of State Personnel shall administer the classification plan for employees 
who are subject to the State Human Resources Act. 
 
Section 5. Authorization of New Positions and the Position Classification Plan 
 
New positions shall be established upon recommendation of the County Manager and approval of the 
County Board of Commissioners. New positions shall be recommended to the County Board of 
Commissioners with a recommended class title after which the Human Resource Director, with the 
approval of the County Manager, shall either allocate the new position(s) into the appropriate existing 
class, or revise the position classification plan to establish a new class to which the new position(s) may 
be allocated.  The position classification plan, along with any new positions or classifications shall be 
approved by the County Board of Commissioners and on file with the Human Resources Officer.  Copies 
will be available to all employees for review upon request. 
 
Section 6. Request for Reclassification 
 
Any employee who considers the position in which classified to be improper shall submit a request in 
writing for reclassification to such employee's immediate supervisor, who shall immediately transmit the 
request to the Human Resources Officer through the chain of command. Upon receipt of such request, 
the Human Resources Officer shall study the request, determine the merit of the reclassification, and 
recommend to the County Manager necessary changes for consideration in the next budget process to 
maintain a fair and accurate classification and pay plan. 
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ARTICLE III.  THE PAY PLAN 

Section 1. Definition 

The pay plan includes the Salary Schedule and the Assignment of Classes to Salary Grades and 
Ranges adopted by the Board of County Commissioners. The salary schedule consists of hiring and 
maximum rates of pay for each job classification approved by the Board of County Commissioners. 
Salary increases within the pay range shall be based on criteria established by the County Manager 
and approved by the Board of County Commissioners. 

Section 2. Administration and Maintenance 

The County Manager shall be responsible for the administration and maintenance of the pay plan. All 
employees covered by the pay plan shall be paid at a rate within the salary range established for the 
respective position classification, except for employees in trainee status or employees whose existing 
salaries are above the established maximum rate following transition to a new pay plan.  

The pay plan is intended to provide equitable compensation for all positions, reflecting differences in 
the duties and responsibilities, the comparable rates of pay for positions in public employment in the 
area, changes in the cost of living, the financial conditions of the County, and other factors. To this end, 
from time to time the County Manager, assisted by the Human Resources Officer, shall make 
comparative studies of all factors affecting the level of salary ranges and may make minor adjustments 
in the allocation of positions to salary grades. When major adjustments encompassing numerous 
positions are needed, or when a general adjustment is needed to the pay plan, the County Manager 
shall recommend such changes in salary ranges as appear to be warranted to the Board. The Board 
may adopt the Salary Schedule and assignment of Job Classes to Salary Grades, including any minor 
adjustments made by the County Manager during the previous budget year, annually as part of the 
budget process.  

The County Manager may approve in-range adjustments to employee salaries not to exceed ten percent 
when necessary to accommodate inequities, special performance or achievements, or other issues. 

Periodically, the County Manager shall recommend that individual salary ranges be studied and 
adjusted as necessary to maintain market competitiveness.  If funding allows, such adjustments will be 
made by increasing the assigned salary grade for the class and adjusting the rate of pay for employees 
in the class when the action is approved by the County Commissioners. Decreases may be made by 
decreasing the assigned salary grade for the class and adjusting the rate of pay for employees in the 
class when the action is approved by the County Commissioners. 

Section 3. Starting Salaries 

All persons employed in positions approved in the position classification plan normally shall be 
employed at the hiring rate for the classification in which they are employed; however, on the 
recommendation of the Department Head or Hiring Authority and Human Resources Officer and with 
the approval of the County Manager, employee salaries may be approved above the hiring rate. 
Reasons for hiring above the entry rate include exceptional education and experience qualifications of 
the applicant, a shortage of qualified applicants, and/or the refusal of qualified applicants to accept 
employment at the hiring rate. The Human Resources Officer and Department Heads shall consider 
internal equity of other employees in the department when making a recommendation for employment 
above the hiring rate.  

The pay rate for Elected officials, i.e. the Sheriff and Register of Deeds, shall be set by the Board of 



12 

Commissioners, utilizing the established salary range, no later than fourteen days before the last day 
for filing notice of candidacy for the office consistent with GS 153A-92. 

Section 4. Trainee Designation and Provisions 

Applicants being considered for employment or County employees who do not meet all of the 
requirements for the position for which they are being considered may be hired, promoted, demoted, or 
transferred by the County Manager to a "trainee" status or under the State Human Resources Act job 
classes as a "work against" appointment. In such cases, a plan for training and meeting the minimum 
qualification for the job classification, including a time schedule, must be prepared by the supervisor. 
An employee shall remain at the trainee or "work against" salary level until the Department Head 
certifies that the employee is qualified to assume full responsibilities of the position and the County 
Manager approves the certifications. The Department Head shall review the progress of each employee 
in a trainee or "work against" status every six months or more frequently as necessary to determine 
when the employee is qualified to assume full responsibilities of the position. "Trainee" salaries may be 
two grades below the hiring rate established for the position for which the person is being trained. (Note: 
Positions subject to the State Human Resources Act may be assigned no more than two grades below 
as for trainee purposes.) The actual assignment should be reviewed and approved by the Human 
Resources Officer. A new employee designated as "trainee" appointment shall be in a probationary 
status until requirements for the full job class are met.  In such cases, a plan for training, including a 
time schedule, must be prepared by the Department Head. 

If the training is not successfully completed as planned, the employee shall be transferred, demoted, or 
dismissed. If the training is successfully completed, the employee shall be paid at least at the Hiring 
rate established for the job class. 

Section 5. Probationary Pay Increases 

Employees hired or promoted into the Hiring Rate of the pay range shall receive a salary increase within 
the salary range of approximately 5% upon successful completion of the probationary period. 
Employees serving a twelve-month probationary period are eligible for consideration for this pay 
increase after six months of successful employment if funding allows; employees with a twelve-month 
probationary period who receive an increase at the six-month review will not be eligible for an increase 
at the end of the twelve-month probationary period. The County Manager has the authority to negotiate 
probationary increases for employees hired below the Midpoint of the salary range. 

Section 6. Range Movement 

Range movement is an important component of compensation.  It helps ensure that the organization 
addresses salary compression (new employees paid too similarly to longer term employees).  It is an 
important part of employee retention as well as fair and equitable compensation.  Two methods of range 
movement are available for County employees based on the decision of the County Manager.  All 
employees should be under the same method in any budget year. 

Merit/Performance Pay.  In this system, upward movement within the established salary range for an 
employee is not automatic, but rather based upon specific performance-related criteria and available 
funds. Procedures for determining performance levels and performance pay increases or other 
performance-related movement within the range shall be established in procedures approved by the 
County Manager. Amounts are determined in the annual budget. 

Automatic Increases.  Employees below midpoint are advanced 2% per year and 1.5% per year above 
midpoint.  This amount may be adjusted each year when the budget is adopted.   
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Section 7. Performance Bonus 
 
Employees who are at the maximum amount of the salary range for their position classification will be 
eligible to be considered for a performance bonus at their regular performance evaluation time when 
performance pay is authorized and budgeted. Performance bonuses shall be awarded based upon the 
performance of the employee as described in the performance evaluation and shall be the same 
percentage of annual salary as employees within the salary range with the same performance level. 
Performance bonuses do not become part of base pay and shall be awarded in a lump sum payment. 
Employees above the maximum of the range are not eligible for this increase. 
 
Section 8. Salary Effect of Promotions, Demotions, Transfers, and Reclassifications  
 
Promotions.  The purpose of the promotion pay increase is to recognize and compensate the 
employee for assuming increased responsibility (See Article IV for definitions of these terms). 
When an employee is promoted to a position with a higher salary grade, the employee's salary 
shall normally be advanced to the hiring rate of the new position, or to a salary which provides 
an increase of at least approximately 5% over the employee's salary before the promotion, 
whichever is greater.  In the event of highly skilled and qualified employees, shortage of qualified 
applicants, or for other reasons related to the merit principle of employment, the County 
Manager may set the salary at an appropriate rate in the range of the position to which the 
employee is promoted that best reflects the employee’s qualifications for the job and relative 
worth to the County, taking into account the range of the position and relative qualifications of 
other employees in the same classification.  In no event, however, shall the new salary exceed 
the Maximum rate of the new salary range.  
 
The amount of the salary adjustment beyond the 5% minimum amount should be based upon: 
 
a) the employee’s related education, training, and experience; 
 
b) the nature and magnitude of the change in jobs; 
 
c) budget availability; 
 
d) consistency with similar situations in the past; 
 
e) internal equity within the work unit; and 
 
f) other relevant issues. 
 
Cost of living (or market adjustment), probationary increases for a previous job, and other in-range 
increases cannot take the place of a promotional increase. The position of the employee’s adjusted 
salary within the new salary range shall not exceed the position of the employee’s salary in the current 
range. 
 
Demotions. When an employee is demoted to a position for which qualified, the salary shall be set at 
the rate in the lower pay range which provides a salary commensurate with the employee’s qualifications 
to perform the job when the demotion is not the result of discipline.  If the current salary is within the 
new range, the employee's salary may be retained at the previous rate, if appropriate.  Consideration 
should be given to whether the employee is receiving the same pay for decreased workload or 
responsibility level and action should be appropriate to this consideration along with internal equity 
consideration of the pay rate of other employees in the same classification. If the demotion is the result 
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of disciplinary action, the salary shall be decreased at least approximately 5%, but may be no greater 
than the maximum of the new range. 
 
Transfers. The salary of an employee reassigned to a position in the same class or to a position in a 
different class within the same salary grade shall not be changed by the reassignment. 
 
Reclassifications. An employee whose position is reclassified to a class having a higher salary 
range shall receive a pay increase of approximately 5% or an increase to the hiring rate of the 
new pay range, whichever is higher. If the position is reclassified to a lower pay range, the 
employee's salary shall remain the same. If the employee's salary is above the maximum 
established for the new range, the salary of that employee shall be maintained at the current 
level until the range is increased above the employee's salary. 
 
Section 9.  Salary Effect of Salary Range Revisions  
 
When a class of positions is assigned to a higher salary range as a result of labor market conditions, 
employees in that class shall receive a 5% increase for each salary grade increase, if such increases 
do not exceed the midpoint of the new range. The employee shall receive a minimum of 5% for the 
range revision, even if such increases take the employee above the midpoint of the new range. When 
a class of positions is assigned to a lower salary range, the salaries of employees in that class will 
remain unchanged. If this assignment to a lower salary range results in an employee being paid at a 
rate above the maximum established for the new class, the salary of that employee shall be maintained 
at that level until such time as the employee's salary range is increased above the employee's current 
salary. 
 
Section 10. Transition to a New Salary Plan 
 
The following principles shall govern the transition to a new salary plan: 
 
1) No employee shall receive a salary reduction as a result of the transition to a new salary plan. 
 
2) All employees being paid at a rate lower than the hiring rate established for their respective 

classes shall have their salaries raised to the new hiring rate for their classes. The only exception 
will be those employees currently being paid at a trainee rate, or in a "work against" status.  
These employees will remain in their same relative pay status in the new salary grade assigned. 

 
3) All employees being paid at a rate above the hiring rate and below the maximum rate are 

considered as being paid at a competitive rate for the job class and may receive any approved 
salary plan implementation increases as authorized by the Board. 

 
4) All employees being paid at a rate above the maximum rate established for their respective 

classes shall be maintained at that salary level with no increase in base pay until such time as 
the employees' salary range is increased above the employees' current salary.  This means no 
performance/merit pay increases or market adjustment/cost of living increases or any other 
increases to the base pay of the employee until the employee is within the appropriate salary 
range. 

 
Section 11. Effective Date of Salary Changes 
 
Salary changes approved after the first working day of a pay period shall become effective at the 
beginning of the next pay period, or at such specific date as may be provided by procedures approved 
by the County Manager. 
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Section 12. Overtime Pay Provisions 
 
Employees of the County can be requested and may be required to work overtime hours as necessitated 
by the needs of the County and determined by the supervisor. All overtime work must be authorized in 
advance and properly documented on the time sheet. 
 
Supervisors shall attempt to arrange employee work and schedules so as to accomplish the required 
work within the standard workweek and without incurring overtime.  
 
The County will comply with the Fair Labor Standards Act (FLSA). The County Manager shall determine, 
based on the recommendation of the Human Resources Officer, which jobs are "Non-Exempt" and are 
therefore subject to the Act in areas such as hours of work and work periods, rates of overtime 
compensation, and other provisions. 
 
Non-Exempt Employees:  
Employees are expected to work during all assigned periods exclusive of breaks or mealtimes.  
Employees are not to perform work at any time that they are not scheduled to work, unless they receive 
approval from their Department Head or supervisor, except in cases of emergency. 
 
Non-exempt employees will be paid at a straight time rate for hours up to the FLSA established limit for 
their position (usually 40 hours in a 7-day period; or 171 hours in a 28-day cycle for sworn law 
enforcement employees). Hours worked beyond the FLSA established limit will be compensated in time 
or pay at the appropriate overtime rate. In determining eligibility for overtime in a work period, only hours 
actually worked shall be considered; in no event will vacation, sick leave, holidays or on-call time be 
included in the computation of hours worked for FLSA purposes.   
 
Whenever practical, departments will schedule time off on an hour-for-hour basis within the applicable 
work period for non-exempt employees, instead of paying overtime.  When time off within the work 
period cannot be granted, overtime worked will be given in the form of compensatory time off or paid in 
accordance with the FLSA. 
 
Earned compensatory time may be granted whenever feasible and determined by the County Manager, 
based on recommendations from the Department Head.  Accumulation of more than eighty hours of 
compensatory time is discouraged and must have the approval of the County Manager.  However, under 
FLSA provisions, non-exempt employees may accumulate up to 240 approved hours of compensatory 
time (sworn law enforcement officers may accumulate up to 480 hours).   Nonexempt employees 
separating from employment shall be paid for their compensatory time balances. 
 
Exempt Employees:  
Employees in positions determined to be "exempt" from the FLSA (as Executive, Administrative, or 
Professional staff) will not receive pay for hours worked in excess of their normal work periods. These 
employees may be granted “professional leave” by their supervisor where the convenience of the 
department allows and in accordance with procedures established by the County Manager. Such 
compensatory time is not guaranteed to be taken and ends without compensation upon separation from 
the organization.   
 
Emergency Overtime: 
In declared disaster or emergency situations such as a FEMA declared emergency where employees 
are required to work long and continuous hours as required over multiple days, the County Manager 
may approve compensation at a rate up to double time for those hours worked and/or grant time off 
with pay for rest and recuperation to ensure safe working conditions.  This provision applies to exempt 
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and nonexempt employees including the County Manager. 
 
Section 13. On-Call and Call-Back Compensation 
 
The County provides continuous twenty-four hours a day, seven days a week service to its citizens.  
Therefore, it is necessary for certain employees to respond to any reasonable request for duty at any 
hour of the day or night.  One of the conditions of employment with the County is the acceptance of a 
share of the responsibility for continuous service in accordance with the nature of each job.  If an 
employee fails to respond to reasonable calls for emergency service, either special or routine, the 
employee may be subject to disciplinary action up to and including dismissal by the appointing authority.  
 
