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ARTICLEIl. ORGANIZATION OF PERSONNEL SYSTEM
Section 1. Purpose

The purpose of this policy is to establish a personnel system for Scotland County that will
promote a fair and effective means of employee recruitment and selection, develop and maintain
an effective and responsible work force, and provide the means for removal of unsatisfactory
employees. This policy is established under the authority of Chapter 153A, Article 5, and G.S.
126 of the General Statutes of the State of North Carolina.

Section 2. Coverage

A. All employees in the service of Scotland County, including employees of the County Sheriff
and the Register of Deeds are subject to this policy, except as provided in this section.
B. Elected Officials, the County Manager, and the County Attorney are exempt from all
provisions of this policy unless stated otherwise. .
C. The following employees are covered only by the listed articles and sections:

1. Employees governed by the State Personnel Act shall be subject to all articles except
Article II.

2. Employees of the North Carolina Co-operative Extension Service shall be subject to all
Articles except Articles I, III, IV, and VIIL.

3. The Director of Elections shall be subject to all articles except Articles IV, V, VIII, and
IX.

4. Employees of the County Sheriff and the Register of Deeds shall be subject to all articles
except Article VIII.

5. Temporary employees, as designated by the Scotland County Board of Commissioners,
shall be subject to all articles except Articles VI and VII.

Section 3. Definitions

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

Anniversary Date. The employee’s original date of employment in a permanently established
position with Scotland County.

Appointing Authority. Employee or board with the legal authority to make hiring decisions.
Appointing authorities are:

Position Appointing Authority
County Manager Board of Commissioners
Asst. County Manager County Manager
Finance Officer Board of Commissioners
Deputy Finance Officer Board of Commissioners
Department Heads County Manager

Health Director Board of Health

Health Department Employees Health Director

Social Services Director Board of Social Services
Social Services Dept. Employees Social Services Director



Sheriff (Elected)

Sheriffs' Department Employees Sheriff

Register of Deeds (Elected)

Register of Deeds' Employees Register of Deeds

Tax Assessor Board of Commissioners
Elections' Director Board of Elections
Elections' Employees Elections' Director

All County Employees ot inciuded above) County Manager

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.

Competitive Service Employee. (Also known as State Personnel Act Employee) An employee
of the Department of Social Services and the Department of Public Health receiving federal
grant-in-aid funds and subject to the State Personnel Act.

Cost-of-Living Increase. An annual adjustment that may be made by the Board of
Commissioners to all pay ranges effective July 1 of each year.

County Administrative Policy.  Administrative procedures, deadlines, etc. necessary for
implementation of policy as determined by the County Manager and/or his/her staff (also
referred to as Office of Administration).

County Administrative Staff. Employees who are housed in the County Office of
Administration and are under the direct supervision of the County Manager.

Demotion. The reassignment of an employee to a position or a classification having a lower
salary range than the position or the classification from which the reassignment is made.
Department Heads. Employees who are responsible for the organization and administration of
specific County departments. For the purposes of this policy Directors of the Health Department
and Social Services Department as well as Elections Director will be included where
“department head” is mentioned.

Designee. An employee who has been designated to make decisions or conduct business on
behalf of another employee.

Full-time Employee. An employee appointed to a permanently established position who is
regularly scheduled to work not less than the number of hours per workweek designated by the
Board of Commissioners as full time.

General County Employee. A County employee not subject to the State Personnel Act.
Grievance. Any matter of concern or dissatisfaction arising from the working conditions of an
employee, subject to the control of the county.

Hiring Rate. The salary paid an employee when hired into county service, normally the
minimum of the salary range.

Immediate Family. The term immediate family means an employee’s wife, husband, mother,
father, guardian, son, daughter, brother, sister, grandchild, and grandparent, as well as the
various combinations of half, step, in-law, and adopted relationships that can be derived from the
family members named herein.

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



Merit Increase. An increase in salary above the standard job rate based on service that exceeds
the standard and/or expected performance of the assigned position as recommended by the
department head and approved by the County Manager.

Part-Time Employee. An employee appointed to a permanently established position that is
regularly scheduled to work less than the number of hours per workweek designated by the
Board of Commissioners as full time and is paid on an hourly basis.

