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Vision: “To provide customer focused county services 

efficiently and responsibly.” 
 

Core Values 
 

The following values define and inspire our work in Bladen 
County.  They represent our priorities and form the basis of 
our organizational culture: 

 
Safety:   Being proactive in our efforts to 

insure safe work environments. 
 
Integrity: Being honest, trustworthy and 

forthright. 
 
Respect: Valuing people and treating them in a 

professional manner. 
 
Communication: Providing useful information in an 

effort to encourage and foster 
community involvement. 

 
Punctuality and Timeliness: Being prompt in daily 

activities and service to customers. 
 
Reliability: Consistently providing high quality 

services. 
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Accountability: Being responsible stewards of public 
resources. 
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1.0 Purpose 

 

The purpose of this personnel policy is to establish a human resources system 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 personnel policy is 

established under the authority of Chapter 153A, Article 5, and Chapter 126 of the General Statutes of 

North Carolina. 

 

2.0 Limitations 

 

This is not a contract of employment. Any individual may voluntarily leave employment upon proper 

notice and may be terminated by the employer at any time for any reason. Any oral or written statements 

or promises to the contrary are hereby expressly disavowed and should not be relied upon by any 

prospective or current employee. The contents of this policy manual are subject to change at any time at 

the discretion of the employer. 

 

3.0 Coverage 

 

A. All employees in the County's service, including employees of the County Sheriff and the 

Register of Deeds, are subject to this personnel policy, except as provided in this section. 

 

B. Elected officials, the county attorney, consultants, volunteers, and contract employees are exempt 

from all provisions of this personnel policy, except as specifically designated. 

 

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

1. Typically, employees governed by the State Personnel Act shall be subject to all policies 

except Classification, Separation/Disciplinary and Complaint Resolution. 

2. Employees of the North Carolina Cooperative Extension Service shall be subject to all 

policies except Classification, Pay Plan, Recruitment and Selection and Benefits. 

3. The Supervisor of Elections shall be subject to all policies except Recruitment and 

Selection, Separation/Discipline and Complaint Resolution. 

4. Employees of the County Sheriff and the Register of Deeds shall be subject to all policies 

except Separation/Discipline. 

5. Temporary employees shall be subject to all policies except Holidays, Leave and 

Benefits. 

 

4.0 Definitions (listed alphabetically) 

 

Adverse Action: An involuntary demotion, an involuntary reduction in pay / classification, an 

involuntary transfer, (not a greivable offense whenever the employees pay remains the same) a 

suspension without pay, a layoff, or a dismissal. (This shall include any disciplinary demotion, reduction 

in force, separation and any discriminatory act). 

 

 

Aggregate Service: The employee's combined total period of countable service (i.e., employment within 

a non-temporary position) as an employee of Bladen County, inclusive of any time allowed as transfer 



 

 

Employee Benefits - Page 14 of 211 

 

credit from another jurisdiction for the purpose of determining entitlement to the particular benefit in 

question. Aggregate service for retirement purposes refers to total length of service under which 

retirement contributions are paid into the Local Government Employees Retirement System by the 

employee. Aggregate service for determining the rates at which annual leave and sick leave are earned by 

an employee is determined from the most recent date of employment with Bladen County. 

 

Anniversary Date: The employee's original date of employment with Bladen County service in a 

permanent position. 

 

Appointing Authority:  Any County board or official with the legal authority to make hiring decisions. 

 

Career Status:  (Only applies to employees subject to State Personnel Act):  Employees must work 

for 24 consecutive months before they gain a property interest that is protected by due process.   

 

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 grade. 

 

**Employee Subject To State Personnel Act: The Office of Emergency Management Director 

receiving federal grant-in aid funds and subject to the State Personnel Act. 

 

Complaint: A claim or complaint alleging an event or condition which affects the circumstances under 

which an employee works, allegedly caused by misinterpretation, unfair application, or lack of established 

policy pertaining to employment conditions. A complaint may involve allegations of safety or health 

hazards, unsatisfactory physical facilities, surroundings, materials or equipment, unfair or discriminatory 

supervisory or disciplinary practices, unjust treatment by fellow workers, unreasonable work quotas, or 

any other inequity relating to conditions of employment subject to the control of the county. 

 

Cost-of-Living Increase: An annual adjustment that may be made by the Board of County 

Commissioners to all pay ranges typically effective July 1 of each year. 

 

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. 

 

Exempt Employee: Full- and part-time employees who have been classified as "Exempt" from the 

overtime provisions of the Fair Labor Standards Act are paid for the accomplishment of assigned 

accountabilities rather than being paid for the number of hours worked in a work period. These include 

executive, administrative and professional staff of the county. 

 

Full-Time Employee: 

 

a. Permanent or Regular - An employee, appointed to a permanently established position, who is 

regularly scheduled to work the standard work period established by the county and is in a 

position designated by the Board of County Commissioners as regular full-time. 

 

b. Temporary - An employee who is regularly scheduled to work the standard work period 

established by the county in a position designated by the Board of County Commissioners as 

temporary full-time. 