On-call.  On-call (standby) time consists of scheduled non-work hours in excess of the standard work 
period when an employee is required to be available to be called back to work on a regularly scheduled 
or emergency basis and must respond within a reasonable period of time and must be free from the 
influence of alcohol or narcotics and able to work. On-call /standby schedules must be approved by the 
Human Resources Officer.  Employees eligible for standby compensation are those required to be on 
standby at least one out of every six weeks or more frequently. The Human Resources Office shall 
maintain a list of employees who are approved for on-call compensation arrangements.   
 
An employee is required by FLSA to be compensated with regular pay for on-call time if he or she must 
remain near an established telephone or otherwise substantially restrict personal activities in order to 
be ready to respond when called.   
 
The County chooses to compensate employees at a rate less than regular pay for the inconvenience of 
being on-call when time is not substantially restricted.  Non-exempt employees required to be on "on-
call" duty as frequently as once every six weeks or more frequently will be paid for five hours of work at 
straight time for each week (approximately 128 hours, excluding work time) of stand-by time they serve.  
Hours actually worked while on stand-by are calculated beginning when the employee reports to the 
work site and are added to the regular total of hours worked for the week 
 
Call-back.  Call-back time consists of actual time spent when called back to work to handle an 
emergency situation. Non-exempt employees will be guaranteed a minimum payment of two hours of 
wages for being called back to work outside of normal working hours when not on stand-by.  "Call-back" 
provisions do not apply to previously scheduled overtime work (scheduled one or more days in advance) 
or telecommuting work from home. 
 
Section 14. Payroll Schedule and Deductions 
 
The payroll schedule shall be established by the County Manager and shall be administered by the 
Finance Department.  Deductions shall be made from each employee's salary as required by law. 
Additional deductions may be made upon the request of the employee on determination by the County 
Manager as to the capability of payroll equipment and appropriateness of the deduction. 
 
Section 15.  Hourly Rate of Pay 
 
Employees working in a part-time or limited service capacity with the same duties as full-time employees 
will work at a rate in the same salary range as the full-time employees.   
 
The hourly rate for employees working other than 40 hours per week, such as law enforcement officers 
working an average 42 hours per week, will be determined by dividing the average number of hours 
scheduled per year into the annual salary established for the position. 
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Section 16.  Pay for Interim Assignment in a Higher-Level Classification 
 
An employee who is formally designated for a period of at least one month to perform the duties of a 
job that is assigned to a higher salary grade than that of the employee’s regular classification shall 
receive an increase for the duration of the interim assignment. The employee shall receive a salary 
adjustment to the entry level (Hiring rate) of the job in which the employee is acting or an increase of 
10%.  Criteria involved in determining the amount of compensation shall include  
 
a)  the difference between the existing job and that being filled on a temporary basis, and  
 
b) the degree to which the employee is expected to fulfill all the duties of the temporary assignment.   
 
The salary increase shall be temporary and the employee shall go back to the salary he or she would 
have had if not assigned to the interim or acting role upon completion of the assignment, taking into 
account any increase the employee would have received if not placed in the interim or acting role. 
 
Section 17.  Longevity Pay 
 
If funding allows, full-time employees of the County are compensated for continuous years of service 
with the County by payment of a longevity supplement based on continuous years of service as of 
December 15 of each year.  Continuous service is continuous employment including any approved 
leave or involuntary reduction in force. 
 
Longevity amounts shall be as follows: 
 
 Years of Service   Longevity Amount 
    0 – 4    $ 250.00 
    5 – 9     500.00 
  10 – 14    750.00 
             15 –19             1,000.00 
  20 plus             1,250.00 
 
Longevity pay will be issued in December or as designated by the County Manager.  The Human 
Resources Officer will publish administrative procedures for awarding Longevity Pay. 
 
Section 18.  Direct Deposit 
 
Employees will be paid by electronic transfer of funds to their designated bank account(s).  Employees 
will receive written or electronic documentation of their wages, deductions and leave balances each pay 
period. 
 
Section 19.  Certification and Educational Increases 
 
If funding allows, the County Manager will establish a schedule of salary increases to reward employees 
for attaining and maintaining certifications and obtaining degrees that increase the employee’s value to 
the County.  These increases should reflect certifications and/or degrees that exceed the requirements 
on the position classification specification for the employee’s job. 
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 ARTICLE IV.  RECRUITMENT AND EMPLOYMENT 
 
Section 1. Equal Employment Opportunity Policy 
 
It is the policy of the County to foster, maintain and promote equal employment opportunity. The County 
shall select employees on the basis of the applicant's qualifications for the job and award them, with 
respect to compensation and opportunity for training and advancement, including upgrading and 
promotion, without regard to race, religion, color, sex, national origin, sexual orientation, age, veteran 
status, marital status, political affiliation, disability, genetic information, or on the basis of actual or 
perceived gender as expressed through dress, appearance or behavior.  Applicants with physical 
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 essential duties with or without 
reasonable accommodation. 
 
Section 2. Implementation of Equal Employment Opportunity Policy 
 
All personnel responsible for recruitment and employment will continue to review regularly the 
implementation of this policy and relevant practices to assure that equal employment opportunity based 
on reasonable, job-related job requirements is being actively observed to the end that no employee or 
applicant for employment shall suffer discrimination because of race, religion, color, sex, national origin, 
sexual orientation, age, veteran status, marital status, political affiliation, disability, genetic information, 
or on the basis of actual or perceived gender as expressed through dress, appearance or behavior. 
Notices with regard to equal employment matters shall be posted in conspicuous places on County 
premises in places where notices are customarily posted. 
 
Section 3. Recruitment, Selection and Hiring 
 
Recruitment Sources. When position vacancies occur, the Human Resources Office shall publicize 
these opportunities for employment, including applicable salary information and employment 
qualifications. Information on job openings and hiring practices will be published in either local news 
media and/or on the County website as necessary to inform the community and create a quality and 
diverse pool of applicants. In addition, notice of vacancies shall be posted at designated conspicuous 
sites within departments. Individuals shall be recruited from a geographic area as wide as necessary 
and for a period of time sufficient to ensure that well-qualified applicants are obtained for County service. 
The North Carolina Division of Employment Security may also be used as a recruitment source. In rare 
situations because of emergency conditions, high turnover, etc., the County may hire or promote without 
advertising jobs, upon approval of the County Manager. 
 
Job Advertisements. Jobs will be advertised on the County’s website and other relevant websites, 
local area newspapers, and other professional publications as needed to establish a diverse and 
qualified pool. Employment advertisements shall contain assurances of equal employment opportunity 
and shall comply with Federal and State statutes. 
 
Application for Employment. All persons expressing interest in employment with the County shall be 
given the opportunity to file an application for employment for positions which are currently being 
recruited. 
 
Application Reserve File. Applications shall be kept in an inactive reserve file (currently for a period 
of two years) in accordance with Equal Employment Opportunity Commission guidelines. 
 
Selection. Department Heads and Hiring Authorities, with the assistance of the Human Resources 
Officer, shall make such investigations and conduct such examinations as necessary to assess 
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accurately the knowledge, skills, and experience qualifications required for the position. All selection 
devices administered by the County shall be valid measures of job performance. 
 
References and Background Investigations.  Before any commitment is made to an applicant the 
County will conduct reference checks regarding the employee’s qualifications and work performance. 
In addition, physical examinations, drug screening and criminal background investigations may be 
performed.  Conviction of a crime is not automatically disqualifying. The County will consider the severity 
of the crime, degree to which the crime is job related to the job for which the applicant is being 
considered, and length of time since the conviction to determine the degree to which there is a business 
necessity for choosing not to hire the applicant. 
 
Hiring. Before any commitment is made to an applicant either internal or external, the Appointing 
Authority or Department Head shall make recommendations to the Human Resources Officer including 
the position to be filled, the salary to be paid, and the reasons for selecting the candidate over other 
candidates. The Human Resources Officer and Department Head shall recommend approval of new 
hires and the starting salary for all applicants to the Appointing Authority.  The County Manager or 
Human Resources Officer will approve the starting salary and have the authority to approve negotiated 
benefits.  All employment offers should be confirmed in writing.  The Personnel Action Form, the original 
application for employment, a copy of the employment offer letter, and any additional supporting 
documents pertaining to the selected candidate should be submitted to the Human Resources office 
prior to making a final offer to the candidate.  These documents will become part of the new employee’s 
personnel file. 
 
Section 4. Probationary Period 
 
An employee appointed or promoted to a regular position shall serve a probationary period. Employees 
shall serve a six-month probationary period, except that sworn law enforcement personnel and 
Department Heads shall serve a twelve-month probationary period. Employees in trainee or "work 
against" appointments will have specific time frames established for their probationary period. 
 
During the probationary period, supervisors shall monitor an employee's performance and communicate 
with the employee concerning performance progress. Employees serving a twelve-month probation 
shall have a probationary review at the end of six months, as well as before the end of twelve months.   
 
An important purpose of the probationary period is to provide an opportunity for the appointee to adjust 
to the new job.  Likewise, it serves as a trial period during which the employee demonstrates his or her 
ability to perform the work, to demonstrate good work habits and to work well with the public and 
coworkers. Before the end of the probationary period, the supervisor shall conduct a performance 
evaluation conference with the employee to determine whether or not the employee is meeting job 
expectations. The employee's progress (accomplishments, strengths, and areas for improvement) will 
be discussed with the employee and a summary of this discussion should be documented in the 
employee's personnel file. The supervisor shall recommend in writing whether the probationary period 
should be completed, extended, or the employee transferred, demoted, or dismissed.  With approval of 
the County Manager, Probationary Periods may be extended for three months with the possibility of 
one more three-month extension for a maximum of six additional months. The maximum probationary 
period for law enforcement officers and Department Heads is eighteen months and for other County 
employees is twelve months. 
 
Disciplinary action, including demotion and dismissal, may be taken at any time during the probationary 
period of a new hire without following the steps outlined in this Policy for disciplinary action.   
 
A promoted employee who does not successfully complete the probationary period may be transferred 
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or demoted to a position in which the employee shows promise of success.  If no such position is 
available, the employee shall be dismissed.  Promoted employees shall retain all other rights and 
benefits such as the right to use the grievance procedures. 
 
Section 5. Promotion 
 
Promotion is the movement of an employee from one position to a vacant position in a class assigned 
to a higher salary range. It is the County's policy to create career opportunities for its employees 
whenever possible. Therefore, when a current employee applying for a vacant position is best suited of 
all applicants, that applicant shall be promoted to that position. The County will balance three goals in 
the employment process:  
 
a)  the benefits to employees and the organization of promotion from within;  
 
b)  providing equal employment opportunity and a diversified workforce to the community; and  
 
c) obtaining the best possible employee who will provide the most productivity in that position. 
 
Therefore, except in rare situations where previous County experience is essential or exceptional 
qualifications of an internal candidate so indicate, the County will consider external and internal 
candidates rather than automatically promote from within.   Candidates for promotion shall be chosen 
on the basis of their qualifications and their work records. Internal candidates shall apply for promotions 
using the same application process as external candidates. 
 
Section 6. Demotion 
 
Demotion is the movement of an employee from one position to a position in a class assigned to a lower 
salary range. Demotions may be voluntary or involuntary.  An employee whose work or conduct in the 
current position is unsatisfactory may be involuntarily demoted provided that the employee shows 
promise of becoming a satisfactory employee in the lower position. Such demotion shall follow the 
disciplinary procedures outlined in this Policy. Demoted employees may appeal this decision based on 
the Grievance Process outlined in this Personnel Policy. 
 
An employee may request a voluntary demotion when a vacant position is available. Employees may 
request voluntary demotions in order to accept a position with less complex duties and reduced 
responsibilities, to change career paths, or for other reasons.  A voluntary demotion is not a disciplinary 
action and is made without using the above-referenced disciplinary procedures. 
 
Section 7. Transfer 
 
Transfer is the movement of an employee from one position to a position in a class in the same salary 
range. If a vacancy occurs and an employee in another department is eligible for a transfer, the 
employee shall apply for the transfer using the usual application process. The Department Head wishing 
to transfer an employee to a different department or classification shall make a recommendation to the 
County Manager with the consent of the receiving Department Head. Any employee transferred without 
requesting the action may appeal the action in accordance with the grievance procedure outlined in this 
policy. Employees who are transferred to a different department will serve a six-month probationary 
period. 
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ARTICLE V.  CONDITIONS OF EMPLOYMENT 
 

Section 1. Work Schedule 
 
Department Heads shall establish work schedules, with the approval of the County Manager, which 
meet the operational needs of the department in the most cost-effective manner possible. 
 
Section 2. Political Activity 
 
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. However, no employee shall: 
 
a) Engage in any political or partisan activity while on duty; 

 
b)  Use official authority or influence for the purpose of interfering with or affecting the result of a 

nomination or an election for office; 
 
c) Be required as a duty of employment or as condition for employment, promotion or tenure of 

office to contribute funds for political or partisan purposes; 
 
d) Coerce or compel contributions from another employee of the County for political or partisan 

purposes; 
 
e) Use any supplies or equipment of the County for political or partisan purposes; or 
 
f) Be a candidate for nomination or election to the office of County Commissioner.  
 
Any violation of this section shall be deemed improper conduct and shall subject the employee to 
disciplinary action under this policy. 
 
Section 3. Expectation of Ethical Conduct 
 
The proper operation of County government requires that public officials and employees be 
independent, impartial, and responsible to the people; that governmental decisions and policy be made 
in the proper channels of the governmental structure; that public office not be used for personal gain; 
and that the public have confidence in the integrity of its government.  
 
As stewards of public resources and holders of the public trust, County employees are expected to up 
hold the highest standards of ethical conduct while fulfilling their job duties and responsibilities.  
 
No employee of the County shall accept any gift, favor, or thing of value (more than $50) from 
organizations, business firms, or individuals with whom they have official relationships because of 
County business.  These limitations do not prohibit the acceptance of articles of negligible value which 
are distributed generally, nor prohibit employees from accepting social courtesies that provide good 
public relations, and do not prohibit employees from obtaining loans from public lending institutions. It 
is particularly important that inspectors, contracting officers, and law enforcement officers guard against 
relationships that might be construed as evidence of favoritism, coercion, unfair advantage, or collusion.   
 
Section 4. Outside Employment 
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The work of the County shall have precedence over other occupational interests of employees. All 
outside employment for salaries, wages, or commissions and all self-employment must be reported in 
advance to the employee's department head, who in turn will report it to the County Manager. The 
County Manager will review such employment for possible conflict of interest and then approve or 
disapprove the secondary employment. Conflicting and/or unreported outside employment are grounds 
for disciplinary action up to and including dismissal. Documentation of the approval of outside 
employment will be placed in the employee’s personnel file. 
 
Examples of conflicts of interest in outside employment include but are not limited to: 
 
a) employment with organizations or in capacities that are regulated by the employee or 

employee’s department; or 
 
b) employment with organizations or in capacities that negatively impact the employee’s perceived 

integrity, neutrality, or reputation related to performance of the employee’s County duties. 
 
