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RESOLUTION OF THE CHATHAM COUNTY BOARD OF COMMISSIONERS
Amending the Chatham County Personnel Policy

WHEREAS, the Chatham County Personnel Polit;, 'é'dopted March 11, 1996, establishes the general guidelines for
employees conduct; and

&

WHEREAS, from time to time it is néééssary to amend the Personnel Policy for clarification or to better meet the needs

of the employees and the County; and
WHEREAS, internal and external review of the policy identified needed modifications to the policy, and

NOW, THEREFORE BE IT RESOLVED, by the Board of Commissioners of Chatham County, that Personnel Policy be
amended as follows:

Article 111, Section 8: Payment at a Listed Rate
New language was added to include an explanation of the lump sum payment for employees who have reached the
maximum salary for their assigned pay grade.

Article lll, Section 10: Pay Rates in Promotion, Demotion, Transfer and Reclassification

Language has been added stating that 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. In addition, language has been added to increase the salary increase amount for promotions and
reclassifications from 2% to a range of 2-5% with approval from Human Resources and the County Manager based on
internal equity and other factors.

Article IV, Section 1: Statement of Anti-Discrimination and Equal Employment Opportunity
New language was added by Human Resources and the Equal Employment Opportunity (EEQ) Officer to update the
language around harassment and discrimination and add the new Anti-Discrimination statement.

Article IV, Section 2: Recruitment
Language was updated to include changes to the recruitment process to reflect the new applicant tracking system.

Article V, Section 4: Sexual Harassment

New language was added to address general harassment (including sexual harassment) and new Anti-Harassment and
Anti-Discrimination statements were added and the reporting procedures were modified to include the Equal
Employment Opportunity (EEO) Officer. In addition, definitions of commonly used terms were added to the Definitions
section of the Personnel Policy.

Article V, Section 5: Secondary/Outside Employment
Updated policy to include a Request for Secondary Employment Approval Form.
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Article VI, Section 6: Sick Leave

Removal of the Sick Family Leave provision for employees to use up to forty (40) hours in a calendar year for the
illness of the employee’s immediate family.

Article IX, Section 1: Grievance Procedure
The statement was added that the procedure does not apply to employees of the Sheriff or Register of Deeds.

Article 1X, Section 5: Personnel Advisory Committee

The Chatham County Human Relations Committee was replaced by the Chatham County EEO (Equal Employment
Opportunity) Working Group for any grievance involving a hate or bias issue.

Adopted, this the 17th day of March, 2025. ! :| o E - t

Karen Howard, Chair
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Article I: Organization of the Personnel System

Section I: Purpose.

The purpose of this policy is to establish a personnel system that will promote a fair and eftective
means of employee recruitment and selection, developdevelop, and maitain an effective and
responsible workforce, and provide the means ro remove unsatisfactory employees. This policy

is established under the authority of N.C. GEN. STAT. §133A Article 5 and N.C. GEN. STAT.
§126 of the General Statutes of North Carolina.

Section 2: Coverage,

A.

B.

All employees in the county’s service, including those of the County Sheriff and the Register
of Deeds. are subject to this policy, except as provided in this section.

Elected officials, the County Manager, and the County Attorney are exempt from all
provisions of this policy. except the Sexual-Harassment-ReheyAnti-Harassment and/or Anti-
Discrimination Policy and Procedures as set forth in Article V. Section 4.

. The following employees are covered only by the listed articles and sections:

1. Employees governed by the State Human Resources Act (SHRA) shall be subject to aff
articles excepr Article VIII. Section 2.
2. The supervisor of elections shall be subject to afl articles except Article [V; Article V.

except for Section 4, the;Anti-Harassment and/or Anti-Discrimination Policy and --{ Formatted: Highlight

ProceduresSexval-HarassmentPeley; Article VIII: and Article [X.

3. Employees of the County Sheriff and the Register of Deeds shall be subject to all articles
except Article V111, except for Sections 2 and 11 and Article [X, Section I.-

4. Temporary employees, as designated by the Board of Commissioners, shall be subject to
all articles except Article VI, Article VIL. except for Sections 2 and 3. Article VIII, and
Article [X.