 

General County Employee: A county employee not subject to the State Personnel Act. 
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Grant Funded Positions: Positions which are supported wholly or in part by financial grants or other 

non-county monies. Individuals occupying these positions are appointed for a specific period of time to 

perform particular services on behalf of the County. Employees may or may not be entitled to County 

benefits, depending on the provisions of the grant.  

 

Hiring Rate: The salary paid an employee when hired into county service, normally the first step of the 

salary range unless the employee has held a comparable position elsewhere.  In the case of the latter, 

years of comparable employment are factored into the hiring rate. 

 

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. 

 

Non-Exempt Employee: Full- and part-time employees who have been classified as "Non-Exempt" from 

the overtime provisions of the Fair Labor Standards Act and who must be paid for overtime hours worked 

or given compensatory time off in accordance with the guidelines in this policy. Overtime is paid or 

compensatory time off is given to non-exempt employees for hours worked in excess of the standard work 

periods established by the County. 

 

Normal Work Week:  The actual hours an employee is regularly scheduled to work each week.  Most 

county employees are routinely scheduled to work Monday thru Friday from 8:30 AM until 5:00 PM. 

 

Part-Time Employee: 

 

a. Regular Part-time Employee - An employee appointed to a permanently established position 

who is regularly scheduled to work less than the standard work period established by the county. 

 

b. Temporary Part-time Employee - An employee appointed to a temporarily established position, 

who is regularly scheduled to work less than the standard work period established by the County. 

 

Performance Evaluation System: An annual review of an employee's performance, designed to 

facilitate fair and equitable merit pay decisions, recognizing performance as the basis for pay increases 

within the established pay range. 

 
Position: A group of current duties and responsibilities requiring the full- or part-time employment of one 

person or of multiple employees whose total work time will not exceed one hundred percent. 

 

a. Full-Time Position: A position that has been approved by the Board of County           

Commissioners, the duties and responsibilities of which are required to be performed on a          

continuous basis, normally requiring full-time employment of an individual. 

 

b. Part-Time Position: A position that has been approved by the Board of County           

Commissioners, the duties and responsibilities of which can be performed in less than a regular 

work day and/or work period. 

 

Position Classification Plan: A plan approved by the Board of County Commissioners that assigns 

classes (positions) to the appropriate pay grade. 

 



 

 

Employee Benefits - Page 16 of 211 

 

Probationary Employee: An individual appointed to a regular position who has served less than the 

probationary period in the position. 

 

Probationary Period: The required period of time an employee serves before obtaining permanent status 

when entering County service.  Please see “Career Status” for employees subject to the State Personnel 

Act. 

 

Promotion: The reassignment of an employee to an existing position or classification in the county 

service having a higher salary range than the position or classification from which the reassignment is 

made. 

 

Reclassification: The reassignment of an existing position from one class to another based on changes in 

job content. 

 

Regular or Permanent Employee: An employee who has successfully completed the probationary 

period and has been approved for regular status by his/her department head (with the approval, where 

applicable, of the county manager). 

 

Salary Grade: All positions which are sufficiently comparable to warrant one range of pay rates. 

 

Salary Plan Revision: The uniform raising and lowering of the salary ranges of every grade within the 

pay plan. 

 

Salary Range: Range of salary steps assigned to given classifications, typically beginning with Step A, 

as the minimum of the range and Step M as the maximum.   

 

Salary Range Revision: The raising or lowering of the salary range for one or more specific classes of 

positions within the classification plan. 

 

Salary Schedule: A listing by grade and step of all the approved minimum and maximum salary ranges 

authorized by the Board of County Commissioners for various position classifications of county 

government. 

 

 

 

Standard Work Periods: Standard work periods for Bladen County employees are as follows: 

 

      Category                             Work Period                           Standard Work Hours 

      Deputy Sheriff / jailers           28 days                                       168 / 170 hours 

      All Others                                 5 days                                       37.5 / 40 hours 

 

Temporary Employee: An individual appointed to a temporary position: (1) performing hourly work on 

an as needed basis, (2) completing a specific job, or (3) performing work for a definite duration, not to 

exceed twelve (12) months. 

 

Temporary Position: A position for which the duties and responsibilities are required to be performed 

for a specific short period of time, normally not to exceed twelve (12) months for employees covered by 

the State Personnel Act, and not to exceed 1000 hours for General County employees and which may or 

may not require attendance by a person for a full work-day and/or work period. 
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Trainee: An employee designated as such, appointed to a position in any class for which the county 

manager or the Office of State Personnel has authorized "trainee" appointments. An individual may not be 

appointed as a trainee if he/she possesses the acceptable training and experience for the regular class, and 

must be appointed to the regular class when he/she gains the acceptable training and experience. A trainee 

shall be paid at a rate below the minimum of the regular class. 

 
Transfer: The reassignment of an employee from one position or department to another. 