Section 5. Dual Employment 
 
The County prohibits any employee from holding more than one position with the County without 
approval by the County Manager.  This includes any combination of full-time, part-time and/or limited 
service employment.  The County will consult FLSA regulations in any potential dual employment cases 
to ensure that the regulations are followed. 
 
Section 6. Employment of Relatives 
 
The County prohibits the hiring and employment of immediate family in full or part-time positions within 
the same work unit or if such employment would result in one family member supervising another or if 
one member will occupy a position of influence over another member’s employment or any condition of 
employment. Examples of potential influence include but are not limited to hiring, promotions, salary 
administration and disciplinary action. 
 
For the purposes of this Article, immediate family shall be defined as spouse, child, parent, sibling, 
grandparent, and grandchild to include in-law, step and half relationships. The definition for this Article 
also includes individuals living in the same household who share a relationship comparable to 
immediate family members. 
 
The County also prohibits the employment of any person into a position who is an immediate family 
member of individuals holding the following positions: County Board of Commissioners Member, County 
Manager, Assistant County Manager, Human Resources Officer, Clerk to the Board, Finance Officer, 
or County Attorney. Otherwise, the County will consider employing family members or related persons 
in the service of the County, provided that such employment does not: 
 
a) result in a relative supervising relatives; 
 
b) result in a relative auditing the work of a relative; 
 
c) create a conflict of interest with either relative and the County; or  
 
d) create the potential or perception of favoritism. 
 
This clause shall not be retroactive concerning any relative currently working for the County or anyone 
who has filed for election at the time of adoption. However, it does require that an employee resign 
should a relative be elected to County Commissioner. 
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This section also prohibits the Sheriff, Register of Deeds, Social Services Director, and Elections 
Director from employing immediate family members in the departments that they supervise without 
approval of the Board of County Commissioners. 
 
Section 7. Harassment Prevention 
 
The County prohibits harassment on the basis of race, religion, color, sex, national origin, sexual 
orientation, age, veteran status, marital status, political affiliation, disability, genetic information, or on 
the basis of actual or perceived gender as expressed through dress, appearance or behavior.  
Harassment is defined as conduct that culminates in tangible employment action or is sufficiently severe 
or pervasive as to create a hostile work environment.   
 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature when a) submission to such conduct is made either 
explicitly or implicitly a term or condition of an individual's employment; b) submission to or rejection of 
such conduct by an individual is used as the basis for employment decisions affecting such individual; 
or c) such conduct has the purpose or effect of unreasonably interfering with an individual's work 
performance or creating an intimidating, hostile, or offensive working environment. 
 
Any employee who believes that he or she may have a complaint of harassment may follow the 
Grievance Procedure described in this Policy or may file the complaint directly with the County Manager, 
Human Resources Officer or any Department Head who will advise the County Manager or County 
Attorney.  The employee may file the complaint directly with the County Manager if it involves a 
Department Head.  The Human Resources Officer will ensure that an investigation is conducted into 
any allegation of harassment and advise the employee and appropriate management officials of the 
outcome of the investigation. 
 
Employees witnessing harassment shall also report such conduct to an appropriate County official. 
 
Employees making complaints of harassment are protected against retaliation from alleged harassers 
or others. 
 
Section 8. Use of County Time, Equipment, Supplies, and Vehicles 
 
County equipment, materials, tools and supplies, shall not be available for personal use and are not to 
be removed from County property except in the conduct of official County business, unless approved 
by the County Manager.  No employee shall purchase for personal use any equipment or supplies 
through County purchase accounts.  During working hours, an employee shall only conduct County 
business. Use of County time, supplies, or equipment for personal or other purposes not related to the 
employee's County duties and responsibilities is prohibited and subjects the employee to disciplinary 
action, up to and including dismissal.   
 
All employees who use County vehicles are required to follow applicable motor vehicle and safety 
requirements. Violation or misuse of County vehicles also subjects the employee to disciplinary action, 
up to and including dismissal. 
 
The County shall develop and distribute to employees a separate policy covering the use of phones, 
email, computers, and county cell phones. 
 
Under North Carolina law, email sent or received by the County is considered a public record and is 
subject to inspection upon request. 
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Surrender of Property.  An employee who terminates employment shall be required to return all items 
of equipment, including uniforms, owned by the County.  Failure to do so may result in a deduction for 
replacement costs from the final pay check. 
 
Section 9. Performance Evaluation 
 
Supervisors and/or Department Heads shall conduct Performance Evaluation conferences with each 
employee at least once a year. These performance evaluations shall be documented in writing and 
placed in the employee's personnel file. The purposes of performance evaluation are as follows: 
 

a) Continuous Performance Improvement:  To regularly discuss the performance of all County 
employees based on job-related criteria; to provide performance coaching, encouragement, and 
exploration of optional approaches where needed; to identify during discussions both 
accomplishments and areas for employee performance development; to discuss specific plans 
to bring about continuous improvement for each employee and the organization as a whole that 
translates into increasing service excellence for our customers and citizens. 

 
b) Communications: To create and nurture an atmosphere for open and direct two-way 

communications between supervisors and employees concerning job performance and 
requirements.  To ensure that performance is discussed on a regular, on-going basis between 
supervisors and employees so that there are no surprises in the annual performance review. To 
build a partnership based on mutual respect and increase the trust in the relationship between 
employees and supervisors. To provide a format for supervisors, when they choose, to request 
and receive feedback from employees.  To ensure that employees know how their jobs and their 
goals fit into overall organizational and departmental vision, mission, and goals. 

 
c) Recognition:  To establish a program of on-going feedback whereby employees receive 

recognition and appreciation for their good performance, accomplishments and achievements 
and feel affirmed for the contributions they make to the organization. 

 
d) Retention:  To encourage employee development and engagement with their work and with the 

organization and discuss employee needs in a way that results in enhanced employee retention. 
 
e) Employee Training /Career Development:  To develop information which can be used jointly by 

supervisors and employees to determine appropriate training needs and resources including on-
the-job training. To discuss and identify how employees can prepare for potential advancement 
opportunities where appropriate.  

 
f) Goal-setting: To enable employees to establish clear, challenging and achievable goals in 

collaboration with their supervisors.  To ensure that employees know how their jobs and their 
goals fit into the overall organizational and departmental vision, mission and goals. 

 
g) Personnel Actions: To provide background information and objective and accurate 

documentation for consideration as a basis for any personnel actions or decision that may arise, 
including performance pay, disciplinary actions, and promotions. 

  
Procedures for the performance evaluation program shall be published by the Human Resources Officer 
with the approval of the County Manager.  Performance reviews should be conducted regardless of the 
funding of merit/performance pay. 
 
 
Section 10. Safety 
 
Safety is the responsibility of both the County and employees. It is the policy of the County to establish 
a safe work environment for employees. The County shall establish a safety program including policies 
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and procedures regarding safety practices and precautions and training in safety methods. Department 
Heads and supervisors are responsible for ensuring safe work procedures, including the use of all 
required personal protective equipment and providing necessary safety training programs. Employees 
shall follow the safety policies and procedures and attend safety training programs. Employees who 
violate such policies and procedures shall be subject to disciplinary action up to and including dismissal. 
 
Additional detailed procedures regarding safety, worker's compensation, injury, and infection control 
may be established by the County Manager. 
 
Section 11. Substance Abuse Policy 
 
The County is committed to maintaining a drug and alcohol-free work environment in order to ensure 
the safety and welfare of the general public and all County employees and to ensure an efficient and 
effective work force. The County prohibits employees reporting to work with their ability to perform 
impaired by alcohol, illegal drugs, intentionally and inappropriately used prescriptions, over-the-counter 
drugs, or other chemicals and substances.  A separate Substance Abuse Policy will be maintained by 
the County and provided to all employees. 
 
Section 12.  Credentials and Certifications  
 
Some duties assigned to positions in local government service may be performed only by persons who 
are duly licensed, registered or certified as required by the relevant law, rule or regulation.  Employees 
in such classifications are responsible for maintaining current, valid credentials as required by law, rule 
or regulation.  Failure to obtain or maintain the required credentials is a basis for immediate dismissal 
without prior warning.  An employee who is dismissed shall be given a written statement of the reason 
for the action and his/her appeal rights. 
 
Section 13.  Use of Tobacco Products 
 
Smoking and the use of tobacco products are prohibited in all county-owned or leased buildings and 
vehicles. Smoking is not allowed within fifty feet of a public entrance unless a variance is issued by the 
County Manager.  When granted, smoking areas shall be clearly designated.  The prohibition against 
tobacco products includes e-cigarettes or other devices which provide a vapor or nicotine substance 
and inhaler devices that simulate smoking. 
 
Section 14.  Lactation Support for Nursing Mothers 
 
Chowan County is committed to family-friendly policies and benefits and accommodates breastfeeding 
mothers who wish to express breast milk during the workday when separated from the newborn.  The 
County provides reasonable break times to express breast milk for the child for up to one year after the 
child’s birth.  
 
Breast milk must be labeled with the name of the employee and date of expressing the breast milk when 
placed in a workplace refrigerator.  Non-conforming products stored in the refrigerator may be removed. 
The employee storing milk in the refrigerator assume all responsibility for the safety of the milk and the 
risk of harm for any reason, including improper storage, refrigeration and/or tampering.   
 
Nursing mothers should work with the Human Resources Department to identify a room in the 
employee’s work area where employees may express milk.  Employees who work off-site or in other 
locations will also be accommodated with a private area as necessary. 
 
For more information regarding this issue, see the FLSA guidelines regarding lactation provisions. 
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Section 15.  Driver’s License 
 
All employees who are in positions required on the class specification to maintain an active driver’s 
license are required to do so as a condition of employment.  Each year, upon completion of the 
employee’s performance review, the human resources office will verify the status of the employee’s 
driver’s license.  If the driver’s license is not in good standing, the employee may be transferred, 
suspended, demoted or dismissed. 
 
Section 16.  Technology/Social Media Policy 
 
The County Manager will establish a separate Technology/Social Media/Electronic Communications 
Policy and communicate the policy to employees. The policy will be considered a part of the Personnel 
Policy and may be updated periodically as needed to react to changing technology. 
 
In addition, the County will comply with GS 143-805 prohibits the viewing of pornography on electronic 
devices supplied by or controlled by CMSD.  Pornography is defined as “any material depicting sexual 
activity as defined in GS 14-190.13.” 
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ARTICLE VI.  EMPLOYEE BENEFITS 
 
Section 1. Eligibility 
 
All full-time employees and permanent part-time employees that work more than 30 hrs per week are 
eligible for employee benefits as provided for in this Article, which are subject to change at the County's 
discretion and annual budget appropriations. Limited service employees are eligible only for legally 
mandated benefits such as workers’ compensation and social security. 
 
Section 2. Group Health and Dental Insurance 
 
The County provides group health insurance for full-time employees and permanent part-time 
employees that work more than 30hrs per week and their families as specified under the terms of the 
group insurance contract. 
 
The County pays a cost established by the budget each year for health insurance for full-time employees 
and permanent part-time employees that work more than 30hrs per week. Employees may, if they so 
desire, purchase available group health, dental and/or vision coverage through the County for qualified 
dependents within the stipulations of the insurance contract.  Employees will pay the amount stipulated 
by the County for their qualified dependents. 
 
Information concerning cost and benefits shall be available to all employees from the Human Resources 
Department. 
 
Retiree Health Insurance 
 
Employees who retire from Chowan County may be eligible for Health Insurance Benefits providing the 
following criteria have been met:  
 
a.  The employee has 20 years of creditable service to Chowan County and the last 5 creditable 
years prior to retirement have been with Chowan County; and  
 
b.  The employee meets criteria for full retirement under the Local Government Retirement System. 
 
If the above conditions are met and approved, the county will provide the insurance at no cost to the 
retiree until their death.  
 
If at any time the county requires a co-payment on premiums from employees of the county, the retiree 
that has this benefit under this policy will also be responsible for such co-payment as prescribed under 
the County Benefit Plan. If the employee obtains other primary insurance coverage after their retirement, 
the Chowan County insurance coverage will be considered a secondary policy. Retirees must apply for 
Medicare with coverage effective the first day of the month of their eligibility age as the group health 
plan coverage will terminate on the last day of the prior month.  
 
Employees with 20 years of creditable service to Chowan County and who meet the criteria for full 
retirement that are separated by any other means other than retirement will not be eligible for this 
benefit. Types of separation that would make an employee ineligible for this benefit that otherwise meet 
all criteria include but are not limited to voluntary resignation, voluntary resignation without notice, 
dismissal, reduction in force, separation due to unavailability for work, and death prior to retirement. 
Section 3. Group Life Insurance  
 
The County may provide paid life insurance to its employees.  Information on costs, coverage, and 
benefits are available from the Human Resources Officer. 
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Section 4. Other Optional Group Insurance Plans 
 
The County may make other group insurance plans available to employees upon authorization of the 
County Manager or County Board.  For information about optional group benefit programs, employees 
may contact the Human Resources Office. 
 
Section 5. Retirement 
 
Each employee in a permanent position who is expected to work for the County more than 1,000 hours 
annually shall join the North Carolina Local Governmental Employees' Retirement System when eligible 
as a condition of employment and make the stipulated contribution. 
 
Supplemental Retirement Benefits 
 
The County may provide supplemental retirement benefits to its employees. As prescribed by North 
Carolina State Law, the County will contribute a percentage of salary to the State 401-K plan for each 
sworn law enforcement officer (currently 5%). 
 
All full-time employees may make voluntary contributions to the 401-K plan up to the limits established 
by law and the 401-K provider. 
 
Section 6.  Social Security 
 
The County, to the extent of its lawful authority and power, has extended Social Security benefits to its 
eligible employees. 
 
Section 7.  Worker’s Compensation 
 
All employees of the County are covered by the North Carolina Worker’s Compensation Act and are 
required to report all injuries arising out of and in the course of employment to their immediate 
supervisors at the time of the injury in order that appropriate action may be taken.  Supervisors should 
provide records of such injuries to the Human Resources Office within two days of the injury. 
 
Employees may use available sick leave and/or vacation during the waiting period before Workers' 
compensation benefits begin. An employee may not elect to use accumulated vacation and sick leave 
as a supplemental payment for the difference between his/her regular salary and the payments 
received under the Worker’s Compensation Act. 
 
 
This provision also applies to reactions to smallpox vaccinations administered to County employees 
under Section 304 of the Homeland Security Act.  Such reactions shall be treated the same as any 
other workers compensation claim as regards leave and salary continuation. 
 
Responsibility for claiming compensation under the Workers' Compensation Act is on the injured 
employee and the supervisor who must report injuries to the Human Resources Office within two days. 
Injury claims must be filed with the North Carolina Industrial Commission within two years from date of 
injury. The Human Resources Officer will coordinate the filing of such claims. 
 