5. Except where expressly exempted from various articles, sections. and subsections,
probationary employees shall be subject to alf articles excepr Article VIII, Sections 6
through 13, and Article [X.

6. Limited term employees shall be subject to the same applicable provisions covering
regular employees. At the end of the employment term. the employee’s term of
employment will expireexpire, and the emplovee will not be subject 1o Article VI,
Sections 2 (F) or Article VIII, Sections 6 through 12, or Article [X.

Section 3: Definitions (listed alphabetically).

Al

B.

Adverse Action. An involuntary demotion. an involuntary reduction in pay, a suspension
without pay. a lavoff. or a dismissal.

Alternative Adverse Weather Time Off: Hour-for-hour leave eammed when a regular
employee 1s required to work when county offices are officially closed due to adverse
weather.

. Alternative Holiday Time Off: Hour-for-hour leave earned when a regular employee is

required to work on a county holiday.

. Anniversary Date. The employee’s original date of employment with Chatham County in a

regular position and the first date of employment following a promotion, transfer, demotion.
or end “trainee” status.

Chatham County Personnel Policy
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E. Appointing Authority. Any board or person with legal or delegated authority to make hiring
decisions.

F. Bullving. Verbal or physical conduct that seeks to harm. intimidate, or coerce another
person. Bullying is not necessarily based on a person's membership in a protected category
like race, sex. age. sexual orientation, or disability, among other protected classes.

E -

G._Class. Positions or groups of positions having similar duties and responsibilities requiring
similar qualifications, which can be properly designated by one title indicative of the nature
of work performed. and which carry the same salary range.

F:H. COBRA. The Consolidated Omnibus Reconciliation Act, which gives emplovees and their
families who lose their health insurance benefits the right to choose to continug group health
coverage tor a limited period of time.

G:L.Cost-of-Living Increase. An annual adjustment that may be made by the Board of
Commissioners to all salary ranges.

HeJ.Days. Unless otherwise indicated. the use of the term “days” shall mean calendar days.

EK.Demotion. The voluntary or involuntary reassignment of an employee to a position or a
classification having a lower salary range than the position or classification from which the
reassignment is made.

L. Disciplinary Suspension. Suspension without pay as a result of disciplinary action.

Maximum time is dictated by FLSA.

l‘%.p.l_l]-_'!'j_c Employee. An employee. either regular or temporary. who is regularly scheduled

to work the number of hours per workweek designated by the Board of Commissioners as
full-time,

E:0.General County Employee. A county employee not subject to the State Human Resources
Act

P._Grievance. A claim or complaint of an event or condition which adversely aftects the
circumstances under which an employee works, allegedly caused by the misinterpretation,
unfair application, or lack of an established policy pertaining to employment conditions.

M.-Harassment. Harassment is unwelcome conduct that is based on race, color, national origin,
ethnicity, religion, sex, pregnancy. gender identity or expression, sexual orientation, age (40
or alder). political affiliation, National Guard or veteran status, disability or genetic
information. Offensive conduct may include, but is not limited to, offensive jokes, slurs,
epithets or name calling, physical assaults or threats, intimidation, ridicule or mockery,
insults or put-downs, offensive objects or pictures, and interference with work performance.

— 0. Hiring Rate. The beginning salary paid to an individual who is fully quatified to perform

the duties of the position to which the employee has been appointed. The default hiring rate
is the minimum rate of the salary grade to which the position is assigned.

O:R.Immediate Family. Spouse, parents. guardian. children, siblings, grandparents, great-
grandparents, and grandchildren. plus the various combinations of half, step. in-law, and
adopted relationships that can be derived trom the relationships named above.
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P.S.Immediate Suspension. Suspension of an employce with pay to avoid the disruption of the
workplace. to pratect the safety of persons or property, or for other serious reasons. An
immediate suspension requires the employee to leave county premises immediately and not
return until given permission to do so.

©Q.T.Investigatory Suspension. Suspension of an employee with pay for a maximum of thirty
(30) days for the purpose of investigating facts to determine an employee’s status.