 

Work Against Appointment: When suitable qualified applicants are unavailable, 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 education and experience requirements of the class to which initially appointed. For example, 

an applicant meeting the education and experience requirements for a Social Worker I classification may 

be hired in work-against status to fill a vacancy for a Social Worker III position for which the county has 

been unable to recruit a suitable applicant possessing the education and experience requirements of a 

Social Worker III position. An employee thus hired would be classified and paid as a Social Worker I 

until such time that they meet the qualifications for a Social Worker II.  At that time employees salary 

must be adjusted to the minimum of the salary range assigned to the Social Worker II classification.  

Employee would continue to work in a Work Against appointment until he / she met the minimum 

qualifications for the Social Worker III. A work-against appointment may not be made when applicants 

deemed suitable for the position are available who meet the education and experience requirements for 

the full class for the position in question unless there is Just Cause for not hiring a qualified applicant. 

 
                                                                                                                           

5.0 Merit Principle 

 

All appointments and promotions hereunder shall be made solely on the basis of merit. 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 county employment or employee shall be 

deprived of employment opportunities or otherwise adversely affected as an employee because of such 

individual's race, color, religion, gender, national origin, political affiliation, non-disqualifying handicap 

or age. 

 

6.0 Responsibility of Board of County Commissioners 

 

The Board of County Commissioners shall establish personnel policies and rules, including the 

classification and pay plan, and shall make and confirm appointments when required by law. Personnel 

policies become effective when adopted by the Board of County Commissioners, and may be amended, 

revised or repealed through the same procedure. As with new personnel policies, revisions in personnel 

policy are also effective upon approval by the Board, unless otherwise designated.  

 

7.0 Responsibility of County Manager 

 

The County Manager shall be responsible to the Board of County Commissioners for the administration 

of the personnel program. The county manager shall appoint, suspend, and remove all 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 153A-82 

of the General Statutes of the State of North Carolina and appropriate County policies 

 

8.0 Responsibility of Human Resources Director 
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The Human Resources Director shall assist in the preparation and maintenance of the position 

classification plan and the salary plan, and perform such other duties in personnel administration program 

as the Manager shall require. An official copy of the personnel policies and rules will be available in the 

County Human Resources Office. Matters dealing with personnel shall be routed through the County 

Human Resources Office. 

Bladen County 
Personnel Policy 

 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

Article II:  Equal Opportunity 
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1.0 Purpose  To set the guidelines for equal opportunity employment. 

 

2.0 Applicability        All employees of Bladen County are covered by this policy. 

 

3.0 Policy It is the policy of Bladen County that neither race, religion, color, creed, national 

origin, gender, age, political affiliation, nor handicapping condition is to be 

considered in the: 

     

 Recruitment and selection of new employees of the County, 

 Selection of employees for promotion, training, transfer, demotion, and/or 

reduction-in-force, 

 Administration of disciplinary policies or termination for cause, and 

 Establishment of rates of pay including the awarding of salary adjustments 

and/or annual salary increases. 

 

3.1  Special Provisions Relative to Age 
 

Equal employment opportunity as to age applies only to persons who are age 40 

or over. State and Federal laws forbid employment discrimination on the basis of 

age for these persons. It is unlawful “to fail or refuse to hire or to discharge any 

individual or otherwise discriminate against any individual with respect to his/her 

compensation, terms, conditions, or privileges of employment, because of such 

individual’s age”. 

 

3.2  Special Provisions Relative to Handicap 

   

Equal employment opportunity for persons with handicapping conditions 

includes the making of a reasonable accommodation to the known physical 

limitations of a qualified handicapped applicant or employee who would be able 

to perform the essential duties of the job if such accommodation is made. 

Agencies are required to make such adjustments for the known limitations of 

otherwise qualified handicapped applicants and employees, unless it can be 

demonstrated that a particular adjustment or alteration would impose an undue 

hardship on the operation of the agency. Whether an accommodation is 

reasonable must depend on the facts in each case. Factors to be considered in 

determining this include: 

 the nature and cost of the accommodation needed; 

 the type of the agency’s operation, including the composition and structure of 

its work force; and 

 the overall size of the agency or particular program involved, with respect to 

number of employees, number and type of facilities, and size of budget.  

 

3.3  Special Provisions Relative to Communicable and Infectious Diseases 
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Persons with communicable or infectious disease, including Acquired Immune 

Deficiency Syndrome (AIDS), may have a disability if the disease results in an 

impairment which substantially limits one or more major life activities.  The 

statutory provisions relative to persons with disabilities may be applicable to 

persons with communicable and infectious diseases, including the requirement 

for a reasonable accommodation to the known limitations of an otherwise 

qualified applicant or employee. 

 

4.0 Bona Fide Occupational Qualifications (BFOQ) 

 

Age, gender or physical requirements may be considered if they constitute a bona 

fide occupational qualification necessary for job performance in the normal 

operations of the agency. Whether such a requirement is a bona fide occupational 

qualification will depend on the facts in each case. 

 

5.0 Pregnancy-related Discrimination 

 

Pregnancy-related discrimination is one form of unlawful gender discrimination. 