 
 
Section 8. Unemployment Compensation 
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County employees are covered for unemployment compensation. County employees who are 
terminated due to a reduction in force or released from County service may apply for benefits through 
the local Division of Employment Security office, where a determination of eligibility will be made. 
 
Section 9.  Law Enforcement Separation Allowance 
 
Every sworn law enforcement officer, as defined by N.C. Gen. Statute 128-21(11b) or N.C. Gen. Statute 
143-166.50, shall be eligible for a separation allowance, as provided by N.C. Gen. Statute 143-166.42.   
 
Each law enforcement officer must elect one of the following two methods of calculation to use for this 
allowance: 1) the traditional approach based on final salary and total service, or 2) the 30-year fixed 
option based on the salary at 30 years.  This election is a one-time irrevocable choice that must be 
made before the first payment is issued.  If the officer fails to make an election, the law mandates that 
the County use the 30-year fixed calculation option by default. 
 
Eligibility and continuation of these benefits are subject to the following conditions: 
 

a) the officer shall have completed 30 or more years of creditable service, or have attained 55 
years of age at the time of retirement from the County and completed five or more years of 
creditable service as a sworn law enforcement officer (as defined in General Statute 143-
166.42); and 

 
b) the officer shall not have attained 62 years of age; 

 
c) the officer shall have completed at least five years of continuous service as a law enforcement 

officer immediately preceding a service retirement, as defined by N.C. Gen. Statute 143-
166.41(a)(3) and 143-166.41(b); 

 
d) the law enforcement officer, after separation from County employment, notifies the County of 

any new employment involving local law enforcement duties.  Such notification shall include the 
nature and extent of the employment, and any change of employment status. 

 
Payment of separation allowance benefits to a retired officer shall cease at the first of: 
 

a) the death of the officer; 
 

b) the last day of the month in which the officer attains 62 years of age; or 
 
c) the first day of re-employment in any position in any local government in North Carolina requiring 

retirement system participation.  
 
The County may employ retired officers in a public safety position in a capacity not requiring participation 
in the Local Governmental Employees’ Retirement System and doing so shall not cause payment to 
cease to those officers under these benefits.  Participation in the retirement system is required by 
anyone scheduled to work 1000 hours per year or more. 
 
Should the separation allowance for law enforcement officers, now required by law, be rescinded, this 
separation allowance shall be rescinded at the same time.   
 



 30 

ARTICLE VII.  HOLIDAYS AND LEAVES OF ABSENCE 
 

Section 1. Policy 
 
The policy of the County is to provide vacation leave, sick leave, and holiday leave to all full-time 
employees (but not limited service employees) in a regular position with the County and to provide 
proportionally equivalent amounts to employees having average work weeks of different lengths. Leave 
balances should accrue with each payroll at a pro-rated amount when employees work or are on a paid 
leave status.   
 
Section 2. Holidays 
 
The policy of the County is to follow the holiday schedule as published by the State of North Carolina 
each year unless changed by the County. The schedule for the calendar year will be published by 
December 1 of the previous calendar year for distribution to County employees. 
 
In order to receive a paid holiday, an employee must have worked the day before and the day after the 
holiday(s), or have been given approved paid leave. 
 
Employees wishing to schedule time off for religious observances may request vacation leave from their 
respective Department Head. The Department Head will attempt to arrange the work schedule so that 
an employee may be granted vacation leave for the religious observance.  Vacation leave for religious 
observances may be denied only when granting leave would create an undue hardship for the County. 
 
The number of holiday hours earned by employees shall be determined in accordance with the formula 
set forth in Section 15 of this article. 
 
Departments which have staff working during holidays may designate which days of the week are to be 
observed using the actual legal holidays when appropriate. 
 
Section 3. Holidays: Effect on Other Types of Leave 
 
Regular holidays which occur during a vacation, sick or other leave period of any employee shall not be 
considered as vacation, sick, or other leave. 
 
Section 4. Holidays: Compensation When Work is Required 
 
Employees required to perform work on regularly scheduled holidays may receive the proportionally 
equivalent amount off for the holiday or receive pay in lieu of time off as described in Section 15 of this 
Article.  
 
If a holiday falls on a regularly scheduled off-duty day for shift personnel, the employee will receive the 
proportionately equivalent hours of paid holiday leave.  Whether holiday time is provided in time or pay 
for shift employees is determined by the County.  Employees shall receive holiday compensation in 
hours or pay based on the pro rata amount identified in Section 15 of this Article. 
 
Section 5. Vacation Leave 
 
Vacation is a privilege granted by the County.  Vacation leave may be used for rest and relaxation, 
school appointments, and other personal needs. Employees must request vacation leave from their 
supervisor in advance.  Vacation leave may also be used by employees who wish to observe religious 
holidays other than those granted by the County, upon request in advance.  Supervisors are responsible 
for ensuring proper staff coverage and may refuse vacation requests when they create a hardship for 
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the County. 
 
Section 6. Vacation Leave: Accrual Rate 
 
Each full-time general employee of the County shall earn vacation at the following schedule. Accrual 
rates for full-time employees will be prorated as shown in Section 15 of this Article.  Limited Service 
employees are not eligible for pro-rated vacation accrual. 
 

Years of Service   Days Accrued Per Year 
  0 – 5      12 
 5 – 10     15 

10 - 15     18 
15 – 20    21 
20 plus     24 
 

Vacation should be accrued in each payroll period in hours based on the employee’s workweek.  For 
example, for a 37.5 hour per week employee, a day is 7.5 hours.  For a 42 hour per week employee, a 
day is 8.4 hours.  See Section 15 of this article for language for pro-rating leave based on average 
workweek for full-time employees. 
 
Section 7. Vacation Leave: Maximum Accumulation 
 
Vacation leave may be accumulated without any applicable maximum until the last pay period of the 
calendar year.  Any employee with a balance exceeding 30 days (pro-rated according to Section 16) 
shall have the excess accumulation transferred to sick leave so that only a balance of 30 days is carried 
forward to January 1. 
 
Regardless of accumulated balance if an employee separates from service, the payment for 
accumulated vacation leave shall not exceed 30 days. Employees are not eligible to receive pay for 
vacation time not taken. 
 
Employees are cautioned not to retain excess accumulated vacation leave until late in the year. 
Because of the necessity to keep all functions in operation, large numbers of employees cannot be 
granted vacation leave at any one time. If an 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 vacation leave scheduled or in receiving any exception 
to the maximum accumulation. Employees may not receive pay for excess vacation time. 
 
Section 8. Vacation Leave: Manner of Taking 
 
Employees shall be granted the use of earned vacation leave upon request in advance at those times 
designated by the Department Head which will least obstruct normal operations of the County. 
Department Heads are responsible for insuring that approved vacation leave does not hinder the 
effectiveness of service delivery.  
 
Section 9. Vacation Leave: Payment upon Separation 
 
An employee who has successfully completed six months of the probationary period will normally be 
paid for accumulated annual leave upon separation subject to the 30-day maximum (pro-rated 
according to Section 16), provided notice is given to the supervisor at least two weeks in advance of 
the effective date of resignation. 
 
Any employee failing to give the notice required by this section shall forfeit payment for accumulated 



 32 

leave. The notice requirement may be waived by the County Manager when deemed to be in the best 
interest of the County.  
 
Regular employees who are involuntarily separated shall receive payment for accumulated vacation 
leave not to exceed 30 days. At the discretion of the County Manager, employees dismissed for serious 
violations of personal or criminal conduct may be determined ineligible to receive vacation pay. 

 
Section 10. Vacation Leave: Payment upon Death 
 
The estate of an employee who dies while employed by the County shall be entitled to payment of all 
the accumulated vacation leave credited to the employee's account not to exceed the 30 days 
maximum. 
 
Section 11. Sick Leave 
 
Sick leave with pay is not a right which an employee may demand, but a privilege granted for the benefit 
of an employee when sick.  Sick leave may be granted to an employee absent from work for any of the 
following reasons: sickness, bodily injury, required physical or dental examinations or treatment, or 
exposure to a contagious disease, when continuing work might jeopardize the health of others. 
 
Sick leave may be used when an employee must care for a member of his or her immediate family who 
is ill, but may not be used to care for healthy children when the regular caregiver is sick.  
 
Sick leave may also be used to supplement Workers' Compensation Disability Leave during the waiting 
period before Workers' Compensation benefits begin. 
 
"Immediate family" shall be defined as spouse, parent, 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 and anyone living in the household.   
 
Notification of the desire to take sick leave should be submitted to the employee's supervisor prior to 
the leave or not later than the beginning of the scheduled shift/workday. Failure to do so appropriately 
may result in disciplinary action. 
 
Section 12. Sick Leave: Accrual Rate and Accumulation 
 
Sick leave shall accrue at a rate of twelve days per year.  Sick leave for full-time employees shall be 
pro-rated as described in this Article. Limited Service employees are not eligible for sick leave.   
 
Sick leave will be cumulative for an indefinite period of time and may be converted upon retirement for 
service credit consistent with the provisions of the North Carolina Local Government Employees' 
Retirement System. 
 
All sick leave accumulated by an employee shall end and terminate without compensation when the 
employee resigns or is separated from the County, except as stated above for retirement or upon 
reinstatement with one year of separation after reduction in force. 
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Section 13.  Transfer of Sick Leave from Previous Employer 
 
The County will accept sick leave balances when documented by a previous employer when the 
employee worked for a previous employer covered by the North Carolina State or Local Government 
Retirement Systems and the employee did not withdraw accumulated retirement contributions from that 
employer when leaving employment.  
 
The sick leave will be treated as though it were earned with the County and may be used as any other 
accrued sick leave by the employee.  The sick leave amount must be certified by the previous employer 
and it is the employee’s responsibility to provide documentation from his or her previous employer within 
three (3) months of employment.  Transferred sick leave will be credited to the employee upon 
successful completion of six months of employment. 
 
Section 14.  Sick Leave: Medical Certification 
 
The employee’s supervisor or Department Head may require a physician's certificate stating the 
existence of the employee's or immediate family member's illness and the employee's capacity to 
resume duties, for each occasion on which an employee uses sick leave or whenever the supervisor 
observes a "pattern of absenteeism." The employee may be required to submit to such medical 
examination or inquiry as the Department Head deems desirable. The Department Head shall be 
responsible for the application of this provision to the end that: 
 
a) Employees shall not be on duty when they might endanger their health or the health of other 

employees; and 
 
b) There will be no abuse of leave privileges. 
 
Claiming sick leave under false pretense to obtain a day off with pay shall subject the employee to 
disciplinary action. 
 
Section 15. Leave Pro-Rated 
 
Holiday, annual, and sick leave earned by full-time employees with fewer or more hours than the basic 
work week (40 hours) shall be determined by the following formula: 
 
1) The number of hours scheduled for work per week by such employees shall be divided by the 

number of hours in the basic work week (usually 40 hours).  This obtains the ratio. 
 
2) The ratio obtained in step 1 shall be multiplied by the number of hours of leave earned annually 

by employees working the basic work week (40 hours). 
 
3) The number of hours in step 2 divided by 12 shall be the number of hours of leave earned 

monthly by the employees concerned; the number of hours in step 2 divided by 26 is the number 
of leave hours earned biweekly, and divided by 52 would be the amount of leave earned weekly. 

 
4) A “day” for the purposes of leave is defined as the number of hours obtained by multiplying the 

ratio by 8 (the number of hours in a 40-hour week “day.)” 
 
Section 16. Bereavement Leave 
 
An employee may be granted up to three days at full pay in case of death in the immediate family.  For 
the purposes of this benefit, immediate family is defined as spouse, child, parents of employee or 
spouse, grandparent, grandchild, brother or sister, or someone living in the home or in-law or step 
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relations of same.  Additional time or time to attend funerals of other family members may be charged 
to vacation leave, compensatory time or leave without pay.  Time may be requested and will be granted 
based upon needs criteria such as travel time, time needed for making arrangements, etc. 
 
Section 17.  Family Medical Leave 
 
The County will grant up to 12 weeks of family and medical leave during any rolling 12-month period 
beginning on the date leave is first used to eligible employees in accordance with the Family and 
Medical Leave Act of 1993 (FMLA). FMLA and Workers’ Compensation will normally run concurrently.  
Eligible employees must have regular status and must have been employed at least twelve months and 
worked at least 1,250 hours during the previous twelve months. The leave may be paid (coordinated 
with the County's Vacation and Sick Leave policies), unpaid, or a combination of paid and unpaid. 
Additional time away from the job beyond the 12-week period may be considered in accordance with 
the County's Leave Without Pay policy. Employees may be required to exhaust eligible paid leave 
before going on a leave without pay status. 
 
FMLA leave may be taken for the following reasons:  
 
(a) to care for the employee's child after birth or placement for adoption or foster care;  
 
(b) to care for the employee's spouse, child or parent who has a serious health condition; or  
 
(c) for a serious health condition that makes the employee unable to perform the employee's job.  
 
A serious health condition is defined as a condition which requires inpatient care at a hospital, hospice, 
or residential medical care facility, or a condition which requires continuing care by a licensed health 
care provider. This policy covers illness of a serious and long-term nature resulting in recurring or 
lengthy absences. Generally, a chronic or long-term health condition which results in a period of 
incapacity for more than three days would be considered a serious health condition. 
 
If a husband and wife both work for the County and each wish to take leave for the birth of a child, 
adoption or placement of a child in foster care, or to care for a parent (not parent in-law) with a serious 
health condition, the husband and wife together may only take a total of 12 weeks leave under FMLA. 
 
An employee taking leave for the birth of a child may use paid sick leave for the period of actual 
disability, based on medical certification. The employee shall then use all paid vacation, accrued 
compensatory time and leave without pay for the remainder of the 12-week period. 
 
“Military Exigency” is a qualifying exigency arising out of the fact that the employee’s spouse, son, 
daughter, or parent is a military service member (reserve or National Guard) under a call or order to 
federal active duty in support of a contingency operation. Qualifying events are: 

1) deployment of service member with seven or fewer days’ notice; 
2) military ceremonies and events such as family-assistance or informational programs related 
 to the family member’s active duty or call to active duty; 
3) urgent, immediate childcare or arranging for alternative childcare for the children of service 
 members; 
4) attending school or daycare meetings relating to the child of service member; 
5) making financial or legal arrangements related to a family member’s active duty status or call   

to active duty;  
6)   taking up to five days leave to spend with a covered military member who is on short-term 

temporary rest and recuperation leave during deployment; 
7) attending counseling provided by someone other than a health provider for oneself, the covered 
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military member, or the child of the military member, the need for which arises from the active 
duty service or call to active duty status or the covered military member; or 

8) post-deployment activities for a period of ninety days after the termination of the service 
 member’s active duty status. 

 
Military Caregiver Leave:  An employee whose spouse, son, daughter, parent or next of kin is a current 
service member who is undergoing treatment, therapy, recuperation or outpatient treatment or has 
temporary disability retirement for injury or illness sustained in the line of duty, is eligible for 26 weeks 
of FMLA leave in a single 12-month period.  During a single 12-month period, the employee is eligible 
for a total of 26 weeks of all types of FMLA Leave combined. 
 