R.U.Limited Term Employee. An employee appointed to serve in a regular position for a
predetermined period of time that exceeds twelve (12) months, A limited term employee
shall be considered a regular employee for all purposes. except that the employee serves for a
predetermined period of time.

V. Maximum Salary Rate. The maximum salary authorized by the pay plan for a position
within an assigned salary grade.

$.W.Non-Verbal Harassment: [ntimidating or confrontational body language; gestures. staring,
touching, hugging, or patting: blocking a person's movement; standing too close: brushing
against a person's body: display of sexually suggestive or degrading pictures: racist or other
derogatory cartoons or drawings.

F-X.Part-Time Employee. An employee. either regular or temporary. who is regularly
scheduled to work less than the number of hours per workweek designated by the Board of
Commissioners as full time.

L=Y.Pay Plan. A schedule of salary ranges arranged by sequential rates which include the
minimum, midpoint, and maximum rate for each class and its assignment to a salary grade.

v.Z.Performance Evaluation System. A review of an employee’s performance, usually
nceurring on an annual basis. designed to facilitate fair and equitable pay decisions and
recognize performance as the basis for pay increases within the established salary range.

W.AA.Position Classification Plan. A plan approved by the Board of Commissioners that
assigns classes to the appropriate salary grade.

X.BB.Position. A group of current duties and responsibilities requiring the tull-time or part-time
employment of one person.

¥.CC.Probationary Employee. An individual appointed to a regular position who has not vet
achieved regular status and who may be dismissed at any time. with or without cause.

Z.DD.Promotion. The reassignment of an employee to an existing position in the county which
is in a higher salary grade than the position from which the reassignment 1s made.

AAEE, Reclassification. The reassignment of an existing position from one class to another
based on changes in job content and/or responsibilities.

BBE.I'F, Regular Employee. An employee who has completed at least six (6) months of
satisfactory county service and who has been recommended for regular status by the
employee’s department head and approved by the Appointing Authonry

CC.GG. Regular Full-Time Position. A position and the related duties and responsibilities of
which are required to be performed on a continuous basis, normally requiring full-time
employment of an individual, that has been approved by the Board of Commissioners.

BB-HH. Regular Part-Time Position. A position and the duties and responsibilities of which
can be p(.rrormecl in less than a full-time workday and‘or workweek that has been approved
by the Board of Commissioners.

EE 1L Salary Grade. All classes that are sufficiently comparable tor one range of pay rates.

EE.JJ. Salary Plan Revision. The uniform raising or lowering of the salary ranges for every
grade within the pay plan.
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GG:KK. Salary Range Revision. The raising or lowering of the salary range for one or more
specitic classes of positions within the position classification plan,

HH:LL, Salary Range. The minimum and maximum salary levels for a given classification.

MDM.Salary Schedule. A listing by grade of all the approved minimum, midpoint. and maximum
salary ranges authorized by the Board of Commissioners for the various classes.

NN. Sexual Harassment. A type of harassment that includes unwelcome sexual advances,
unwelcome physical contact of a sexual nature or unwelcome verbal or physical conduct of a
sexual nature. Unwelcome verbal or physical conduct of a sexual nature includes the repeated
making of unsolicited, inappropriate gestures or comments and the display of sexual
materials not appropriate for workplace,

00. Stereotvping. Harassment 15 based on a protected characteristic 1t it is centered on social or
cultural expectations—be they intended as positive, negative, or neutral—regarding how
persons of a particular protected group may act or appear.

H- . { Formatted: Indent: Left: 0.25", No bullets or numbering

44-PP.State Human Resources Act (SHRA) employees. All employees ot the Social Services
Department and Health Department.

kB QQ, Temporary Employee. An individual appeinted to serve in a position for a definite
duration, but not to exceed twelve (12) months, and who may be dismissed at any time with
or without cause.

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

3MLSS, Training Rate. The salary paid to an individual who does not possess the qualifications
necessary to perform the duties of the position to which the empleyeehasemplovee has been
hired. The training rate must be at least one dollar below the hiring rate assigned to the
position.

IT. Transfer. The reassignment of an employee from one position or department to another
position or department where the employee’s former position and the emplovee’s new
position are classed similarly and have the same salary range.