An applicant or employee may not be treated differently due to pregnancy as set 

forth under Title VII. 

 

6.0 Appeal Procedure 

 

Any applicant for employment or any employee who believes that employment, promotion,                     

training, transfer, salary adjustment or a merit salary increment was denied him/her or that                     

demotion, transfer, lay-off or termination was forced on him/her, because of race, religion,                     

color, creed, national origin, gender, age, political affiliation, or non-disqualifying                      

handicapping condition may appeal to the Human Resources Director.  
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1.0 Purpose To establish that Bladen County prohibits unlawful workplace harassment of 

County employees, and to require that every department ensure that work sites 

are free from unlawful workplace harassment.  This policy also prohibits 

retaliation against employees who complain of harassment. 

 

2.0 Applicability All employees of Bladen County are covered by this. 

 

3.0 Policy Bladen County expressly forbids harassment of employees because of age, race, 

gender, color, religion, non-disqualifying handicap, national origin or political 

affiliation.  Such harassment constitutes unacceptable personal conduct, and is 

subject to disciplinary action, up to and including termination.  Sexual 

harassment of employees by supervisors or co-workers is forbidden in any form. 

 
4.0 Definitions  
 

4.1  Harassment is unwelcome or unsolicited speech or conduct based on age, race, 

gender, creed, color, religion, handicapping condition, national origin, or political 

affiliation that unreasonably offends another employee and creates a hostile work 

environment. 

 

4.2  Sexual harassment is defined by federal guidelines as unwelcome sexual 

advances, requests for sexual favors, and other verbal or physical conduct of a 

sexual nature when one or more of the following occur: 

a. submission to such conduct is made, either explicitly or implicitly, a term or 

a 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 the effect of unreasonably interfering with 

an individual’s work performance or creating an intimidating, hostile, or 

offensive working environment. 

 

4.3  Hostile Work Environment is one that both a reasonable person would find 

hostile or abusive and one that the particular person who is the object of the 

harassment perceives to be hostile or abusive.  Hostile work environment is 

determined by looking at all of the circumstances, including the frequency of the 

allegedly harassing conduct, its severity, whether it is physically threatening or 

humiliating, and whether it  unreasonably interferes with an employee’s work 

performance. 

 

4.5  Retaliation is adverse treatment which occurs because of opposition to unlawful 

workplace harassment. 

 

5.0 How to Handle 
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An employee who believes he or she may have a complaint of harassment may 

pursue four alternative complaint procedures.   

  

Alternative 1.  The employee should tell the person who is offending him/her that 

the behavior is offensive and should stop.  (Because offensive behavior often is 

not intended as harassment, letting the individuals know that the behavior is 

offensive and instructing him/her to stop will often resolve the problem.  

However, the employee is not required to pursue this procedure if uncomfortable 

doing so.) 

 

Alternative 2.  The employee should notify his or her immediate supervisor of the 

situation.  The immediate supervisor is responsible for investigating the situation 

and taking corrective action. 

 

Alternative 3.  If the complaint of harassment is against the immediate 

supervisor, the employee should report the situation to the department head.  The 

department head is responsible for investigating the situation and taking 

corrective action, if appropriate.  If the allegation is against the department head, 

the complaint should be reported to the Human Resources Director, who will 

then assume responsibility for investigating the situation and recommending 

appropriate corrective action to the County Manager.   

 

Alternative 4.  If at any point in the process the employee prefers to do so, he/she 

may report the situation to the Human Resources Director, who will then assume 

immediate responsibility for investigating the situation and recommending 

appropriate corrective action to the County Manager. 

 

6.0 Allegation of Harassment Against County Manager 

  

If the allegation of harassment is against the County Manager, the complaint 

should be filed with the Chairman of the Board of County Commissioners, who 

will personally investigate the complaint, or designate a representative to conduct 

the investigation and advise the employee and the Board of County 

Commissioners as to the results of the investigation 

 

7.0 Workplace Harassment Prevention Plan 

 

The plan defines the steps to prevent and correct unlawful workplace harassment. 

  

7.1 Develop a policy statement stating that unlawful workplace harassment or 

retaliation against employees is prohibited. See Exhibit A. 

 

7.2 A copy of the policy will be provided each employee periodically, along with an 

acknowledgement of receipt form, to be signed and returned to Human 

Resources.  See Exhibit A.  

 
7.3 A copy of the policy will be provided each new employee in their new hire 

packet, along with an acknowledgement of receipt form, to be signed and 

returned to Human Resources.  See Exhibit A. 
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7.4 The County will, in allegations of unlawful workplace harassment, review the 

totality of the circumstances, to determine whether the alleged conduct 

constitutes unlawful workplace harassment. 

 

7.5  Handling of complaint: 

 

7.5a. The complainant must submit a written complaint to the supervisor/department 

head within 30 calendar days of the alleged harassing action. 

7.5b. The supervisor/department head receiving the written complaint shall determine 

what action, if any, should be taken within 60 calendar days or less from receipt 

of written complaint. 