The request for the use of leave must be made in writing by the employee and approved by the 
Department Head or County Manager.  The County may also designate qualified leave as FMLA Leave 
by notifying the employee of such action. 
 
An employee who takes leave under this policy will return to the same job or a job with equivalent status, 
pay, benefits, and other employment terms. The position will be the same or one which entails 
substantially equivalent skill, effort, responsibility, and authority. 
 
Section 18.  Family and Medical Leave: Medical Certification 
 
In order to qualify for leave under this law, the County requires medical certification on a form available 
on the website. This statement from the employee's or the family member's physician should include 
the date when the condition began, its expected duration, diagnosis, and brief statement of treatment. 
For the employee's own health condition, it should state that the employee is unable to perform the 
essential functions of his/her position. For a seriously ill family member, the certification must include a 
statement that the patient requires assistance and the employee's presence would be beneficial or 
desirable.  
 
This certification should be furnished at least 30 days prior to the needed leave unless the employee's 
or family member's condition is a sudden one. The certification should be furnished as soon as possible 
(no longer than 15 days from the date of the employee's request). The certification and request must 
be made to the Department Head and filed with the Human Resources Officer. 
 
The employee is expected to return to work at the end of the time frame stated in the medical 
certification, unless he/she has requested additional time in writing under the County's Leave Without 
Pay policy 
 
Section 19. Family Medical Leave and Leave Without Pay: Retention and Continuation of 

Benefits 
 
When an employee is on leave under FMLA, the County will continue the employee's health benefits 
during the leave period at the same level and under the same conditions as if the employee had 
continued to work. If an employee chooses not to return to work for reasons other than a continued 
serious health condition, the County will require the reimbursement of the amount paid for the 
employee's health insurance premiums during the FMLA leave period. 
 
Other insurance and payroll deductions are the responsibility of the employee and the employee must 
make those payments for continued coverage of that benefit by the first of each month. 
 
After using all paid leave for which the employee qualifies, the employee on FMLA may use Leave 
without Pay for the remainder of the FMLA 12/26-week entitlement.  An employee ceases to earn 
holiday or leave credits on the date leave without pay begins.  
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Section 20.  Leave Without Pay 
 
A full-time employee may be granted a leave of absence without pay for a period of up to six months 
by the County Manager.  The leave may be used for reasons of personal disability, sickness or disability 
of immediate family members (FMLA), continuation of education, 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 County Manager. 
 
The employee shall apply in writing to the County Manager for leave. The employee is obligated to 
return to duty within or at the end of the time determined appropriate by the County Manager. Upon 
returning to duty after being on leave without pay, the employee shall be entitled to return to the same 
position held at the time leave was granted or to one of like classification, seniority, and pay.  
 
If the employee decides not to return to work, the Department Head shall be notified immediately.  
Failure to report at the expiration of a leave of absence, unless an extension has been requested and 
granted, shall be considered a resignation.  
 
An employee shall retain all unused vacation and sick leave while on Leave Without Pay.  An employee 
ceases to earn holiday or leave credits on the date leave without pay begins.  The employee may 
continue to be eligible for benefits under the County’s Group insurance plans at his or her own expense, 
subject to any regulation adopted by the County Commissioners and the regulations of the insurance 
carrier.  If the Leave Without Pay is for a circumstance that coincides with FMLA or USERRA then the 
provisions of those policies will apply.  
 
If the County determines that the employee is unable to return to work after a period of leave and 
consultation with the employee and/or medical professionals, whether or not all leave time has been 
exhausted, the County may separate the employee following appropriate notification. 
 
Section 21.  Workers' Compensation Leave 
 
An employee absent from duty because of sickness or disability covered by the North Carolina 
Workers' Compensation Act may elect to use accrued sick leave, vacation, or compensatory time 
during the first waiting period of seven days. If the employee elects to use accrued payments after 
they begin with sick leave, vacation, or compensatory time for the initial waiting period, he/she will be 
placed on leave without pay at the end of the seven days; limited service employees as well as full-
time employees who do not elect to use paid leave for the initial waiting period will be placed on leave 
without pay effective with the date of injury. Once the waiting period is over, workers’ compensation 
covers two thirds of regular pay. An employee may not elect to use accumulated vacation and sick 
leave as a supplemental payment for the difference between his/her regular salary and the payments 
received under the Worker’s Compensation Act. 
 
 
Any workers’ compensation disability that qualifies under the requirements of FMLA shall run 
concurrently with FMLA.  An employee on workers' compensation leave without pay will be permitted 
to continue to be eligible for benefits under the County's Group Insurance plans during the period of 
worker’s compensation leave that is concurrent with FMLA.   
 
Other insurance and payroll deductions are the responsibility of the employee and the employee must 
make those payments for continued coverage of that benefit. Any amounts owed are due and payable 
by the first of the month.   
 
An employee shall retain all unused vacation and sick leave while on Worker’s Compensation Leave 
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Without Pay. An employee ceases to earn holiday or leave credits on the date Worker’s Compensation 
Leave without Pay begins. After the period of FMLA eligibility ends, the employee may continue to be 
eligible for benefits under the County's group insurance plans at his or her own expense subject to the 
regulations of the insurance carrier. 
 
The County will comply with the provisions of the Pregnant Workers Fairness Act and provide 
reasonable accommodations for qualified applicants or employee who have known limitations including 
physical or mental conditions related to, affected by, or arising out of pregnancy, childbirth or related 
medical conditions unless the accommodation creates undue hardship for the County. 
 
Section 22.  Military and other USERRA Leave 
 
The County will fully comply with the requirements of the 1994 Uniformed Services Employment and 
Re-Employment Rights Act (USERRA) and related federal regulations. 
 
For the purposes of USERRA covered employees are the following: 
 

1. Armed Forces Active and Reserve (Army, Navy, Marine Corps, Air Force, Coast Guard, 
Space Force) 

 
2. Army National Guard and Air National Guard 
 
3. FEMA’s Disaster Assistance Teams 
 
4. Commissioned Corps of the Public Health Service 
 
5. Military Service Academies 
 
6. Reserve Officer’s Training Corps (ROTC) 

 
Employees taking leave under USERRA shall be eligible to take accumulated vacation leave, accrued 
compensatory time or be placed in a leave without pay status, and the provisions of that leave shall 
apply.  While taking USERRA leave, the employee’s unused leave balances will be retained and any 
seniority-based benefits such as leave accrual rates will continue to accrue.  
 
Employees performing USERRA duty of more than 30 days may elect to continue the County’s health 
care for up to 24 months but will be responsible for paying the insurance premiums up to 100% of the 
premium costs.  Employees whose USERRA duty is less than 31 days will have their health insurance 
coverage paid as if they were at work with the County. 
 
Military Training 
In addition to complying with the requirements of USERRA, the County provides addition benefits for 
military training.  Full-time employees who are members of an Armed Forces Reserve organization or 
National Guard shall be granted fifteen calendar days per year for military leave with pay.  If the 
compensation received while on military leave is less than the salary that would have been earned 
during this same period as a County employee, the employee shall receive partial compensation equal 
to the difference.  The effect will be to maintain the employee's salary at the normal level during this 
period.  
 
If such duty is required beyond the fifteen calendar days, the employee shall be eligible to take 
accumulated vacation leave or be placed in a leave without pay status, and the provisions of that leave 
shall apply.  While on military leave, seniority-based benefits such as leave accrual rates shall continue 
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to accrue as if the employee was actively at work. Employees on extended military leave will remain 
eligible for health benefits on a voluntary basis, at the employee’s expense for a period of 24 months.  
 
Limited service employees will be granted time off without pay to meet their military reserve or National 
Guard training obligations. 
 
Section 23. Reinstatement Following Military Service 
 
An employee who volunteers or is called to active duty with the United States military forces, and who 
returns to work in less than five years will be returned to the same or like position he or she occupied 
prior to the active duty enlistment with full seniority, status, leave accrual rates and pay as if there had 
been no break in employment.  A military discharge form “DD214” with an honorable discharge must 
be submitted with the notification of intent to return to work. 
 
Time limits for employees to reapply for return to work after release from military service are: 

 
1)   Less than 31 days absence - employee must report to employer by the next business day. 
 
2)   31–180 days absence - notification to the supervisor must be submitted within 14      

   days. 
 
3)   More than 180 days absence - notification to the supervisor must be submitted within 90  

   days. 
 

All reporting deadlines are extended for two years if the employee is injured during USERRA service. 
 
Section 24. Civil Leave 
 
A full-time County employee called for jury duty or as a court witness for 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 leave. The employee may keep fees and travel allowances 
received for jury or witness duty in addition to regular compensation; except, that employees must turn 
over to the County any witness fees or travel allowance awarded by that court for court appearances in 
connection with official duties. While on civil leave, benefits and leave shall accrue as though on regular 
duty. 
 
 
 
Section 25. Petty Leave 
 
Chowan County grants 16 hrs “petty leave” that can be scheduled upon request and approval by the 
supervisor and department head.  This leave must be used by December 31st of each calendar year 
and will not roll over to the next calendar year, nor will it be paid out upon separation from the County. 
 
 
Section 26. Voluntary Shared Leave 
 
The County Manager has the authority to create administrative procedures whereby employees may 
donate vacation and/or sick leave to other employees who have major illnesses or need leave to care 
for family members with major illnesses. 
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Section 27.  Adverse Weather and Emergency Conditions 
 
The County has responsibility for providing emergency services.  Adequate staff are required to operate 
these critical services seven days per week and 24 hours per day in all weather.  The County Manager, 
upon recommendation of department heads, should designate which staff are in critical positions 
required to report to work regardless of weather or other hazardous conditions.   
 
The adverse weather/hazardous conditions policy is established to be as fair as possible to all 
employees applying the following principles: 
 
a) maintain adequate staffing of emergency services at all times; 
 
b) provide for as much safety as possible for all employees in traveling to and from work in 

hazardous conditions; and 
 
c) Not pay regular salaries to some people for not working when others are required to be at work. 
 
In the event of an inclement weather closing, employees on previously approved leave will remain on 
that leave, not inclement weather leave. 
 
County offices and departments shall remain open for the full scheduled working day unless 
authorization for closing or other deviation is received from the County Manager’s office.  The County 
Manager will consider the hazard of driving conditions and other relevant factors in determining whether 
to close County offices. To the extent possible, all departments and offices will be given sufficient 
advance notice of any authorized closing of non-critical County functions.   
 
Employees in non-critical positions who leave work before an official early closing time, as well as 
employees who report for work late or do not report for work because of hazardous conditions may use 
earned vacation or compensatory leave for days or hours not worked.  Employees in designated critical 
positions may be subject to disciplinary action for failure to report to work as required. 
 

All staff should utilize the Chowan Notification Phone Line (252-482-9805) to receive any updates 
regarding a delay or closing. 
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ARTICLE VIII.  SEPARATION AND REINSTATEMENT 
 

Section 1. Types of Separations 
 
All separations of employees from positions in the service of the County shall be designated as one of 
the following types and shall be accomplished in the manner indicated:  resignation, reduction in force, 
disability, voluntary retirement, dismissal, or death. 
 
Section 2. Resignation 
 
An employee may resign by submitting the reasons for resignation and the effective date in writing to 
the immediate supervisor as far in advance as possible.  In all instances, the minimum notice 
requirement is two calendar weeks. Failure to provide minimum notice shall result in forfeit of payment 
for accumulated annual leave unless the notification requirement is waived upon recommendation of 
the Department Head or Human Resource Officer and approval by the County Manager.   
 
Three consecutive days of absence without contacting the immediate supervisor or Department Head 
may be considered to be a voluntary resignation.  Sick leave will only be approved during the final two 
weeks of a notice with a physician's certification or comparable documentation. 
 
Section 3. Reduction in Force 
 
In the event that a reduction in force becomes necessary, consideration shall be given to the quality of 
each employee's performance, organizational needs, and seniority in determining those employees to 
be retained. Employees who are separated because of a reduction in force shall be given at least two 
weeks’ notice of the anticipated action. No regular employee shall be separated because of a reduction 
in force while there are limited service or probationary employees serving in the same class in the 
department, unless the regular employee is not willing to transfer to the position held by the limited 
service or probationary employee.  
 
Section 4. Disability 
 
The County will comply with the Americans with Disabilities act and will make all reasonable efforts to 
provide reasonable accommodation to employees who may be or become disabled.   An employee who 
cannot perform the essential duties of a position because of a physical or mental impairment may be 
separated for disability. Action may be initiated by the employee or the County. In all cases initiated by 
the employee, such action must be accompanied by medical evidence acceptable to the Department 
Head, Human Resource Officer and County Manager. The County may require an examination, at the 
County's expense, performed by a physician of the County's choice. 
 
Employees who meet the requirements of the North Carolina Local Governmental Employees 
Retirement System may qualify for a disability retirement.  Information about this option is available 
from the Human Resources Officer or the Retirement System.  
 
Section 5. Voluntary Retirement 
 
An employee who meets the conditions set forth under the provision of the North Carolina Local 
Government Employee's Retirement System may elect to retire and receive all benefits earned under 
the retirement plan.  
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Section 6. Death 
 
Separation shall be effective as of the date of death. All compensation due shall be paid to the estate 
of the employee. 
 
Section 7. Dismissal 
 
An employee may be dismissed in accordance with the provisions and procedures of Article IX.  
 
Section 8. Reinstatement 
 
An employee who is separated because of a reduction in force or who resigns while in good standing 
may be reinstated within one year of the date of separation, upon recommendation of Department Head 
and upon approval of the County Manager. An employee who is reinstated in this manner shall be re-
credited with his or her previously accrued sick leave and shall accrue vacation at a rate that reflects 
previous service with the County. If the employee retired or transferred the sick leave to another 
employer, sick leave will begin at a zero balance and accrue from there. 
 
Section 9. Rehiring 
 
An employee who resigns while in good standing may be rehired with the approval of the appointing 
authority, and shall be regarded as a new employee, subject to all of the provisions of rules and 
regulations of this Policy, except as stated in Section 8 of this article.  An employee in good standing 
who is separated due to a reduction in force shall be given the first opportunity to be rehired in the same 
or a similar position. 
 
Section 10.  Exit Process and Pay and Deductions Upon Separation of Employment 
 
Upon separation from employment, the Human Resources Officer or designee will conduct an exit 
interview, normally during the last week of employment.  The exit interview will document the return of 
property, reason for leaving, counseling on continuation of fringe benefits, and other information to 
benefit the County and exiting employees.   
 
The County will deduct and withhold from the final paycheck of the employee any amount owed to the 
County for group insurance premiums, unreturned equipment/property, uniforms, or any other 
indebtedness to the County.  To the fullest extent of the law, the final paycheck will not be issued until 
all indebtedness to the County has been determined and resolved. 
 