Pay Plan. A schedule of pay ranges arranged by sequential rates including minimum,
intermediate, and maximum steps for each class assigned to a salary range.

Performance Evaluation System. A review to assess an employee’s work performance.
Position Classification Plan. A plan approved by the Board of Commissioners that assigns
classes (positions) to the appropriate pay grade.

PRN Employee. Employees who work a discretionary schedule or on an “as needed” basis, as
determined by the department head. This appointment is not entitled to benefits and is paid on
an hourly basis.

Probationary Period. A working test period of three to nine months for all County employees,
except law enforcement officers who will serve a probationary period of up to twelve months.
During this time, an employee is required to demonstrate, by actual performance, his/her ability
to perform the work required and his/her general suitability as an employee of the County.
Promotion. The reassignment of an employee to an existing position or classification having a
higher salary range than the position or classification from which the reassignment is made.
Reclassification. The reassignment of an existing position from one class to another based on
changes in job content.

Regular Employee - A person appointed to serve in a position for an indefinite duration and
who has successfully served a probationary period.

Salary Grade. All positions that are sufficiently comparable to warrant one range of pay rates.
Salary Plan Revision. The uniform raising or lowering of the salary ranges of every grade
within the salary plan.

Salary Range. The minimum and maximum salary levels for a given classification for hiring
purposes.

Salary Range Revision. The raising or lowering of the salary range for one or more specific
classes or positions within the classification plan.

Salary Schedule. A listing by grade and step of all the approved maximum, intermediate, and
minimum salary ranges authorized by the Board of Commissioners for various position
classifications of county government for hiring purposes.

Temporary Employee - An employee regularly scheduled to work either on a full-time or part-
time basis, for a period not to exceed twelve (12) months.

Work Against Employee - 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 situation.

Section 4. Merit Principle

All appointments, promotions, and other personnel transactions shall be made solely on the basis
of merit and fitness. All positions requiring performance of substantially similar and equal
responsibilities will be assigned to the same class and the same salary range. No employee or
applicant for County employment shall be deprived of employment opportunities or otherwise



adversely affected as an employee because of such individual’s race, color, religion, sex, national
origin, political affiliation, non-disqualifying handicap, or age.

Section 5. Responsibility of the Board of Commissioners

The Scotland County Board of Commissioners (hereinafter referred to as the Board of
Commissioners) shall establish and amend personnel policies and rules, including the
classification and pay plan, and shall make and confirm appointments when required by law.

Section 6. Responsibility of the County Manager

The County Manager shall be responsible to the Board of Commissioners for the administration
and technical direction of the personnel program. The County Manager shall appoint, suspend,
and remove all county officers and employees, except those elected by the people or those whose
appointment is otherwise provided for by law. The County Manager shall make appointments,
dismissals, and suspensions and determine conditions of employment in accordance with G. S.
153A-82 and the policies and procedures defined in this personnel policy. The County Manager
shall be responsible for interpreting policies when necessary and recommending to the Board of
Commissioners policy changes and new policies. The County Manager shall periodically issue
administrative and technical bulletins to interpret personnel policy and provide for administrative
procedures.

Section 7. Responsibility of the Personnel Director

The County Manager shall appoint a Personnel Director who shall assist in the preparation and
maintenance of the position classification plan and the pay plan and perform such other duties in
personnel administration as the County Manager and/or his/her designee shall require.

Section 8. Responsibility of Department Head(s)

Each department head shall be responsible for the organization and administration of his/her
department in accordance with all applicable federal, state and county policies and regulations
including this personnel policy and County Administrative Policy.

Section 9. Responsibility of County Employees

Every job with Scotland County is important. The manner in which Scotland County Employees
serve the public affects to a large extent the public relations of County Government. The people
of the County form their opinions of County Government from their contact with individual
employees. The responsibility of all Scotland County Employees is to serve all of the people of
the County with efficiency and courtesy. Scotland County expects each employee to treat all
citizens with fairness assuring that special privileges are given to none. Each Scotland County
employee is also accountable for adhering to the Customer Service Standards, which is
established as Administrative Policy, as approved and amended by the County Manager.



Section 10. Violations of Policy Provision

An employee who violates any of the provisions of this policy, or administrative policies as
approved by the County Manager, may be subject to suspension, demotion, or dismissal in
addition to any civil or criminal penalty, which may be imposed.