MM UL Verbal Harassment. Jokes, shights, slurs, insults, and innuendoes: threats: degrading
sexual remarks; whistling: cat calls; comments on a person's body or sex life; or pressures for
sexual favors: participating in derogatory, insulting/spiteful gossip or offensive discussions.

Section 4: Merit Principle.

All apporntments and promotions shall only be made enthe-basss-atbased on ment. All positions
requiring the performance of the same duties and tulfillment of the same responsibilities shall be
assigned to the same class and salary range. No applicant for county employment or employee
shall be deprived of employment opportunities or otherwise adversely affected as an employee
because of the individual's race, color, religion, sex. national origin. political affiliation. non-
disqualifying handicap, or age.

Secrion 3: Responsibilities of the Board of Commissioners.

The Board of Commissioners shall establish personnel policies and rules. including the
classification and pay plan; shall make and confirm appointments when required by law,
including the County Manager, Clerk to the Board, County Attorney, County Assessor. Tax
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Collector, and Deputy Tax Collector; and shall fill vacancies for the positions of Register of
Deeds and Sheriff.

Section 6: Responsibilities of the County Manager.

A. The County Manager shall be respensible to the Board of Commiissioners for the
administration of the personnel program.

B. The County Manager shall appoint and dismiss, with prior approval from the Board of
Commissioners, all department heads except those elected by the people or those whose
appointment is otherwise provided for by law. The County Manager shall also appoint.
suspend, and remove all other county officers and employees, except those elected by the
people or those whose appeintment is otherwise provided for by law. The County Manager
shall make appointments. dismissals, and suspensions in accordance with N.C. GEN, STAT
$153A-82 and Articles [II, IV, V. and VIII of this personnel policy.

C. The County Manager shall also:

1. Recommend rules and revisions to the personnel system to the Board ot Commissioners
for consideration;

2, Recommend revisions to the position classification system to the Board of
Commissioners for consideration:

3. Prepare and recommend revisions to the pay plan to the Board of Commissioners tor
approval;

4. Determine which employees shall be subject to the overtime provisions as provided for in

Article 111, Section 14:

Establish and maintain a roster of all persons in the county service, setting torth each

employee. class, title of position, salary, changes in class title and status, and other such

data as may be deemed desirable or useful;

6. Develop and administer recruiting programs as may be necessary to obtain an adequate
supply of competent applicants to meet the needs of the county;

7. Develop and coordinate training and educational programs for county employees:

8. Investigate the operation and effect of the personnel provisions of this policy perodically
and report findings and recommendations to the Board of Commissioners: and

9. Perform other duties as may be assigned by the Board of Commissioners, which are not
inconsistent with this policy.

D. The County Manager may delegate [tems | through 9 hsted above to the Human Resources
Director or to another appropriate position.

w

Section 7: Responsibilities of the Human Resounrces Director.

The Human Resources Director shall assist in the preparation and maintenance of the position
classification plan and the pay plan and shall also perform other duties in personnel
administration as the County Manager shall request.

Article T1: The Classification Plan

Section 1: Adoption.
The position classification plan, which is approved by the Beard of Commissioners from time to
time, is hereby adopted as the position classification plan for the county.
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Section 2: Allocation of Positions.

The County Manager shall designate cach position covered by the classification plan to an
appropriate class in the plan.

Section 3: Administration.

A. The County Manager shall be responsible for the administration and maintenance of the
position classification plan. The purpose of administering and maintaining the plan is to
ensure that it accurately reflects the duties pertormed by the emplovees in the classes to
which their positions are allocated,

B. Department heads shall be responsible tor bringing the following to the attention of the
County Manager:

1. The need for new positions.
2. Material changes w-the-sature-ob-dutiesin duties, responsibilities. or working conditions
that affect the classification of a position: and

C. New positions shall be established by the County Manager. The County Manager may:

L. Allocate the new position to the appropriate class within the existing classification plan.
or

2. Amend the position classification plan to establish a new class to which the new position
may be allocated.

D. When the County Manager finds that a substantial change has occurred in the nature or level
of duties and responsibilities of an existing position, the County Manager shall:

1. Direct that the existing class specification be revised.

2. Reallocate the position Lo the appropriate class within the existing classification plan, or

3. Amend the position classification plan to establish a new class to which the position may
be allocated.

Section 4: Amendment.