The final paycheck generally includes payment for accumulated vacation leave (not to exceed 30 days) 
and overtime pay or accrued compensatory time to which the employee is entitled, subject to deduction 
for indebtedness to the County as outlined above. 
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ARTICLE IX. UNSATISFACTORY JOB PERFORMANCE AND DETRIMENTAL PERSONAL 
CONDUCT 

 
Section 1. Disciplinary Action for Unsatisfactory Job Performance 
 
A regular employee may be placed on disciplinary suspension, demoted, or dismissed for unsatisfactory 
job performance, if after following the procedure outlined below, the employee's job performance is still 
deemed to be unsatisfactory.  The Human Resources Officer will be available to assist all parties with 
the procedures in taking or responding to disciplinary actions. All cases of disciplinary suspension, 
demotion, or dismissal must be approved by the County Manager or Hiring Authority prior to giving final 
notice to the employee. 
 
Section 2. Unsatisfactory Job Performance Defined 
 
Unsatisfactory job performance includes any aspects of the employee's job which are not performed as 
required to meet the standards set by the Department Head or County Manager. 
 
Examples of unsatisfactory job performance include, but are not limited to, the following: 
 
a) Demonstrated inefficiency, negligence, or incompetence in the performance of duties; 
 
b) Careless, negligent or improper use of County property or equipment; 
 
c) Physical or mental incapacity to perform duties after reasonable accommodation; 
 
d) Discourteous treatment of the public or other employees; 
 
e) Absence without approved leave; 
 
f) Improper use of leave privileges;  
 
g) Pattern of failure to report for duty at the assigned time and place;  
 
h) Failure to complete work within time frames established in work plan or work standards;    
 
i) Failure to meet work standards over a period of time; 
 
j) Failure to follow the chain of command to address work-related issues or 

 
k) Failure to maintain certifications required by the job. 
 
Section 3. Communication and Warning Procedures Preceding Disciplinary Action for 

Unsatisfactory Job Performance  
 
When an employee's job performance is unsatisfactory, or when incidents or inappropriate actions 
warrant, the supervisor should meet with the employee as soon as possible in one or more counseling 
sessions to discuss specific performance problems. A brief summary of these counseling sessions 
should be noted in the employee's file by the supervisor. An employee whose job performance is 
unsatisfactory over a period of time should normally receive at least two documented warnings, one of 
which may be in the final written warning, from the supervisor before disciplinary action resulting in 
dismissal is taken by the County Manager or Hiring Authority.  In each case, the supervisor should 
record the dates of discussions with the employee, the performance deficiencies discussed, the 
corrective actions recommended, and the time limits set.   
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If the employee's performance continues to be unsatisfactory, then the supervisor should use the 
following disciplinary steps: 
 
a) A final written warning from the supervisor serving notice upon the employee that corrected 

performance must take place immediately in order to avoid suspension, demotion, or dismissal. 
 
b) If performance does not improve, a written recommendation should be sent to the Department 

Head, Human Resource Officer and County Manager or Hiring Authority for disciplinary action 
such as suspension, demotion, or dismissal.  Suspension and/or demotion are not required 
steps prior to dismissal. 

 
Disciplinary suspensions are for the purpose of communicating the seriousness of the performance 
deficiency, not for the purpose of punishment, and should not generally exceed three days (24 hours) 
for nonexempt employees.  Suspensions for exempt employees shall be for one full work week in 
accordance with FLSA requirements to maintain exempt status. Under FLSA suspensions of less than 
a week are authorized for major safety violations or infractions of workplace conduct rules (detrimental 
personal conduct).   
 
Demotions are appropriate when an employee has demonstrated inability to perform successfully in the 
current job, but shows promise and commitment to performing successfully in a lower level job.  If no 
other options are available, dismissal is appropriate. 
 
If after suspension or demotion, the employee’s performance does not reach an acceptable level, the 
employee may be dismissed.  Dismissals are appropriate when the employee has shown he/she is 
unwilling or unable to perform work in a manner that meets the work and conduct standards of the 
County. 
 
Section 4. Disciplinary Action for Detrimental Personal Conduct 
 
Normally, the Department Head or County Manager would place the employee on non-disciplinary 
suspension prior to making a disciplinary determination to allow time to gather facts regarding the 
detrimental personal conduct and make a determination regarding the severity of the conduct. 
 
With the recommendation of the Human Resources Officer and approval of the County Manager or 
Hiring Authority, an employee may be placed on disciplinary suspension, demoted, or dismissed without 
prior warning for causes relating to personal conduct detrimental to County service in order to 
 

a)   avoid undue disruption of work; 
 
b)   to protect the safety of persons or property; or  

 
c)    for other serious reasons. 

 
Section 5. Detrimental Personal Conduct Defined 
 
Detrimental personal conduct includes behavior of such a serious detrimental nature that the functioning 
of the County may be or has been impaired; the safety of persons or property may be or have been 
threatened; or the laws of the government may be or have been violated.  
 
Examples of detrimental personal conduct include, but are not limited to, the following: 
 
a) Fraud or theft; 
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b) Conviction of a felony or the entry of a plea of nolo contendere thereto; 
 
c) Falsification of records for personal profit, to grant special privileges, or to obtain employment; 
 
d) Willful misuse or gross negligence in the handling of County funds or personal use of equipment 

or supplies; 
 
e) Willful or wanton damage or destruction to property; 
 
f) Willful or wanton acts that endanger the lives and property of others; 
 
g) Possession of unauthorized firearms or other lethal weapons on the job; 
 
h) Brutality in the performance of duties; 
 
i) Reporting to work under the influence of alcohol or drugs or partaking of such while on duty. 

Prescribed medication may be taken within the limits set by a physician as long as medically 
necessary; 

 
j) Engaging in incompatible employment or serving a conflicting interest; 
 
k) Request or acceptance of gifts in exchange for favors or influence;  
 
l) Engaging in political activity prohibited by this Policy; 

 
m) Harassment of an employee and/or the public on the basis of sex or any other protected class 

status; or 
 

n) Harassment of an employee or the public with threatening or obscene language and/or gestures 
or any incident of workplace violence 

 
o) Stated refusal to perform assigned duties or flagrant violation of work rules and regulations, or 

serious malfeasance of work. 
 
Section 6. Pre-Dismissal Conference 
 
Before dismissal action is taken, whether for detrimental personal conduct or unsatisfactory job 
performance of duties, the County Manager or Hiring Authority, the Human Resource Officer or a 
Department Head will conduct a pre-dismissal conference. At this conference, the employee may 
present any response to the proposed dismissal to the County Manager or Hiring Authority, Human 
Resource Officer or Department Head. The County Manager or Hiring Authority, Human Resource 
Officer or Department Head will consider the employee's response, if any, to the proposed dismissal, 
and will, within three working days following the pre-dismissal conference, notify the employee in writing 
of the final decision. If the employee is dismissed, the notice shall contain a statement of the reasons 
for the action and the employee's appeal rights under the County's grievance procedure. 
 
Section 7. Investigatory Leave 
 
During the investigation, hearing, or trial of an employee on any criminal charge, or during an 
investigation related to alleged detrimental personal conduct, or during the course of any civil action 
involving an employee, when suspension would, in the opinion of the supervisor, be in the best interest 
of the County, the County Manager, Department Head or supervisor may suspend the employee for 



 45 

part or all of the duration of the proceedings as a non-disciplinary action. In such cases, the County 
may: 
 
a) Temporarily relieve the employee of all duties and responsibilities and place the employee on 

paid or unpaid leave for the duration of the suspension, or 
 
b) Assign the employee new duties and responsibilities and allow the employee to receive such 

compensation as is in keeping with the new duties and responsibilities. 
 
If the employee is reinstated following the suspension such employee shall not lose any compensation 
or benefits to which otherwise the employee would have been entitled had the suspension not occurred. 
If the employee is terminated following suspension, the employee shall not be eligible for any pay from 
the date of suspension; provided, however, all other benefits with the exception of accrued annual leave 
and sick leave shall be maintained during the period of suspension. 
 
Section 8. Name Clearing Hearing 
 
Following the County’s decision to dismiss or demote an employee, including a probationary employee, 
the employee shall be afforded an opportunity for a name-clearing hearing.  The employee must request 
the hearing within a time frame established by the County.  If requested by the employee, a time and 
date for the hearing will be established such that the hearing takes place prior to the release of any 
negative or stigmatizing information about the employee that could inhibit future employment.  The 
employee may invite anyone the employee wishes to invite (including the media) to the hearing.  At this 
name-clearing hearing, the employee may present any response to information that the employee 
believes to be false and/or stigmatizing to the employee's reputation with respect to his or her work 
performance or the reasons for the dismissal or demotion.  
 
Any written comments submitted by the demoted or dismissed employee will be placed in the 
employee’s personnel file, and a copy will be provided to anyone who requests the termination letter on 
that employee. In lieu of actually attending the hearing, the employee may submit written comments 
and they will be placed in the file just as if the employee had presented them at the scheduled hearing.  If 
the employee speaks at the hearing but does not provide written comments, the person conducting the 
hearing shall take notes and place a copy of the notes in the employee’s personnel file, and a copy will 
be provided to anyone who requests the termination letter on that employee.  There is no requirement 
for the County or the hearing officer to respond in any way to the comments of the demoted or dismissed 
employee at the hearing.  The name clearing hearing is not a substitute for, or a second opportunity for, 
a pre-termination hearing at which the employee may contest the proposed disciplinary 
action.  Information presented at the name clearing hearing will not be used by the County to reconsider 
the disciplinary action.  
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ARTICLE X.  GRIEVANCE PROCEDURE AND ADVERSE ACTION APPEAL 
 

Section 1. Policy 
 
It is the policy of the County to provide a just and prompt procedure for the presentation, consideration, 
and disposition of employee grievances. The purpose of this article is to outline the procedure and to 
assure all employees that a response to their complaints and grievances will be prompt and fair. The 
Human Resources Officer will be available to assist all parties in all departments with the procedures 
during the grievance process. 
 
Employees utilizing the grievance procedures shall not be subjected to retaliation or any form of 
harassment from supervisors or employees for exercising their rights under this Policy.  Supervisors or 
other employees who violate this policy shall be subject to disciplinary action up to and including 
dismissal from County service. 
 
Section 2.  Grievance Defined 
 
A grievance is a claim or complaint by an employee 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.  Former employees may 
appeal their termination from County employment within required time frames. 
 
Section 3. Purposes of the Grievance Procedure 
 
The purposes of the grievance procedure include, but are not limited to: 
 
1) Providing employees with a procedure by which their complaints can be considered promptly, 

fairly, and without reprisal; 
 
2) Encouraging employees to express themselves about the conditions of work which affect them 

as employees; 
 
3) Promoting better understanding of policies, practices, and procedures which affect employees; 
 
4) Increasing employees' confidence that personnel actions taken are in accordance with 

established, fair, and uniform policies and procedures; and  
 
5) Increasing the sense of responsibility exercised by supervisors in dealing with their employees. 
 
6)   Encouraging conflicts to be resolved between employees and supervisors who must maintain 

an effective future working relationship, and therefore, encouraging conflicts to be resolved at 
the lowest level possible in the chain of command; and 

 
7) Creating a work environment free of continuing conflicts, disagreements, and negative feelings 

about the County or its leaders, thus freeing up employee motivation, productivity, and creativity. 
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Section 4.  Grievance Procedure 
 
A grievance may be filed by an employee for the following reasons: A written warning, suspension, 
dismissal or an involuntary reduction in pay, rank or status. For purposes of this chapter, position 
classifications, reductions in force, failure to receive a performance increase, nonadoption of 
suggestions and similar matters within the sole discretion of management are not normally reviewable 
by a grievance proceeding. Additionally, a grievance is not available to challenge or complain about 
benefit plans, departmental organization, or conditions of employment the employee accepts by 
accepting employment with the County.  
When an employee or group of employees has a grievance that is covered by this policy, the following 
successive steps are to be taken unless otherwise provided. The number of calendar days indicated 
for each step should be considered the maximum, unless otherwise provided, and every effort should 
be made to expedite the process. However, the time limits set forth may be extended by mutual 
consent. The last step initiated by an employee shall be considered to be the step at which the 
grievance is resolved. A decision to rescind a disciplinary suspension, demotion or dismissal must be 
approved by the Department Head or County Manager or Appointing Authority before the decision 
becomes effective.  
Any employee may pursue a grievance based on unlawful harassment or discrimination. Only regular 
employees – i.e. those who are not temporary or serving an initial probationary period - may pursue a 
grievance or adverse action appeal on any other basis.  
 
Informal Resolution. Prior to the submission of a formal grievance, the employee and supervisor 
should meet to discuss the problem and seek to resolve it informally. Either the employee or the 
supervisor may involve the Human Resources Office as a resource to help resolve the grievance.  
In some instances, if both parties agree, and with the approval of the County Manager, the parties 
may request mediation assistance from a neutral party to assist in identifying mutually agreeable 
solutions or understandings. Mediators are typically volunteers or professionals with conflict resolution 
skills. Mediation may be used at any step in the process if agreed to by the parties and with the 
approval of the County Manager or Hiring Authority.  
 
Step 1. If no resolution to the grievance is reached informally, the employee who wishes to pursue a 
grievance shall present the grievance to the supervisor in writing. The grievance must be presented 
within fifteen calendar days of the event or within fifteen calendar days of learning of the event or 
condition. The supervisor shall respond to the grievance within ten calendar days after receipt of the 
grievance. The supervisor should, and is encouraged to, consult with any employee of the County in 
order to reach a correct, impartial, fair and equitable determination or decision concerning the 
grievance. Any employee consulted by the supervisor is required to cooperate to the fullest extent 
possible.  
The response provided at each step in the formal grievance process shall be in writing and signed 
and dated by the supervisor. In addition, the employee shall sign a copy to acknowledge receipt 
thereof. The responder at each step shall send copies of the grievance and response to the Human 
Resources Officer.  
 
Step 2. If the grievance is not resolved to the satisfaction of the employee by the supervisor, the 
employee may appeal, in writing, to the Department Head within ten calendar days after receipt of the 
response from Step 1. The Department Head shall respond to the appeal, stating the determination of 
decision within ten calendar days after receipt of the appeal.  
 
Step 3. (For general County employees only) If the grievance is not resolved to the satisfaction of 
the employee by the Department Head, the employee may appeal, in writing, to the County Manager 
or Hiring Authority within ten calendar days after receipt of the response from Step 2. The County 
Manager or Hiring Authority shall respond to the appeal, stating the determination of decision within 
ten calendar days after receipt of the appeal. The County Manager's or Hiring Authority's decision is 
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final. However, the County Manager should inform the County Board of Commissioners of any 
possible legal actions.  
Special Note: The Sheriff and Register of Deeds, will carry out the responsibilities designated as the 
County Manager in their respective departments.  
 
Step 4. (For employees only in the Social Services Department) If the grievance is not resolved to 
the satisfaction of the employee by the Department Head, the employee may appeal the decision  
by following the procedures of the State Human Resources Act and Ch. 126 of the North Carolina 
General Statutes. Such an appeal must be filed within thirty calendar days of the receipt of the 
Department Head's decision.  
The County Manager's or Hiring Authority's decision regarding the disposition of the grievance shall 
be the final. The County Manager will notify the Board of Commissioners of any impending legal 
action.  
 