ARTICLE Il. POSITION CLASSIFICATION PLAN

Section 1. Adoption of Position Classification Plan

The position classification plan, as from time to time approved by the Board of Commissioners,
is hereby adopted as the position classification plan for Scotland County.

Section 2. Allocation of Positions

The County Manager shall allocate each position covered by the classification plan to its
appropriate class in the plan.

Section 3. Administration

A. The County Manager, or person(s) designated by the County Manager, shall be responsible
for the administration and maintenance of the position classification plan so that it will
accurately reflect the duties performed by employees in the classes to which their positions are
allocated. Department heads shall be responsible for bringing to the attention of the County
Manager the need for new positions and material changes in the nature of duties, responsibilities,
or working conditions affecting the classification of a position.

B. New positions shall be established upon recommendation of the County Manager with the
approval of the Board of Commissioners. The County Manager may allocate the new position to
the appropriate class within the existing classification plan; or recommend that the Board of
Commissioners amend the position classification plan to establish a new class to which the new
position may be allocated.

C. 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 direct that the
existing class specification be revised; reallocate the position to the appropriate class within the
existing classification, or recommend the Board of Commissioners 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 and deleted from the position classification plan by the
Board of Commissioners based on the recommendation of the County Manager.



ARTICLE Ill. THE PAY PLAN
Section 1. Adoption

The salary schedule, reflecting both grade level and step, as approved by the Board of
Commissioners is hereby adopted as the pay plan for Scotland County. Adjustments to the pay
plan shall occur annually with the adoption of the Budget Ordinance. Any adjustment to the pay
plan shall apply to the Board of Commissioners as well as to County employees.

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 each other, reflecting differences in duties and responsibilities, the
comparable rates of pay for positions in private and public employment in North Carolina,
changes in the cost of living, the financial conditions of the County, and other factors. The
County Manager, or designee, shall, from time to time, make comparative studies of all factors
affecting the level of salary ranges and shall recommend to the Board of Commissioners such
changes in salary ranges as appear to be warranted.

Section 3. Administration

The pay plan shall be administered in a fair and systematic manner in accordance with 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 plan
shall meet the requirements of the State Competitive System for local government employees
while maintaining a countywide plan.

The County Manager is authorized by the Board of Commissioners to approve salary
adjustments up to two steps based on performance evaluations and up to four steps for
employment required certifications. These adjustments must not exceed the assigned range of
the position. Any such adjustments based solely on performance are to be reported to the Board
of Commissioners at the next regularly scheduled meeting. Any request for reclassification will
be reviewed by the County Manager for approval to recommend such request to the Board of
Commissioners.

Section 4. Hiring Rate/Starting Salary

Employees will usually be hired at the minimum (Step 2) of their assigned salary grade.
Appointments above the hiring rate may be made only by the County Manager when deemed
necessary to the best interests of the County, based on such factors as superior qualifications of
the applicant, a shortage of qualified applicants available at the hiring rate or the inability to
recruit qualified applicants to accept employment at the minimum step.



Section 5. Salary Upon Completion of Probationary Period

Upon the successful completion of the initial probationary period and/or completion of training
period following a promotion, an employee hired initially at the minimum step of the assigned
range may receive an increase to the next step in the assigned range, subject to the approval of
the County Manager. An employee hired at a salary above the minimum step may be considered
for a step increase only as approved by the County Manager.

Section 6. Payment at a Listed Rate

A. Employees covered by the salary plan shall be paid at a listed rate within the salary ranges
established for their respective job classes except for employees in a trainee status or employees
whose present salaries are above the established maximum rate following transition to a new pay
plan.

B. When an employee attains the maximum rate of a salary range for his or her present position,
no further salary increase will be received unless the position is reclassified, the employee is
promoted to another position with a higher salary range, or the salary for the present position is
increased.

Section 7. Trainee Salaries

An applicant hired, or an employee promoted to a position in a higher class, who does not meet
all the established requirements of the position, shall be appointed with the approval of the
County Manager at a pay rate of no more than one step below the minimum salary. Employees
subject to the State Personnel Act will be designated “trainees” in accordance with rules and
regulations established by the Office of State Personnel. All other County employees shall be
designated “trainees” based upon recommendations of the department head with the approval of
the County Manager. An employee in a trainee status shall continue to receive a reduced salary
until the appointing department head and the County Manager determine that the trainee is
qualified to assume the full responsibilities of the position.