7.5c. The Department Head shall provide a written response to the complainant as to 

what action, if any, will result from the complaint’s written complaint. 

7.5d.  After the 60
th
 calendar day response period has expired, the complainant may 

appeal directly to the Human Resources Director within 30 calendar days of not 

being satisfied with the original response to complaint.  Note: A complainant has 

a right to file a simultaneous complaint under Title VII with the Equal 

Employment Opportunity Commission (EEOC). 

 

7.6     The policy will be posted on the County Website and available to all employees. 

 

7.7 Training will be provided to management annually to prevent unlawful 

workplace harassment. 

 

8.0 Retaliation 

 

No hardships, no loss of benefit, and no penalty may be imposed on an employee 

as punishment for: 

a. Filing or responding to a bona fide complaint of discrimination or 

harassment; 

b. Appearing as a witness in the investigation of a complaint; or 

c. Serving as an investigator. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exhibit A 

 

HARASSMENT POLICY ACKNOWLEDGEMENT FORM 
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Bladen County, North Carolina 

 

Bladen County is committed to maintaining a work environment that is free from discrimination where all 

employees are able to devote their full attention and best efforts to the job.  Harassment, either intentional 

of unintentional, has no place in the work environment.  Accordingly, the County does not authorize, and 

will not tolerate, any form of harassment of or by any employee based on race, gender, religion, color, 

national origin, age, non-disqualifying disabling condition or other factor protected by law which would 

make the reasonable person experiencing harassment uncomfortable in the work environment or which 

could interfere with the person’s job performance. 

 

Please read the attached policy, then sign this acknowledgement form and return to the Head of your 

Department. 

 

 I acknowledge that I have received, read, and understand the Harassment policy of Bladen 

County, North Carolina.  I understand that failure to comply with the policy could result in 

disciplinary action up to and including termination of employment. 

 

 

 

  

________________________________________ ___________________________ 

Employee Signature                                                           Date 

 

 

 

_________________________________________ 

Employee Name (please print) 
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Bladen County 
Personnel Policy 

 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

Article III:  Employment and Records 
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1.0 Purpose  To set the standards for maintaining of personnel and related files. 

 

2.0 Personnel Records Maintenance 

 

Such personnel records as are necessary for the proper administration of the 

Human Resources system will be maintained by the Human Resources Director.  

The County shall maintain in personnel records only information that is 

necessary and relevant to accomplishing legitimate Human Resources 

administrative needs. 

 

The file shall contain information that can legally be the basis for an 

employment-related decision in the file.  Employment decisions include hiring, 

firing, promotion, demotion, layoff, training opportunities, and all other actions 

taken regarding employees.  Employment decisions may NOT be made on the 

basis of gender, race, national origin, color, religion, or veteran’s status, so all 

equal employment opportunity records will be kept separate.  Making decisions 

based on a person’s disability status is illegal, thus all medical information will 

be kept separate.  Garnishment orders cannot be used as a basis for employment 

decisions, so all paperwork having to do with garnishment must be kept 

separately.  I-9 forms must be available on demand to Department of Labor 

inspectors.  I-9 forms will be kept in a separate place for convenience.  See the 

chart in Section 9. 

 

3.0 Information Open to the Public 

 

                     In accordance with the “Changes to Public Records Law” enacted October 1, 2010,  

Personnel Records are protected from release except for the following, which is 

public record: 

A. Name of the employee 

B. Age of the employee 

C. Date of original employment or appointment to county service 

D. Terms of any contract 

E. Current position and title 

F. Current Salary 

G. The office to which the employee is currently assigned 

H. Date and amount of each increase or decrease in salary with the county 

I. Date and type of each promotion, demotion, transfer, suspension, separation, 

or other change in position classification with the county 

J. Date and general description of the reasons for each promotion with the 

county 

K. Date and type of each dismissal, suspension, or demotion for disciplinary 

reasons taken by the county 

L. For dismissals due to disciplinary reasons, a copy of the written notice of the 

final decision of the county setting forth the specific acts or omissions that 

are the basis for the dismissal 
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M. Dismissal Letter – Public Information 
If an employee is dismissed and appeals his dismissal through the agency 

grievance procedure, the final agency decision shall set forth the specific acts 

or omissions that are the basis of the employee’s dismissal.  In addition, the 

employee shall be informed in the final agency decision letter that the final 

agency decision letter is a public record and that the agency is required by 

law to release it pursuant to any public record requests. 

 

Refusal to comply with a request for public records may be challenged by the 

requesting party.  If the challenging party prevails, the party can be awarded 

attorney fees, which may be charged directly against the county.  Test to 

determine if attorney fees are awarded is whether the county was substantially 

justified in denying access to the record.  By order of the court, attorney fees can 

be charged directly to any public employee or public official individually if the 

court finds the refusal to provide public records was knowingly or intentionally 

committed in violation of the law. 