Section 5. Role of the Human Resources Officer  
Throughout the grievance procedure, the roles of the Human Resources Officer shall be as follows:  
a) To advise parties (including employee, supervisors, and County Manager) of their rights and 
responsibilities under this policy, including interpreting the grievance and other policies for 
consistency of application;  
 
b) To be a clearinghouse for information and decisions in the matter including maintaining files of all 
grievance documents.  
 
c) To give notices to parties concerning timetables of the process, etc.;  
 
d) To assist employees and supervisors in drafting statements; and  
 
e) To facilitate the resolution of conflicts in the procedures or of the grievance at any step in the 
process; and  
 
f) To help locate mediation or other resources as needed.  
 
The Human Resources Officer shall also determine whether or not additional time shall be allowed to 
either side in unusual circumstances if the parties cannot agree upon extensions when needed or 
indicated.  
 
Section 6. Grievance and Adverse Action Appeal Procedure for Discrimination  
When any employee, former employee, or applicant believes that any employment action 
discriminates illegally (i.e. is based on age, sex, race, color, national origin, religion, creed, political 
affiliation, or disability, veteran status, or genetic information),) he or she has the right to appeal such 
action using the grievance procedure outlined in this policy. While such persons are encouraged to 
use the grievance procedure, they shall have the right to appeal from actions or decisions they 
contend constitute unlawful discrimination directly to the Human Resource Officer and the County 
Manager.  
Employment actions subject to appeal because of discrimination include promotion, training, 
classification, pay, disciplinary action, transfer, layoff, failure to hire, or termination of employment. An 
employee or applicant should appeal an alleged act of discrimination within thirty calendar days of the 
alleged discriminatory action.  
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ARTICLE XI.  PERSONNEL RECORDS AND REPORTS 

 
Section 1. Public Information 
 

In compliance with GS 153A-98, the following information with respect to each County employee is 
a matter of public record:  
 
1)  name; 
 
2)  age;  
 
3) date of original employment or appointment to the service;  
 
4) the terms of any contract by which the employee is employed whether written or oral, past and 

current, to the extent that the County has the written contract or a record of the oral contract in 
its possession;  

 
5) current position title; current salary; date and amount of the most each increase or decrease in 

salary with the County;  
 
8) date of the most recent promotion, demotion, transfer, suspension, separation, or other change 

in position classification with the County; 
 
9) date and general description of the reasons for each promotion with the County; 
 
10) date and type of each dismissal, suspension, or demotion for disciplinary reasons taken by the 

County.  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 of the dismissal; and  

 
11) the office to which the employee is currently assigned. Any person may have access to this 

information for the purpose of inspection, examination, and copying, during regular business 
hours, subject only to such rules and regulations for the safekeeping of public records as the 
County may adopt.  An individual examining a personnel record may copy the information. The 
cost of photocopying may be assessed to the individual who requests the copies. 

 
For the purposes of this subsection, the term “salary” includes pay, benefits, incentives, bonuses, 
deferred and all other forms of compensation paid by the County. 
 
A record will be maintained of all disclosures of personnel records, except for authorized personnel 
processing personnel actions or supervisors in the line of authority of the employee. Upon request, the 
records of disclosure will be made available to the employee to whom it pertains.  
  
Section 2. Access to Confidential Records 
 
All information contained in a County employee's personnel file, other than the information mentioned 
above is confidential and shall be open to inspection only in the following instances: 
 
a) The employee or his/her duly authorized agent may examine all portions of his/her personnel 

file except letters of reference solicited prior to employment and information concerning a 
medical disability, mental or physical, that a prudent physician would not divulge to the patient. 
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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 an agency of the State or Federal Government, or any political subdivision of the 

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

 
f) An employee may sign a written release to be placed in his/her personnel file that permits the 

record custodian to provide, either in person, by telephone, or by mail, information specified in 
the release to prospective employers, educational institutions, or other persons specified in the 
release. 

 
g) The County Manager, with the concurrence of the County Board, may inform any person of the 

employment, non-employment, promotion, demotion, suspension or other disciplinary action, 
reinstatement, transfer, or termination of a County employee, and the reasons for that action. 
Before releasing that information, the County Manager shall determine that the release is 
essential to maintaining the level and quality of County services. The written determination shall 
be retained in the County Manager's office, is a record for public inspection, and shall become 
a part of the employee's personnel file. 

 
Section 3. Personnel Actions 
 
The Human Resources Officer, with the approval of the County Manager, will prescribe necessary forms 
and reports for all personnel actions and will retain records necessary for the proper administration of 
the personnel system. The official personnel files are those which are maintained by the Human 
Resources Office. These files shall contain documents such as employment applications and related 
materials, records of personnel actions, documentation of employee warnings, disciplinary actions, 
performance evaluations, retirement and insurance records, letters of recommendation, and other 
personnel-related documents.  Any documents not contained in these files or maintained as designated 
by the Human Resources Officer are not an official part of the personnel file. 
 
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/her file may place a statement in the file relating to the 
material considered to be inaccurate or misleading. In accordance with established grievance 
procedures, the employee may seek to have a record of upheld grievances relating to personnel records 
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placed in the file and/or may seek removal of material in the file contingent upon approval of the North 
Carolina Department of Cultural Resources. 
 
Section 6. Penalties for Permitting Access to Confidential Records 
 
Section 153A-98 of the General Statues 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 consistent with the General Statutes. 
 
Section 7. Examining and/or Copying Confidential Material without Authorization 
 
Section 153A-98 of the General Statutes of North Carolina provides that any person, not specifically 
authorized to have access to a personnel file designated as confidential, who 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 consistent with the General Statutes. 
 
Section 8. Destruction of Records Regulated  
 
No public official may destroy, sell, loan, or otherwise dispose of any public record, except in accordance 
with GS 121.5 (b), without the consent of the State Department of Cultural Resources. Whoever 
unlawfully removes a public record from the office where it is usually kept, or whoever, alters, defaces, 
mutilates or destroys it will be guilty of a misdemeanor and upon conviction will be fined in an amount 
provided in Chapter 132.3 of the General Statutes. 
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ARTICLE XII.  IMPLEMENTATION OF POLICIES 
 

Section 1. Conflicting Policies Repealed 
 
All policies, ordinances, or resolutions that conflict with the provisions of these policies are hereby 
repealed. 
 
Section 2. Separability 
 
If any provision of these policies or any rule, regulation, or order thereunder of the application of such 
provision to any person or circumstances is held invalid, the remainder of these policies and the 
application of such remaining provisions of these policies of such rules, regulations, or orders to persons 
or circumstances other than those held invalid will not be affected thereby. 
 
Section 3. Effective Date 
 
These policies shall become effective on a date approved by the County Board of Commissioners.  
 
Section 4.  Amendments 
 
This policy may be amended by action of the Board of Commissioners and by resolution appropriately 
approved. Notice of any suggested amendment to the policy, or any portion thereof, shall be provided 
to employees and opportunities for employee comment and reaction shall be made available prior to 
the amendments going to the Commissioners for action.  Proposed amendments should be provided to 
employees on line, posted on County websites and bulletin boards in all employee work locations and/or 
in employee newsletters.  Any revisions or amendments adopted in conformance with this procedure 
shall become effective as of the date of such adoption. 



CHOWAN COUNTY 

Employee Incentives 
Financial Incentives 
• Longevity Pay: Additional compensation recognizing continued years of service with the County. (Proposed 

Personnel Manual, page 17) 
• Certification and Educational Increases: Salary increases for attaining and maintaining certifications or 

obtaining degrees that add value to the County and exceed job requirements. The County Manager 
establishes the increase schedule. (Proposed Personnel Manual, page 17) 

Paid Leave Benefits 
• Petty Leave: Paid time for brief personal matters or appointments without using vacation leave. (Proposed 

Personnel Manual, page 37) 
• Bereavement Leave: Paid time away after the death of an eligible family member. (Proposed Personnel 

Manual, page 33) 

Flexible Work Schedule 
Not currently included in the proposed Personnel Manual. 

• Flexible hours: Available when departmental operations and staffing needs permit. Alternate employees to 
maintain coverage. 

• Example schedules: Four days from 7 a.m. to 5 p.m. OR 7:30 a.m. to 5:30 p.m., plus one day from 8 a.m. to 
noon. 

Educational Leave and Continuing Education 
Not currently included in the proposed Personnel Manual. 

• Job related coursework: Leave may be granted for coursework directly related to assigned duties with 
Department Head approval. The County covers or reimburses fees, registration, travel, study materials, 
lodging, and other related expenses. 

• Degree completion: Employees may request up to three months of leave, with or without pay, taken 
consecutively or intermittently. Submit a letter to the Department Head describing the time needed and 
develop a work coverage plan together. 

• Benefits: Intermittent leave that allows employees to meet work obligations causes no loss of benefits. 
More than 30 days of unpaid leave may result in a loss of benefits. 

• Continuing education reimbursement: Employees who are reimbursed or granted leave for continuing 
education must remain employed with the County for a minimum of 12 months following reimbursement or 
leave. 

• Scheduling and approval: Arrange education outside normal work hours when possible and limit time away 
to three months. Arrange internships or practicums within the normal schedule whenever possible. Leave 
may be denied if it burdens the work unit. 







 

Ashley Stoop is the Health Director for Albemarle Regional Health Services (ARHS), an eight-

county regional health district. Ashley has been with ARHS since 2005 and has served the 

agency in key roles including Preparedness Coordinator and most recently as the Director of 

Policy and Planning. In addition, she has served as Safety Officer, HIPAA privacy and security 

officer, and the Accreditation Coordinator. ARHS not only provides core public health services 

and environmental health for Bertie, Camden, Chowan, Currituck, Gates, Hertford, Pasquotank 

and Perquimans counties, but also provides primary care and behavioral health, maintains the 

Children’s Developmental Services Agency (CDSA), transportation for five counties through 

ICPTA and the landfill and convenience sites in Perquimans Chowan and Gates. ARHS is also 

the fiscal agent for the Albemarle Regional Solid Waste Management Authority, serving 10 

counties.   

 

During her 20-year career with ARHS, Ashley has held leadership roles and state positions 

including the NC Division of Public Health Agreement Addenda Quality Improvement Council, 

NC Institute of Medicine Task Force on the Future of Local Public Health and established the 

NC Public Health HIPAA Alliance where she served as chair. As health director, she is an active 

participant in the NC Association of Local Health Directors as the region 9 representative, and 

the fiscal lead and Vice Chair of the NENC Partnership for Public Health. In addition, Ashley 

serves on the NC Public Heath Foundational Capabilities Task Force and the Surveillance for 

Healthcare Associated and Resistant Pathogens Patient Safety (SHARPPS) Program Advisory 

Group. 

 

Since 2011, Ashley has served on the Jim “Catfish” Hunter ALS Foundation Board as secretary. 

She has also served on the HealthNet Albemarle Board and the Brody School of Medicine 

Department of Public Health Community Advisory Board since 2022.   

 

Ashley is a two-time graduate of UNC Chapel Hill with degrees in Journalism and Mass 

Communications and a Master of Public Health. Most recently, she received her Climate 

Change and Health Certificate from Yale School of Public Health. 
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ARE IMPERSONATING PROPERTY OWNERS TO ILLEGALLY 
SELL YOUR PROPERTY.  GOOD FRAUDSTERS ARE USING REAL 
PROPERTY OWNERS SOCIAL SECURITY AND DRIVER’S 
LICENSE NUMBERS IN THEIR TRANSACTION, AND USING  
LEGITIMATE NOTARY CREDENTIALS, IN SOME CASES 
WITHOUT THE NOTARY KNOWLEDGE.

FRAUDSTERS



WATCH FOR RED FLAGS

WHEN A PROPERTY IS:

* VACANT NON OWNER OCCUPIED, VACATION PROPERTY, RENTAL AND INVESTMENT           
PROPERTY

* HAS DIFFERENT ADDRESS  THAN THE OWNERS ADDRESS OR TAX MAILING ADDRESS

* HAS NO OUTSTANDING  MORTGAGE OR LIENS   

* FOR SALE  OR SOLD BELOW MARKET VAULE



WATCH FOR RED FLAGS

WHEN A SELLER:

• WANTS A CASH BUYER

• DEMANDS PROCEEDS BE WIRED

• REFUSES TO ATTEND  THE SIGNING AND CLAIMS TO BE OUT OF 
COUNTRY

• IS DIFFICULT TO REACH BY PHONE, ONLY WANTS TO COMMUNICATE BY 
TEXT OR EMAIL.

• REFUSES OR IS UNABLE TO COMPLETE MULTIFACTOR AUTHENTICATION 
OR IDENTIFY VERIFICATION

• WANTS A QUICKSELL, LESS THAN 3 WEEKS AND NOT NEGOTIATE FEES

• WANTS TO USE THEIR NOTARY





HOW IT WORKS
Complete the application with all the ways you 

sign your name

Agree to the terms and conditions
SUBMIT

This will not stop fraud, only notify you 
when a transaction occurs with the name 
you provided for your  property sooner 

than later.











To: FYI - Board of County Commissioners MBA #: 2026-077

From: Cathy Smith, Finance Officer

Date:

RE: Budget Clean-up FY 06/30/26

Scrap Tire Tax Distribution 6,860.18                 
Scrap Tire Tax Distribution 6,860.18               
White Goods Tax Distribution 1,745.81                 
White Goods Tax Distribution 1,745.81               

Balanced 8,605.99                 8,605.99               

Justification:

Approval Date:

Bd. Clerk's Init:

Initials:

Batch #:

Date:

Chowan County 
MANAGEMENT BUDGET AMENDMENT

June 30, 2026

Please authorize the finance officer to amend the 2026 budget as follows:

Account Number Account Description
 Revenue 

(Inc+/Dec-) 
 Expense 

(Inc+/Dec-) 

Solid Waste
62-3471-530-00

62-3471-531-00
62-4710-694-00

62-4710-695-00

Budget Clean-up FY 06/30/26



To: FYI - Board of County Commissioners MBA #: 2027-014

From: Cathy Smith, Finance Officer

Date:

RE: Water Plant House Demolition

Fund Balance Appropriated 9,800.00                 
Maint & Repairs - Buildings 9,800.00               

Balanced 9,800.00                 9,800.00               

Justification:

Approval Date:

Bd. Clerk's Init:

Initials:

Batch #:

Date:

Chowan County 
MANAGEMENT BUDGET AMENDMENT

September 22, 2026

Please authorize the finance officer to amend the 2027 budget for Water Fund as follows:

Account Number Account Description
 Revenue 

(Inc+/Dec-) 
 Expense 

(Inc+/Dec-) 

Water
61-3990-990-00
61-7120-351-00

To amend the 2027 budget for the Water Fund to include demolition of Water Plant 
house at 1610 Virginia Rd.  BOCC approved and accepted low bid by JNJ Environmental 

on 09/21/26.