Section 8. Pay Rates in Promotion, Demotion, Transfer, Reclassification and Reinstatement

A. When an employee is promoted, demoted, transferred, or reclassified, the rate of pay for the
new position shall be established as follows:

1. An employee who is promoted to a position in a higher grade shall receive at least the
minimum rate of the higher grade. If the employee's previous experience warrants, the salary
may be adjusted higher with the approval of the County Manager, subject to the availability of
funds, provided that the adjusted salary does not exceed the maximum of assigned range. In
some cases a promotion or reclassification represents a significant change in the nature of work
and an immediate salary increase may not be appropriate or equitable. In these cases the County
Manager must approve the failure to award a salary increase upon promotion.

2. If an employee is demoted as a result of a reclassification, and the employee’s current
salary falls above the maximum of the range for the lower class, the employee’s salary will



remain the same until general schedule adjustments or range revisions bring it back within the
lower range. If an employee is demoted for cause, the employee’s salary will be reduced to any
step in the lower salary range as long as the reduced salary does not fall below the minimum
salary rate of that range.

3. Whenever an employee applies for and is appointed to a position in another department
and that position is in the same pay grade, this is considered a lateral transfer, and the employee
normally shall receive the same pay rate. Previous experience or the nature of the duties of the
new position may warrant a higher starting pay with the approval of the County Manager, subject
to the availability of funds.

If an employee applies for and is appointed to a position in another department and that
position is in a higher pay grade, this is considered a promotion and subject to the provisions of
#1 of this section.

4. When a reclassification occurs and an employee’s position is reclassified to a class having
a higher salary range, the employee’s salary shall be increased to at least the minimum step of
the new pay range. If the employee's previous experience warrants, the salary may be adjusted
higher with the approval of the County Manager, subject to the availability of funds, provided
that the adjusted salary does not exceed the maximum of assigned range

5. When an employee is reinstated in a position of the same class after separation from the
County of not more than one year, and when the separation was not due to discreditable
circumstances, the employee may receive at least the same rate of pay as at the time of
separation, plus any across-the-board pay increases given prior to reinstatement.

Section 9. Pay After Employment Required Certification(s)

An employee who is required to achieve specific certification(s) in order to maintain his/her
employment, as defined in the job description, shall receive a salary increase of one step upon
documentation of completed certification(s) and approval of the County Manager, to be effective
during the next pay period. Other certifications must be reviewed and approved by the County
Manager before the certification course work begins.

Section 10. Pay for Temporary Assignment

When the necessity arises for an employee to temporarily assume the responsibility of another
position in a class recognized at a higher grade for a period of more than thirty (30) calendar
days approval of assignment shall be obtained from the County Manager prior to assignment.
The employee shall be compensated for the entire period of the temporary assignment at the
minimum of the regular rate assigned the higher class. If the employee's previous experience
warrants, the salary may be adjusted higher with the approval of the County Manager, subject to
the availability of funds, provided that the adjusted salary does not exceed the maximum as
assigned range. When the responsibilities to be assumed are the County Manager’s, increased
payment shall be approved by the Board of Commissioners.

Section 11. Pay for Part-time Work

The pay plan established by this policy is for full-time service. An employee appointed for less
than full-time service will be paid a pro-rated amount determined by converting the established



salary for the position to an hourly rate or a rate that has been negotiated between the employee
and the County.

Section 12. Overtime

A. The County abides by all applicable sections of the Fair Labor Standards Act, as amended.
The County will properly record all applicable overtime accrued for each covered employee.
This overtime policy is applicable only to employees of Scotland County who are “Non-Exempt”
under the Fair Labor Standards Act.

B. Employees are expected to work during all assigned periods exclusive of breaks or
mealtimes. Employees are not to perform work during breaks or at any time that they are not
scheduled to work unless they receive approval from their immediate supervisor, department
head or the County Manager, except in cases of emergency. An emergency exists if a condition
arises that could reasonably result in damage to property or 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
following completion of the work.