 

There is a formal mediation process in place for dispute of refusal to comply with 

record requests as outlined in NCGS 7A-38.3E.  A request for mediation may be 

filed prior to civil action being filed.  Mediation is required if a civil action is 

filed pursuant to a denial of public records request. 

 

 

An employee may sign a written release permitting Bladen County to give non-

public information about the employee to prospective employers or others.  The 

State statute is for the employee’s protection and s/he may waive that protection 

in the limited circumstances that s/he authorizes. 

 

4.0 Access to Personnel Records 

 

As required by G.S. 153A-98, any person may have access to the information 

listed in Section 3.0 of this article 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 Board of County Commissioners may 

adopt, by putting their request in writing.  

 

5.0 Confidential Information 

 

All information contained in a County employee’s personnel file, other than the 

information listed in Section 3.0 of this article, will be maintained as confidential 

in accordance with the Requirement of G.S. 153A-98 and shall be open to public 

inspection only in the following instances: 

 

5.1  The employee or his or her duly authorized agent may examine all portions of the 

employee’s personnel file, except (1) letters of reference solicited before 

employment and (2) information concerning a medical disability, mental or 

physical, that a prudent physician would not divulge to a patient. 

5.2 A licensed physician designated in writing by the employee may examine the 

employee’s medical record. 
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5.3  A County employee having supervisory authority over the employee may 

examine all material in the employee’s personnel file. 

5.4  By order of a court of competent jurisdiction, any person may examine all 

material in the employee’s personnel file. 

5.5 An official of any agency of the state or federal government or any political 

subdivision of the state may inspect any portion of a personnel file when such 

information is deemed by the person having custody of the file to be necessary 

and essential to the pursuance of a proper function of the inspecting agency, but 

no information shall be divulged for the purpose of assisting in a criminal 

prosecution of the employee or for the purpose of assisting in an investigation of 

the employee’s tax liability. 

5.6  Each individual requesting access to confidential information will be required to  

submit satisfactory proof of identify. 

5.7 A record shall be made of each disclosure and placed in the employee’s file 

(except of disclosures to the employee and the supervisor). 

 

6.0 How to Handle Employees Objection to Material in File 

 

An employee who objects to material in his or her personnel file may place in the 

file a statement relating to the material the employee considers to be inaccurate 

or misleading.  The employee may seek the removal of such material in 

accordance with the complaint resolution procedure. 
 

7.0 Penalty for Permitting Access to Confidential File by Unauthorized Person 
 

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, may 

be judged guilty of a misdemeanor and upon conviction be fined in an amount 

not to exceed five hundred dollars ($500.00). 
 

8.0 Destruction of Records 
 

No public official may destroy, sell, loan, or otherwise dispose of any public 

record, except in accordance with G.S. 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 not 

less than ten dollars ($10.00) nor more than five hundred dollars ($500.00) as 

provided in G.S. 132-3. 
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9.0 Records to Keep, and the Recommended Number of Years to Keep Them 

 

Record Years Notes 
Hiring Records* 

Job applications, resumes, records relating to 

refusal to hire, advertisements about 

openings, promotions, or training 

 opportunities 

Two Years Keep EEO 

information 

separate 

Basic Employee Information: 

   I-9 for all, work permits for minors 

Three Years after 

termination 

Keep I-9s separate 

Payroll Records: 

name, address, SSN, date of birth, job 

classification, occupation, daily schedules, 

pay rate, weekly compensation, amounts and 

dates of payments, daily and weekly hours, 

overtime hours and pay, annuity and pension 

payments, benefits, deductions, and 

additions. 

Seven Years 

 

 

Tax Records Four Years  

Employment Actions: 

Hires, separations, rehires, promotions, 

demotions, transfers, layoffs, recalls, training 

opportunities, unemployment test results 

Disciplinary 

action 

Eighteen months 

for employees  

 

Health, Medical, Safety Data  Varies Keep separate 

Job related illnesses and injuries Five years  Keep separate  

Requests for accommodation of disability One year Keep separate 

Medical exams Thirty years Keep separate 

Toxic substance exposure records Thirty years after 

employment ends 

Keep separate  

Blood-borne pathogen exposure records  Thirty years Keep separate 
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1.0 Purpose  To set the standards for recruiting and selecting the staff of Bladen County 

 

2.0 Applicability To all employees of Bladen County 

 

3.0 Statement of Equal Employment Opportunity 

 

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 through the Local Job Service Office (Employment 

Security Commission).  Selection decisions are made without regard to race, 

color, religion, gender, national origin, political affiliation, non-disqualifying 

handicap, or age. 

 

4.0 Recruitment – Responsibility of the Human Resources Director 

 

The Human Resources 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.  When 

positions are to be filled, department heads will notify the Human Resources 

Director via Job Opening Request Form concerning the number and classes of 

positions to be filled.  Recruitment efforts of the Human Resources Department 

and all county departments will be coordinated in a timely manner.  Department 

Heads will be responsible for hiring and firing of employees in their departments.  