To: FYI - Board of County Commissioners MBA #: 2027-015

From: Cathy Smith, Finance Officer

Date:

RE: NACO Membership

Fund Balance Appropriated 400.00                     
National Association of Counties 400.00                   

Balanced 400.00                     400.00                   

Justification:

Approval Date:

Bd. Clerk's Init:

Initials:

Batch #:

Date:

Chowan County 
MANAGEMENT BUDGET AMENDMENT

September 22, 2026

Please authorize the finance officer to amend the 2027 budget for Special Appropriations as follows:

Account Number Account Description
 Revenue 

(Inc+/Dec-) 
 Expense 

(Inc+/Dec-) 

Special Appropriations
11-3990-990-00
11-8300-692-00

To amend the 2027 budget to include membership to National Association of Counties 
(NACO).  BOCC approved 09/21/26.



To: FYI - Board of County Commissioners MBA #: 2027-016

From: Cathy Smith, Finance Officer

Date:

RE: JAHHS - Carry-forward Balance

Fund Balance Appropriated 5,635,432.36         
Architect - Basic Services 46,000.00             
Architect - Reimb Expenses 267.35                   
Inspections 89,792.20             
Permanent Loan Closing 32,251.38             
Advertising 4,629.25               
Construction Costs 1,715,799.19        
Equipment - FF&E 589.01                   
Construction Loan Interest 916,410.72           
Other - Misc 23,735.08             
Contingency 2,805,958.18        

Balanced 5,635,432.36         5,635,432.36        

Justification:

Approval Date:

Bd. Clerk's Init:

Initials:

Batch #:

Date:

To amend the 2027 budget to include carry-forward balance for JAHHS for FY 06/30/26.

45-5913-370-00
45-5913-441-00
45-5913-510-00
45-5913-720-00
45-5913-998-00
45-5913-999-00

45-5913-194-01

Chowan County 
MANAGEMENT BUDGET AMENDMENT

July 1, 2026

Please authorize the finance officer to amend the 2027 budget for JAHHS as follows:

Account Number Account Description
 Revenue 

(Inc+/Dec-) 
 Expense 

(Inc+/Dec-) 

JAHHS (Fund 45)
11-3990-990-00
45-5913-191-00
45-5913-191-02
45-5913-192-02



To: FYI - Board of County Commissioners MBA #: 2027-017

From: Cathy Smith, Finance Officer

Date:

RE: JAHHS - Change Orders

Contingency (98,421.98)            
Construction Costs 98,421.98             

Balanced -                           -                         

Justification:

Approval Date:

Bd. Clerk's Init:

Initials:

Batch #:

Date:

 To amend the 2027 budget for JAHHS to include change orders #22, 23, and 24.  This 
is a transfer from Contingency to Construction Costs.

45-5913-441-00

JAHHS (Fund 45)
45-5913-999-00

Chowan County 
MANAGEMENT BUDGET AMENDMENT

July 31, 2026

Please authorize the finance officer to amend the 2027 budget for JAHHS as follows:

Account Number Account Description
 Revenue 

(Inc+/Dec-) 
 Expense 

(Inc+/Dec-) 



To: FYI - Board of County Commissioners MBA #: 2027-018

From: Cathy Smith, Finance Officer

Date:

RE: JAHHS - Change Orders

Contingency (121,557.98)          
Construction Costs 30,264.73             
Equipment - FF&E 91,293.25             

Balanced -                           -                         

Justification:

Approval Date:

Bd. Clerk's Init:

Initials:

Batch #:

Date:

 To amend the 2027 budget to include additional furniture approved by BOCC on 
05/18/26 and change order #25 for Builders Risk and shelter generator 

(approved by County Manager and reported to BOC on 08/17/26).

JAHHS (Fund 45)
45-5913-999-00
45-5913-441-00
45-5913-510-00

Chowan County 
MANAGEMENT BUDGET AMENDMENT

September 27, 2026

Please authorize the finance officer to amend the 2027 budget for JAHHS as follows:

Account Number Account Description
 Revenue 

(Inc+/Dec-) 
 Expense 

(Inc+/Dec-) 



To: Board of County Commissioners BA #: 2027-019

From: Cathy Smith, Finance Officer

Date:

RE: Water Fund - Salaries and Benefits

Fund Balance Appropriated 39,216.89               
Salaries - Regular 25,107.00             
Fica Expense 1,920.69               
Retirement Expense 3,801.20               
Hospitalization Expense 8,388.00               

Balanced 39,216.89               39,216.89             

Justification:

Approval Date:

Bd. Clerk's Init:

Initials:

Batch #:

Date:

 To amend the 2027 budget to include Hydrant / Street Sign Technician in the 
Water Department.  Salaries and Benefits are calculated for eight months, from 

November 2026 - June 2027.

61-3990-990-00
Water Fund

61-7120-121-00
61-7120-181-00
61-7120-182-00
61-7120-183-00

Chowan County 
BUDGET AMENDMENT

September 30, 2026

Please authorize the finance officer to amend the 2027 budget for Water Fund as follows:

Account Number Account Description
 Revenue 

(Inc+/Dec-) 
 Expense 

(Inc+/Dec-) 



To: Board of County Commissioners BA #: 2027-020

From: Cathy Smith, Finance Officer

Date:

RE: EMS Capital Project

Transfer from Capital Reserve 9,086.80                 
EMS Radios 9,086.80               

Transfer to Capital Projects 9,086.80               
Designated Future Appropriations (9,086.80)              

Balanced 9,086.80                 9,086.80               

Justification:

Approval Date:

Bd. Clerk's Init:

Initials:

Batch #:

Date:

Chowan County 
BUDGET AMENDMENT

September 30, 2026

Please authorize the finance officer to amend the 2027 budget for Capital Projects as follows:

Account Number Account Description
 Revenue 

(Inc+/Dec-) 
 Expense 

(Inc+/Dec-) 

Capital Projects
32-3980-980-33
32-8100-617-00

 To amend the 2027 budget to include balance of EMS Handheld Radios from FY 
2025.  This was a project in a prior fiscal year and balance was not carried 

forward to current year.

Capital Reserve
33-9800-980-32
33-9930-995-00



Total Through
Date Description 09/30/26

Project Expenditures Reported 06/30/26 79,358,256         

7/30/2026 LS3P 23,000                 
8/27/2026 LS3P 13,800                 

Total Architect Fees 36,800                 

8/13/2026 Five Nine's 4,575                   
9/10/2026 Five Nine's 11,475                 

Total Testing/Inspections 16,050                 

8/13/2026 MB Kahn 717,696               
Total Construction Cost 717,696               

6/30/2026 Southern Educational - Correction Sales Tax 6,311                   
8/27/2026 Storr Office Environments 43,327                 
9/10/2026 Storr Office Environments 48,556                 

  Total FF&E 98,193                 

Total Current Expenditures 868,739               
Total Project Expenditures 09/30/26 80,226,995         

Date Revenue
Total Grant Funds Received 50,000,000         
Total County Contributions 1,500                   
Total Loan Proceeds - USDA 34,998,500         
Total Project Revenue 85,000,000         

Net Revenue/Expense 4,773,005           

John A Holmes High School Construction Project
Summary of Expenditures  - 09/30/26



Phase CO# Date Description Amount Transferred from Acct
1 1 1/12/2024 Addition to Abatement 41,680.00               Contingency

2 1 2/26/2024 Remove 19,043 SF of floor tile & mastic 44,319.00               Contingency

2 2 4/1/2024 Builders Risk 213,962.00             
$160k from Testing/Insp; 

$53,962 from contingency

2 3 5/13/2024
Remove additional asbestos materials from 
walls/ceiling 18,522.00               Contingency

2 4 6/25/2024

Relocate fire hydrant to avoid new storm drain pipe; 
remove/replace concrete parking lot Fire Station / 
relocate meter box 18,324.00               Contingency

2 5 6/25/2024 Additional concrete due to unsuitable soils 34,124.00               Contingency

2 6 7/22/2024
Re-route sewer line from armory; address changes to 
storm drain system 49,995.00               Contingency

2 7 8/12/2024 Gym modification - 2 new door frames 46,386.00               Contingency
2 8 8/12/2024 Substitute 8" RBZ valve for 6" valve 35,287.00               Contingency
2 9 8/12/2024 Unsuitable Soil Replacement 134,451.00             Contingency
2 10 10/17/2024 Unsuitable Soil Replacement 107,164.48             Contingency

2 11 1/6/2025 Tecnhology Package 1,103,139.45         

$1 mill from Technology - 
$103,139.45 from 
Contingency

2 12 1/13/2025 Changes to foundation; electrical; roof ladder 56,545.47               Contingency
2 13 2/19/2025 Fire alarm for armory & fieldhouse 51,271.99               Contingency
2 14 4/29/2025 Change to Intercom and Intrusion alarm 18,907.88               Contingency
2 15 5/13/2025 AV Technology Package 612,777.73             Contingency

Owner FF&E 5/28/2025 FF&E Modification (Owner Cost) 1,404,425.31         Contingency
Owner ASA-01 8/12/2025 Design Study - Storm Shelter 21,560.00               Contingency

2 16 10/6/2025 Window Film, Generator Work 308,481.40             Contingency
2 17 5/11/2026 Two speakers each in Armory & Athletic Building 7,316.19                 Contingency
2 18 5/11/2026 Closet door function locks 59,388.74               Contingency
2 19 5/13/2026 Added access control and cameras 207,109.92             Contingency
2 20 5/27/2026 Concrete slab for greenhouse 38,922.95               Contingency
2 21 5/27/2026 Fencing and aluminum slats/CTE area/Courtyard 16,464.00               Contingency
2 22 6/29/2026 Aluminum doors armory; concrete at stairwell 29,501.43               Contingency
2 23 6/29/2026 Landscaping Armory, Steamers Field, Peterson St. 62,439.72               Contingency
2 24 6/29/2026 Power garage area/Power Pole behind Steamers 6,480.83                 Contingency

Owner FF&E 5/18/2026 Additional furniture - Storr - BOC app 05/18/26 91,293.25               Contingency

2 25 9/9/2026
Disconnect for shelter generator; addition to 
Builder's Risk 30,264.73               Contingency

Total Change Orders - Phase 1 41,680.00               
Total Change Orders - Phase 2 (GMP) 3,311,546.91         
Total Change Orders - Owner 1,517,278.56         
Total Change Orders 4,870,505.47         
Total from Contingency 3,710,505.47         

Guaranteed Maximum Price (GMP)
2/8/2024 GMP per contract 69,305,747.00       

4/29/2025 Total Change Orders (Phase 2) 3,311,546.91         
4/29/2025 Revised Guaranteed Maximum Price (GMP) 72,617,293.91       

Contingency 6,335,830.00         
Adjustments
   Closing Costs - Construction Loan (PNC) (28,846.31)             
   Additional Feasibility Report (Thompson Price) (6,000.00)                
   Appraisal (Commercial Appraisal Solutions) (4,500.00)                
Adjusted Contingency Balance 6,296,483.69         

Less: Change Orders from Contingency (3,710,505.47)        
Current Contingency Balance 2,585,978.22         

Contingency Balances
Contingency 81,557.22               
Additional Contingency - Board Approval 2,504,421.00         
Total Contingency 2,585,978.22         

John A Holmes High School Construction Project
Summary of Change Orders

As of 09/30/26



 Actual + 
Encumbrances 

 Adjusted 
Budget 

 Available 
Budget 

% 
Budget 

Met
 Prior Year 
Actual YTD 

Ad Valorem Taxes
Tax Penalty & Interest 9,667                   100,000             90,333               10% 8,413             
Prior Year - R&P 72,860                150,000             77,140               49% 36,853           
Current Year Levy - R&P 1,368,768           15,922,239        14,553,471        9% 1,606,162      
Prior Year - MV 148                      -                      (148)                    100% 18                   
Current Year Levy - MV 147,469              1,584,000          1,436,531          9% 155,669         

Total Ad Valorem Taxes 1,598,912           17,756,239        16,157,327        9% 1,807,116      

Sales Tax
Article 39 Sales Tax -                       2,142,850          2,142,850          0% -                  
Article 40 Sales Tax -                       1,059,833          1,059,833          0% -                  
Article 42 Sales Tax -                       312,800             312,800             0% -                  
Article 44 Sales Tax -                       348,490             348,490             0% -                  

Total Sales Tax -                       3,863,973          3,863,973          0% -                  

Other Taxes 521                      147,600             147,079             0% 490                 
Permits & Fees 86,390                337,814             251,424             26% 88,361           
Departmental 142,775              1,040,628          897,853             14% 315,588         
Miscellaneous 129,405              2,421,922          2,292,517          5% 148,839         
Fund Balance Appropriations -                       2,769,223          2,769,223          0% -                  

Total General Fund Revenue 1,958,004           28,337,399        26,379,395        7% 2,360,394      

Expenditures
Education Expenses 1,039,995           6,492,969          5,452,974          16% 1,037,535
Governmental Expenses 1,307,777           4,722,777          3,415,001          28% 1,314,574
Human Services Expenses 366,218              2,035,311          1,669,093          18% 417,513
Other Expenses 48,585                2,519,990          2,471,405          2% 374,481
Public Safety Expenses 1,121,860           7,485,686          6,363,825          15% 976,968
Transfer to Social Services -                       1,657,849          1,657,849          0% -                  
Transfer to Re-Val -                       96,000               96,000               0% -                  
Transfer to Debt Service -                       1,654,077          1,654,077          0% -                  
Transfer to EMS -                       1,672,740          1,672,740          0% -                  

Total General Fund Expenditures 3,884,436           28,337,399        24,452,963        14% 4,121,071      
Net General Fund (11) (1,926,432)          -                      (1,760,677)    

Chowan County

General Fund
Year-to-Date through 08/31/2026

Revenue/Expenditure Summary







7/31/2026 8/31/2026
Increase / 
(Decrease)

Cash Accounts
Petty Cash - General Fund 250                       250                       -                        
Petty Cash - Water Department 150                       150                       -                        
Cash on Deposit - Southern Bank 206,546               1,420,754            1,214,208            

Total Cash Accounts 206,946               1,421,154            1,214,208            

Investment Accounts
Investment - BB&T 505,067               505,088               21                         
Investment - BB&T - Project Fund DF Walker 269,305               269,307               2                           
Investment - NCCMT Portfolio 10,497,867          10,529,830          31,963                 
Investment - NCCMT Portfolio / School QZAB 469,098               470,526               1,428                   
Investment - PNC Money Market - 8893 105,757               105,852               95                         
Investment - Southern Bank - Certificate of Deposit 3,447,780            3,457,750            9,970                   
Investment - Southern Bank - Money Market 6,221,090            5,838,912            (382,178)              
Investment - Southern Bank - SunEnergy 108,000               108,000               -                        
Investment - Southern Bank - SunEnergy 100,000               100,000               -                        
NCCMT Term Portfolio 733,682               735,916               2,234                   
Investment - PNC Money Market - 0624 (Loan Proceeds - JAHHS) 5,832,607            5,065,836            (766,771)              

Total Investment Accounts 28,290,253          27,187,018          (1,103,235)          

Total Cash & Investments 28,497,199          28,608,171          110,973               

Chowan County
Cash and Investment Summary

8/31/2026