Based upon the provisions of the Fair Labor Standards Act, non-exempt employee work that
has not been requested by management but is endured or permitted is considered work time.
Therefore, when an employee voluntarily works prior to or after his regularly scheduled work
day, and it is endured or permitted, it is considered overtime hours when in excess of forty (40)
hours in the work-week, although the work had not been specifically authorized.

Department heads are responsible for ensuring that overtime hours are authorized, recorded,
and properly documented for compensatory time off or overtime pay in accordance with the
established record keeping forms and instructions.

C. Computation for overtime will include actual work hours over and above the standard work
hours for a seven (7) day work period for non-law enforcement and non-emergency service
employees.

D. Computation for overtime will include actual work hours over and above 171 hours for a 28-
day work period for law enforcement employees (Deputies and Jailers).

E. Sick leave, holidays and vacation time off in a work period will not count toward computing
overtime hours except for emergency service employees on a fluctuating work week..

F. It is the policy of the County, in agreement with its employees, that non-exempt employees
receive compensatory time off, in lieu of cash payments, in accordance with the provisions of
the Fair Labor Standards Act. Any unused accrued comp time balance will be paid out at
termination of employment for non-exempt employees.

G. Exempt employees, other than Department Heads, may receive compensatory time off at an
equal amount for each hour of overtime worked and may accrue not more than 120 hours.
Department Heads are not eligible for compensatory time. No compensatory time balance will
be paid to exempt employees at termination of employment or otherwise. All comp time
balances in excess of 120 hours will be dropped from the payroll system on June 30™ of each
year.

H. Under FLSA rules, nonexempt employees who work in public safety activities, emergency
response activities, or seasonal activities may accrue not more than 480 hours of compensatory
time for overtime hours worked after April 15, 1986. However, it is the policy of the County
that all nonexempt employees may accrue not more than 240 hours of compensatory time for




overtime hours worked after April 15, 1986, including employees in public safety, emergency
response, or seasonal activities.

I. Employees wishing to use accrued compensatory time must make a written request to their
immediate supervisor. Use of such time will be allowed within a reasonable period following the
request as long as the use does not unduly disrupt the operations of the county. Department
heads will be responsible for administering their compensatory policies by allowing employees
to take accrued compensatory time in a timely manner so that compensatory will not accrue to
excessive levels. In situations in which compensatory time off is not practical, employees may
receive monetary compensation subject to the approval of the County Manager.

J.  During times of State of Emergency, as declared by the Chairman of the Board of
Commissioners, non-exempt employees will receive monetary compensation for overtime hours
worked rather than compensatory time. Exempt employees, other than Department Heads, will
be treated as non-exempt employees. Department Heads will be compensated for overtime hours
worked on an hour for hour basis (straight time). The department head may authorize an
adjusted workweek to avoid or reduce overtime.

K. As Scotland County is considered a "host county", there may be situations when the County
has not been declared to be in a State of Emergency, but is ordered to open shelters to
accommodate evacuees from other counties. Employees, including those who are normally
exempt from overtime, who are assigned to shelter duty during such an emergency situation will
be paid overtime as described in Part J above. Hours worked at the shelter shall be recorded as
work time. The department head may authorize an adjusted workweek to avoid or reduce
overtime.

Section 13. Payroll Deductions

Federal and state income taxes, Social Security tax, and retirement contributions shall be
deducted as authorized by law and the Board of Commissioners. Any other payroll deduction
must be approved by the Board of Commissioners.

Section 14. Payroll Procedure

A. All employees shall be paid on a monthly basis, with the last calendar day of the month as
the designated payday. If payday falls on a Saturday, a Sunday, or a holiday, employees will be
paid on the last banking day before the nonworking day.

B. The payroll period will be monthly from the sixteenth of one month to the fifteenth of the
next month. New employees beginning employment on the first of the month will only be paid a
partial month, from the first to the fifteenth, for the first pay period. Thereafter they shall be paid
monthly from the sixteenth to the fifteenth.

Section 15. Termination Pay

Upon termination of employment, an employee is entitled to payment in the regularly scheduled
pay period for regular pay. However, employees who resign without proper notification may be
subject to withholding of the final paycheck for up to ten (10) working days to allow verification
of any necessary deductions.