 

5.0 Position Vacancy Announcements 

 

Bladen County has two posting options to use when filling vacant positions: 

 

5.1  County-wide Posting (For General County Employees Only) 

County employees will be given the first opportunity to apply for vacant 

positions.  County-wide posting will be submitted to all county offices. 

Candidates within the County will submit their applications to Human Resources 

before being refered to the appropriate department. 

 

5.2    External Posting (All Candidates interested in County Positions) 

This option allows departments to consider anyone who is interested in County 

positions.  The external vacancy list is updated bi-weekly and circulated in the 

following ways: 

  Employment Security Commission 

  Bladen County Office Building 

  Bladen County web site 

  Local newspaper 

 

Optional recruiting publicity shall be carried out through media appropriate to the 

position. 
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All positions placed on the County’s external vacancy list must be posted for a 

minimum of seven (7) working days.  County employees applying for a position, 

within or outside their current department, who meet minimum qualifications, 

must be given consideration. 

 

5.3    Simultaneous Posting 

For specialized positions, or whenever sufficient pools of internal candidates are 

not available for consideration, simultaneous internal and external advertising 

may occur. 

 

6.0 Job Advertisements 

 

Recruiting announcements shall include information pertinent to the 

position/work involved, including at a minimum, the title, key duties, knowledge 

and skill requirements, minimum education and experience standard, contact 

person, special certification or licensing requirements salary range, and 

application closing date.  Employment advertisements will contain assurances of 

equal employment opportunity and will comply with federal, state and local 

statutes regarding discrimination in employment matters based on age, sex, race, 

color, creed, religion, national origin, or physical or mental disability. 

 

7.0 Application for Employment 

 

All persons expressing interest in employment with the County will be given the 

opportunity to file an application for any position for which applications are 

being advertised and received at that time.  A separate application must be 

completed for each position. 

 

The Bladen County Employment Application shall be the standard application 

accepted for any and all position listings.  Job referrals may be made through the 

N.C. Employment Security Commission.  The ESC will forward to Human 

Resources for review prior to referring to the department and prior to the closing 

date.  Applications may also be filed with the Bladen County Human Resources 

Department.  Any applicant applying at Bladen County Sheriff’s Office must 

complete and submit a standard sheriff’s application to the Bladen County 

Sheriff’s Office.  

 

7.1  Any employee who knowingly and willfully discloses false or misleading 

information, or conceals dishonorable military service; or conceals prior 

employment history or other requested information, either of which are 

significantly related to job responsibilities on an application for County 

employment may be subjected to disciplinary action up to and including 

immediate dismissal from employment.  Dismissal shall be mandatory where the 

applicant discloses false or misleading information in order to meet position 

qualifications.  Application forms for County employment shall include a 

statement informing applicants of the consequences of such fraudulent disclosure 

or lack of disclosure. 

 

7.2 The department head shall attempt to verify the status of credentials and the 

accuracy of statements contained in the application of each new employee within 
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90 days from the date of the employee’s employment.  Failure to verify the 

application shall not bar action under subsection (a) above.  

 

8.0 Applicant Tracking 

 

8.1   The Human Resources Director/and/or Department Head 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. 

 

8.2   The applicant pool data for each position shall include an alphabetized listing of 

all applicants, test scores, when applicable, for each position vacancy 

announcement.  In addition, EEO-4 forms providing data on race and gender of 

applicants, shall be maintained by the Human Resources Director and /or 

Department Head.  

 

9.0 Reference and Credential Verification (see also “Conditions of Employment Policy”)  

 

Any applicant offered employment through Bladen County must undergo pre-

employment drug screening.  References are checked to verify information 

provided on the application or during the employment interview on the selected 

applicant.  The hiring department is required to do a reference check on the 

applicant it considers the top candidate, prior to making an actual job offer.   

 

Any reference check, background investigation, or education credentials 

verifications, whether by telephone or letter, will become a part of the 

employee’s permanent personnel information.  All of this information should be 

sent to the Human Resources Department and Sheriff’s Departments and marked 

CONFIDENTIAL. Sheriff’s Department permanent records are to be maintained 

in their department.  Criminal history and motor vehicle record checks are 

required for positions that include the handling of money, direct client services 

and those identified as safety sensitive.  Each Department Head or designee 

will verify the educational credentials of all final applicants of general 

county employees being considered for positions for which this is required.  

Employees applying for promotions, which require an undergraduate or graduate 

degree, will have previously unverified credentials confirmed.  Departments may 

continue to request transcripts, as appropriate, to verify course work. 

 

When material falsification of credential is discovered, the applicant will not be 

hired for that position and may be disqualified from further consideration for 

County employment.  The applicant will be notified in writing that the 

credentials could not be verified.  Any current employee who has falsified or 

does falsify credentials will be subject to disciplinary action. 

 

For those positions requiring a special license, certificate, or registration, the 

hiring department is responsible for verifying those credentials. Copies of 

appropriate documentation should be attached to the Record of Appointment/ 

PD 100 form and sent to the Human Resources Department. 