Classes of positions shall be added to, modified within, and deleted from the position
classification plan by the Board of Commissioners or County Manager.

Article [I1, The Pay Plan

Section I: Adoption.
The salary schedule, which reflects grade levels, is approved by the Board of Commissioners as
set forth in Appendix [ and is hereby adopted as the pay plan for Chatham County.

Section 2: Maintenance.

The County Manager shall be responsible for the administration and maintenance of the pay
plan. The pay plan is intended to provide equitable compensation for all positions when
considered in relation to: (1) each other, (2) general rates of pay for similar employment in the
private and public sector in this area. (3) changes in the cost of living. (4) financial conditions of
the county, and (5) other factors. The County Manager shall, from time to time, conduct
comparative studies of all factors affecting the level of salary ranges and shall recommend to the
Board of Commissioners changes to salary ranges that are warranted.
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Section 3: Administration.

The pay plan shall be administered in a fair and systematic manner in accordance with the work
performed. The pay structure shall be externally competitive, shall maintain proper internal
relationships among all positions based on relative duties and responsibilities, and shall
recognize performance as the basis for pay increases within the established pay range. The
county-wide plan shall meet the requirements of the State Competitive System tor local
government employees.

Section 4: Hiring Rate/Starting Salary.

The minimum rate established for the class is the normal hiring rate, except when unusual
circumstances warrant an appointment at a higher rate. When the County Manager deems it
necessary and in the best interest of the county, the County Manager may approve a hiring rate at
a point between the minimum and maximum rates of the salary range. hased on the
recommendation of the department head, Above-the-minimum appointments will be based on the
following factors: (1) the qualifications of the applicant are substantially higher than the
minimum education and training for the class, (2) there is a shortage of qualified applicants
available at the minimum rate. and/or (3) the qualified applicants refuse to accept the
employment at the minimum rate.

Section 5: Progression in the Salary Range.

Regular employees shall be evaluated on a yearly basis. Employees may be eligible for a
percentage increase, the range of which shall be determined annually by the Board of
Commissioners. Employees may be evaluated on overall performance, and increases shall be
calculared based on identified goals and outcomes which are determined by the employees and
department heads and approved by the County Manager.

Section 6: Failure to Perform Satisfactorily.

An employee who fails to perform satisfactorily-whether during the annual performance review
processerdure-theadvancement under the Job-Standard-Program-to-the Standard-Job Rate, w il
be denied the scheduled salary increase. Appropriate disciphinary action may be taken by the
department head in accordance with Article VIIT of this policy. Employees whehaveadvanced
to-the Standard-Jeb Ratte will be required to perform at a satisfactory level or may be subject to
disciplinary action.

Section 7: Delay of Performance Evaluation.

[f an emplovee has had prolonged absence from work. which is elassifedelassified as three (3) or
more months. due to sick leave, leave without pay, Werkers-worker s
Compensatioacompensation, or any authorized leave, the department head may request from the
County Manager an extension for the employee’s annual performance evaluation review. The
purpose of the extension is to allow adequate time for the evaluation of performance. The
employee’s anniversary date will nat be atfected by this action.

Section 8: Payment at a Listed Rate.
A. Employees covered by the pay plan shall be paid at a listed rate within the salary range that is
established for their respective job class. This does not include employees in a “trainee”
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status or employees whose current salaries are above the established maximum rate, atter the
transition to a new pay plan.
B. When an employee reaches the maximum rate of a salary range for the employee’s present

position, no further salary increase will be received unless:
1. The position is reclassified.
2. The employee is promoted to another position with a higher salary range. or
3. The maximum rate of the salary range for the present position is increased.

£ Since employees cannot receive further salary increases once thev reach the maximum rate
of their salary range. a one-time lump sum payment will be provided instead. This paviment is
designed to cover the difference between the employee's maximum salary within their
assigned pay grade and the applicable annual salary adjustment, ensuring their total

Section 9: Trainee Salaries.