Unused annual leave, up to a maximum of 240 hours, less any deductions for debts outstanding
against the County shall be paid in the next pay period or within fifteen (15) working days,
whichever is longer. No special checks will be written for termination pay. No sick leave or
personal leave shall be paid upon termination of employment. The finance office shall deduct
and withhold from the final paycheck any amount owed the County, such as group insurance
premiums, uniforms, or advanced leave.

No severance pay will be allowed under any circumstances except as authorized by the Board of
Commissioners.

Section 16. Effective Date of Salary Adjustments

Salary adjustments shall become effective on the date of the actual adjustment.

Section 17. Longevity Pay

Longevity pay is to recognize continuous service of regular, full-time and part-time employees
working at least thirty-two (32) hours per week. Longevity pay is an automatic, annual payment
made in a lump sum in November, subject to availability of funds, to employees who meet the
eligibility requirements on July 1 of each year. If an eligible employee retires, resigns, dies or is
otherwise separated on or after July 1, the payment shall be made to the employee or to the
estate, if deceased. All payments are subject to income taxes, FICA taxes and the Local
Governmental Employees Retirement System. The Scotland County Finance Officer shall be
responsible for determining and certifying the length of qualifying service of each employee and
for initiating the necessary steps for payment. Annual longevity pay is based on the following:

Years of Continuous County Service Longevity Pay Rate
5 years but less than 10 $200.00
10 years but less than 15 $325.00
15 years but less than 20 $450.00
20 years but less than 25 $575.00
25 years or more $700.00

To be eligible to receive longevity pay the employee must meet the following requirements:

A. An employee must have served five or more continuous years of regular employment with
the County;

B. The employee must have a regular appointment;

C. Credit for the service requirement shall not be given for temporary full-time or temporary
part-time employment.



D. County service is the time for regular, trainee, and probationary employment. If an employee
is in pay status through working, using annual or sick leave, drawing workers’ compensation, or
on authorized military leave for one-half or more of the regularly scheduled workdays in a
month, credit shall be given toward qualifying service;

E. Regular, part-time employees working at least thirty-two (32) hours per week will receive
longevity pay in proportion to the number of hours regularly scheduled to work.

F. If an employee leaves the employment of the County, the employee is ineligible for
continued longevity pay.



ARTICLE IV. RECRUITMENT AND SELECTION STANDARDS

Section 1. Equal Employment Opportunity Statement

It is the policy of the County to maintain a systematic, consistent recruitment program, to
promote equal employment opportunities, and to identify and attract the most qualified
applicants for employment with the County. This policy is to be achieved by announcing all
position vacancies, by evaluating all applicants using the same criteria, and by applying testing
methods through the Local Job Service Office (Employment Security Commission) as
applicable. Selection decisions are made without regard to race, color, religion, sex, national
origin, political affiliation, non-disqualifying handicap, or age.

Section 2. Recruitment-Responsibility of the Personnel Director

The Personnel Director is responsible for an active recruitment program to meet current and
projected staffing needs, using procedures that will ensure equal employment opportunities based
on job-related requirements. Recruitment efforts of the Personnel Department and all county
departments will be coordinated in a timely manner.

Section 3. Position VVacancy Announcements

The County Manager must approve the posting of a position vacancy announcement prior to the
posting. Vacant regular full-time or part-time permanently established positions to be filled will
be publicized by the County to permit an open opportunity for all interested employees and
applicants to apply.

(a) Vacancies which will be filled from within the agency workforce will be prominently
posted in an area known to employees, and will be described in an announcement which
includes at minimum the title, salary range, key duties, knowledge and skill
requirements, minimum training and experience standard, and contact person for each
position to be filled. The application period for internal postings will be no less than five
work days. An exception to this posting requirement will be permissible where a formal,
pre-existing “understudy” arrangement has been established by management.

(b) Any vacancy for which an agency wishes to consider outside applicants or outside
applicants concurrently with the internal workforce shall be listed with the local Job
Service Office of the Employment Security Commission. Listings will include the
appropriate announcement information and vacancies so listed shall have an application
period of not less than seven work days.

(c) If an agency makes an effort to fill a vacancy from within, and is unsuccessful, the listing
with the Employment Security Commission would take place when the decision is made
to recruit outside. A vacancy which an agency will not fill for any reason shall not be
listed; if conditions change, it should then be treated as a new vacancy.

Section 4. Application for Employment

All persons applying for employment with the County shall be required to complete State
Application form PD-107. The location for receiving applications will be stated on each job



vacancy announcement. All information provided on the application must be true and correct
with the provision of false statements being grounds for elimination from consideration and/or
dismissal from County employment.

Section 5. Applicant Tracking

The Personnel Department shall be responsible for maintenance of permanent records of all
position vacancy announcements, including posting and closing dates, all optional referral
sources used in the recruitment process, and the pool of applicants considered for each vacancy.

Section 6. Qualification Standards

A. All applicants considered for employment or promotion shall meet the qualification standards
established by the class specifications relating to the position to which the appointment is being
made.

B. All appointments shall be made on the basis of merit.

C. Consideration may be given to “trainee” appointments when there is an absence of qualified
applicants from which to make a selection. In this instance the deficiencies may be eliminated
through orientation and on-the-job training, and the employee is designated a trainee by the
County Manager (for employees in County General Positions) or the Office of State Personnel
(for employees in all positions subject to the State Personnel Act).

D. When qualified applicants are unavailable and there is no trainee provision for the vacant
classification, an appointment may be made below the level of the regular classification in a
work-against appointment, allowing the appointee an opportunity to gain the qualifications
needed for the full class through on-the-job experience. The work-against appointment is
available for competitive service employees. The appointee must meet the minimum education
and experience standard of the class to which the appointee was initially appointed. A work-
against appointment may not be made when applicants are available who meet the education and
experience requirements for the full class of the position in question.

Section 7. Selection

Department heads shall develop, use, and document, on a consistent, routine basis, a selection
process that best suits the county’s needs in filling positions within each agency or department.
All selection methods developed and utilized by the department head shall be valid measures of

job performance.

Section 7.5 Residency Requirement

Effective July 9, 2007, there are certain County positions that are required to be and remain
permanent residents of Scotland County. These positions are: County Manager, Assistant
County Manager, Clerk to the Board, Emergency Management Director, Social Services
Director, and Health Director. A person newly appointed or employed into either of these

20



positions will have six months from the date of the appointment or employment to establish
permanent residency within Scotland County. If a current County employee is living outside
Scotland County, and he/she is promoted to a position subject to this policy, they must relocate
to Scotland County within six months. It shall be the responsibility of each employee filling a
position subject to this policy to furnish and provide information and documentation to the
County Manager to establish the employee’s compliance with this policy. Failure to become a
resident of the County within the time allowed, unless a specific waiver is granted by the Board
of County Commissioners, will be grounds for termination.

Section 8. Appointments

The selection and appointment of persons to all positions other than those subject to the State
Personnel Act shall be by the action of the department head, with the approval of the County
Manager. The County Manager will determine the class and the salary of new employees. The
selection and appointment of persons to all positions subject to the State Personnel Act shall be
by the action of the appointing authority with the County Manager determining the salary of new
employees.

A. Before any applicant begins work, the department head, or agency director where applicable,
shall meet with the Personnel Director to discuss the appointment. The Personnel Action Form,
the original application for employment, test score sheets (when applicable), and any additional
supporting documents shall be reviewed by the Personnel Director.

B. Criminal Background checks will be required prior to offer of employment. If the duties of
the position include operation of county-owned or county-insured vehicles, the department head
will, before issuing an offer of employment, conduct a review of the driving record of the person
to be hired, which record will become a part of the personnel file. Also, periodic driver history
reviews may be conducted throughout the period of employment.

C. The Sheriff and the Register of Deeds shall have authority over appointments in their
respective departments, with the County Manager determining the class and the salary of new
employees.

D. The Board of Commissioners must approve the appointment by the Sheriff or the Register of
Deeds of a relative by blood or marriage of nearer kinship than first cousin or of a person who

has been convicted of a crime involving moral turpitude.

Section 9. Types of Appointments and Duration

(a) Probationary Appointment:
(1) An employee appointed to a regular position shall serve a probationary period.
The appointing authority shall have the option of requiring an additional
probationary period for employees who have been promoted, demoted, or
transferred to another position. This period is an essential extension of the
selection process, and provides the time for effective adjustment of the new
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employee or elimination of those whose performance will not meet acceptable
standards.