AL Anapplicant who is hired or an employee who is promoted to a position in a higher class,
who does not meet all the established requirements of the position, shall be appointed to the
position with the approval ot the Appointing Authority as follows:

1. All county employees shall be designated as “trainees” based upon the recommendation
of the department head and approval of the County Manager.

B. Anemployee ina “trainee” status shall continue to receive a reduced salary that +s—belewis
below the hiring rate of the fully qualified position until the appointing department head and
County Manager determine that the “trainee” employee is fully qualified to assume all the
responsibilities of the position.

C. Employees who have completed their “trainee” status will be paid the hinng rate of the grade
to which the fully qualified position is assigned.

Section 10): Pay Rares in Promotion, Demotion, Transfer, and Reclassification,

A. When an employee is promoted, demoted, transferred. or reclassified. the rate of pay for the
new position shall be established in accordance with the rules listed below. The new rate of
pay shall take effect on the fiest-daytollowing payroll date of the approved personnel action.

B. When a promotion occurs:

L. [fthe employee’s current salary is below the new hiring rate. the salary shall be increased
to the hiring rate of the salary range of the class to which the employeeisemplovee is
promoted.

2. Ifan employee’s current salary is above the new hiring rate. the employee’s salary may
be adjusted 2%-upward between 2-3% based on internal equity and other factors,
provided that the adjusted salary does not exceed the maximum rate of the assigned
salary range.

C. When a demotion oceurs: i B
I. As a result of a reclassification. the emplovee’s salary will remain the same until general

schedule adjustments or range revisions bring it back within the lower range, if the
employee’s current salary falls above the maximum of the range for the lower class.

2. For cause or if an employee accepts a demotion voluntarily, the employee’s current salary
may be reduced to any level in the lower salary range, that does not tall below the
minimum salary rate of the range.
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D. When a transfer occurs from a position in one class to a position in another class that is
assigned to the same pay grade. the employee shall continue to receive the same salary.
E. When a reclassification occurs and an emplayee’s position is reclassified to a class with a
higher salary range. the employee’s salary shall be increased 2% above the hiring rate of the
new salary range. If the employee’s current salary 1s already equivalent to or 2% above the
hiring rate, the employee’s salary may be adjusted 2% upward, provided that the adjusted
salary does not exceed the maximum rate of the assigned salary range. Reclassifications may
be increased by up to 3% based on internal equity and other factors with approval from the
County Manager.
F. Salary changes approved afier 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 ) s
E. procedures approved by the County Manager. ‘ | Formatted: Tndent: Left: 0.25", No bullets or numberingij

Section 11: Pay Rates in Salary Range Revisions.
A. If the Board of Commissioners approves a change in the salary range for a class of positions.
the salaries whose positions are in that class shall be affected as follows:

1. When a class of positions is assigned to a higher pay range, employees in that class may
receive a pay increase of 2% above the hiring rate or 2% of their current salary,
whichever is higher.

2. When a class of positions is assigned to a lower pay range, the salaries of employees in
that ¢lass will remain unchanged. If this assignment to a lower salary range results i an
emplovee being paid at a rate above the maximum rate established for the new class, the
salary of the employee shall be maintained at that level until the employee’s salary range
is increased above the employee’s current salary.

Section 12: Pay for Part-Time Work.
Employees who are appointed to work less than eftHone full-time workweek shall receive pay
on an hourly basis.

Section 13: Overtime.

A. The county abides by all applicable sections of the Fair Labor Standards Act and the Fair
Labor Standards Amendments of 1986, The county will properly record all applicable
overtime accrued for each covered employee. This overtime policy is only applicable to
Chatham County employees who are non-exempt under the Fair Labor Standards Act.

B. Employees are expected to work during all assigned periods except for meattimesmealimes.
Employees are not to perform work during seab-timesmealtimes or at any time that they are
not scheduled 1o work. unless they receive approval from their immediate supervisor or in
cases of emergency. An emergency is a condition that could reasonably result in damage to
property ot persons or that requires the immediate attention of the employee. Employees who
work excess hours because of an emergency shall advise their immediate supervisor of the
overtime worked as soon as practical, after completing the work.

C. Itis the policy of the county that non-exempt emplovees, as defined by the Fair Labor
Standards Act. receive compensatory time oft at a rate of one-and-one-half (1-1/2) hours for
each hour of overtime worked. The county shall pay non-exempt emplovees for overtime
worked when either:
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1. The employee accumulates more than 240 hours of compensatory time as provided in the
FLSA, or

2. Itis not feasible to grant the-sempensatorycompensatory time off and meet the county's

work requirements.

D. Overtime Hours worked atter April 15, 1986;

1. Non-exempt employees who work in public safety activities, emergency response
activines, or seasonal activities mayv not accrue more than 480 hours of compensatory
time for overtime hours worked.

All other non-exempt employees mav not accrue more than 240 hours of compensatory

time for overtime hours worked.

E. Employees required to carry electronic devices and respond to situations outside their normal
working hours will be compensated based on a rate established by the Board of
Commissioners.

F. Ifthe emplovee separates from service, the payment for accumulated compensatory time

shall not exceed thirty (30) days ar 240 hours.

The estate of an employee who dies while employed by the county shall be entitled to a

payment for all of the accumulated compensatory time credited to the employee’s account.

This payment may not exceed thirty (30) days or 240 hours.

[

2

Section 14: Payroll Deducrions.

Federal and state income taxes, Social Security tax, and retirement contributions shall be
deducted as authorized hy federal. state, or local law: court order; or the Board of
Commissioners. Any other payroll deduction must be approved by the Board of Commissioners.

Section 15: Payroll Procedure.
Employees shall be paid every two weeks. [f the payday falls on a holiday, employees will be
paid on the last working day before the nonworking holiday.

Section 16: Effective Date of Salary Adjustments.
Salary adjustments shall become effective on the-fiestfollowing pavroll start date of the approved
salary adjustment.

Article I'V: Recruitment and Selection,

Section I: Statement of Anti-Discrimination and Equal Employment Opportunity.
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affiliationwhistleblower activity. parentalstatus and-mititarysendee (pask-presentoF thture)
ik seainstretaliation for parteipatiorin-EED-activity-oreppostion-to-diserimination:

Chatham County does not and shall not discriminate based on race, color, religion (creed),
sender. including pregnancy. gender expression, age, national origin (ancestry). disability,
marital status. sexual orientation, or militarv stalus, in any of its activities or operations. These
activities include, but are not limited to, the hiring and termination of employees or contraclors,
selection of volunteers. selection of vendors, and provision of services to residents, community
partners and visitors within the county

Section 2: Recruitment.

The Human Resources Director is responsible for an active recruitment program that meets
current and projected staffing needs. The Director will use procedures to ensure equal
employment opportunities based on job-related requirements.

Section 3: Position Vacancy Announcements.

A. All position vacancy anneuneertentsshatlannouncements shall be posted for a minimum of
seven (7) working days on the Countv wehsue thh the cxceptlon of the Sheriff and Register
of Deeds, Postionvacaneress aeal-newspaper-Optional
recruiting publicity, as appropriate, shall be L,drrled out through various media platforms and
grutua:lonal listservsthe-media. Each posted announcement »hall contain aH-afall the
information listed below; advertismentsadvertisements must efby-include items | and 67:

The title. grade. and location of the position:

The closing date of the announcement;

A summary of the duties of the position;

A summary of the basic qualifications:

The procedures for submitting an application;

A statement of equal employment opportunity; and

. The physical requirements of the job.

B
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Section 4: Application for Employment.

A. Submitting Applications
1. All persons interested in filling a vacant county position shall file a County job

application for employment through the Human Resources Office or other designated
asency—agency. Applications may not be accepted by the agency or department
iselitselt. and all referrals must be mude through the Human Resources Office or other
designated agency.

B. All appheatonsshallapplications shall be kept in a reserve file for a period of one (1] year. in
accordance with the Equal Employment Opportunity Commission guidelines. As vacancies
occur during this vear, an applicant in the reserve file may notify the Human Resources
Director and request that the employee’s application be considered for vacancies. In this
case. 2 new application will not be required.

C. Applications will only be accepted for vacant positions.
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