(2) The length of the probationary period shall not be less than three months nor
more than nine months, except for law enforcement officers, who may serve up to
a twelve month probationary period. The length is dependent upon the
complexity of the position and the rapidity of progress made by the particular
individual in the position.

(3) Any employee serving a probationary period following initial appointment may
be dismissed without appeal rights at any time during the probationary period.
The employee must be given notice of dismissal, including reasons. Following
successful completion of the initial probationary period, the employee may be
dismissed only as provided in Article VIII.

(4) Annual, Sick, or Personal leave is not granted during the first three (3) months of
employment. Any absence during this period will be leave without pay, with the
exception of leave due to the death in the employee’s immediate family (as
defined in Article I, Section 3) not to exceed three (3) days for any one
occurrence. Probationary employees who are separated from employment, either
voluntarily or involuntarily, will forfeit any accrued annual leave.

(5) The time an employee is on approved leave without pay during the employee
probationary period may be added to the maximum time of nine (9) months
(maximum of twelve months for Law Enforcement employees), as well as to the
minimum time of three (3) months.

(6) Employment in a temporary appointment may be credited toward the probationary
period at the discretion of the appointing authority. Employment in an PRN or
emergency appointment shall not be credited toward the probationary period.

(b) Trainee Appointment

(1) A trainee appointment may be made to a position in any class for which the
specification includes special provisions for a trainee progression leading to a
regular appointment. An individual may not be appointed as a trainee if he/she
possesses the acceptable training and experience for the class.

(2) The specification for each class in which a trainee appointment is authorized will
define the minimum qualifications for the trainee appointment and the minimum
qualifications for a regular probationary appointment. It is expected that the
individual will progress through supervised experience to a minimum level of
satisfactory performance in the position during a period of time indicated by the
difference between the amounts of experience required for the two types of
appointments. An employee may not remain on a trainee appointment beyond the
time he meets the educational and experience requirements for the class. After
the employee has successfully completed all educational and experience
requirements he/she shall be given probationary or regular status in the position or
shall be separated.

(c) Regular Appointment: An appointment to a permanently established position when the
incumbent is expected to be retained on a regular basis. Regular appointments follow the
satisfactory completion if a probationary and/or trainee appointment, or may be made
upon the reinstatement of a qualified employee.

(d) Time-Limited Appointment: A time-limited appointment may be made to:
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(e)

®

(2

(h)

(1) A permanent position that is vacant due to the incumbent’s leave of absence and
when the replacement employee’s services will be needed for a period of one year
or less, or

(2) To a permanent position that has an established duration of no more than two
years. Such appointment shall not be made for less than six months. If at the end
of the two-year time-limited appointment, the work is expected to continue and
the position becomes permanent, the employee should be given a regular
appointment. A time-limited appointment is distinguished from a temporary
appointment by the greater length of time, and from the regular appointment by its
limited duration.

Temporary Appointment: A temporary appointment may be made to a permanent or
temporary position. The appointment shall be limited to a maximum duration of twelve
months.

Pre-Vocational Student Appointment: This appointment is to be used to enable
students to gain practical knowledge of their particular occupational area of interest. A
suitable plan for training under close supervision must be developed for the individual.
In the case of a co-operative, work-study, internship, or similar appointment, the time
schedule for work must be determined. The basis for eligibility and selection for such an
appointment shall be outlined in a formal plan developed by the participating agencies
for each type and level of student involvement. Upon successful completion of their
training, individuals may be considered for any vacant position for which qualified.
Emergency Appointment: An emergency appointment may be made when an
emergency situation exists requiring the services of an employee before it is possible to
identify a qualified applicant through the regular selection process. When it is
determined that an emergency appointment is necessary, all other requirements for
appointments will be waived.

Work Against Appointment: 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
situation. A work-against appointment is for the purpose of allowing the employee to
gain the qualifications needed for the full class through on-the-job experience. The
appointee must meet the minimum training and experience standard for the class to
which initially appointed. The employee's salary will be assigned to the range for the
class to which initially appointed and the salary will be adjusted incrementally, as
approved by the County Manager, as the employee meets the minimum qualifications for
the established position. A work-against appointment may not be made when applicants
are available who meet the training and experience requirements for the full class, and
for the position in question. The Department Head is to provide a detaile