 

10.0   Qualification Standards 
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10.1   All applicants to be considered for employment or promotion shall meet the 

qualification standards established by the class specifications and/or job 

description relating to the position to which the appointment is being made. 

 

10.2   All appointments shall be made on the basis of merit, and without regard to race, 

color, religion, gender, national origin, political affiliation, non-disqualifying 

handicap, or age. 

 

10.3   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). 

 

10.4   When suitable 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 

employees subject to the State Personnel Act.  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 

suitable, qualified applicants are available who meet the education and 

experience requirements for the full class of the position in question. 

 

11.0   Selection 

 

In filling vacancies, effort should be made to promote qualified employees from 

within county government before outside replacement is considered. 

 

12.0  Appointments 

 

12.1 The record of appointment, the original application for employment, test score 

sheets (when applicable), and any additional supporting documents for general 

employees shall be forwarded to the Human Resources Director.  For positions 

subject to the State Personnel Act, the Personnel Action Form (State PD100) 

shall be forwarded to Human Resources to be signed and returned to the proper 

agency.  A copy of all of the above will be kept on file in the Human Resources 

Office.  New hire paperwork is due to Human Resources within five (5) days 

from date of hire. 

 

12.2 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 provided by Human Resources of the 

person to be hired, which record will become a part of the personnel file. 

 

12.3 The Sheriff and the Register of Deeds shall have authority over appointments in 

their respective departments, with the Human Resources Director determining the 

class and the salary of new employees.  The Board of Elections shall have 

authority over appointments for the Director and Deputy Director, with the 
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Human Resources Director determining the class and the salary of new 

employees. 

 

12.4 The Board of County Commissioners must approve the appointment by the 

Sheriff or the Register of Deeds of a relative by blood or marriage of nearer 

kinship than of first cousin or of a person who has been convicted of a crime 

involving moral turpitude. 

 

13.0 Promotion 

 

Candidates for promotion shall be chosen on the basis of their qualifications 

without regard to race, color, religion, gender, national origin, political 

affiliation, non-disqualifying handicap, or age.  First consideration for filling 

positions shall be given to employees already in service with the County and who 

possesses the minimal education and experience requirements.  If a current 

employee is chosen for promotion, the department head shall forward the request 

to the Human Resources with recommendations for classification and salary 

along with reasons for selecting the employee over other applicants.  After 

considering the department head’s recommendation, the County Manager shall 

confirm or reject the appointment.  If the County Manager confirms the 

appointment, he or she shall determine the starting salary for the employee.  

 

14.0   Demotion 

 

14.1 An employee whose work is unsatisfactory may be demoted provided that the 

employee shows promise of becoming a satisfactory employee in another 

position.  The employee shall be provided with written notice citing the 

recommended effective date of the demotion, the reasons for the demotion, and 

the appeal rights available to the employee as stated in the disciplinary policy. 

 

14.2 An employee who wishes to accept a position with less complex duties and 

reduced responsibilities may request a voluntary demotion. This request must be 

provided in writing to the Department Head. A voluntary demotion is not a 

disciplinary action and is made without using the disciplinary procedures. 

 

 

15.0 Transfer 

 

15.1   If a vacancy occurs and employee eligible for transfer from another department 

wishes to be considered for the appointment, a written request and application 

must be forwarded to the Human Resources Director during the recruitment 

period for the position.  The request for transfer shall be subject to approval of 

the County Manager.  If the transfer is at the request of the employee, it must be 

provided in writing to the Department Head. 

 

15.2   Any employee who has successfully completed a probationary period may be 

transferred to any other position without serving another probationary period.  

Exception: A transfer into the Register of Deeds Office or Sheriff’s Department. 

 



 

 

Employee Benefits - Page 35 of 211 

 

15.3   Transfer of employees from one department to another may be made by 

management as deemed in the best interest of the county  Lateral transfers shall 

not be appealed. 

 

16.0 Employment of Convicted Felons 

 

16.1   Applicants who are under a work release program may be employed by the 

appointing authority without further investigation and consideration if the 

applicant comes highly recommended by the Department of Corrections or law 

enforcement agency which has custody of the subject applicant, and provided 

that the individual’s employment shall be of a temporary nature, not to exceed 

the period of his or her sentence. 

 

16.2   This policy is applicable upon the date of its original enactment, but does not 

apply to individuals employed by Bladen County prior thereto. 
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Article IV:  Salary Administration/Classification Plan 
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Bladen County                       

Personnel Policy Manual                                                                 Effective:  01/01/2012 

 

The Classification Plan 

 

1.0 Adoption 

 

The position classification plan, as from time to time approved by the Board of County          

Commissioners, is hereby adopted as the position classification plan for Bladen County.            

Employees subject to the State Personnel Act are exempt from this policy. 

 

2.0 Allocation of Position 

 

The Human Resources Director shall allocate each position covered by the classification plan 

to its appropriate class in the plan. 

 

3.0 Administration 

 

The County Manager, or Human Resources Director as 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 and Human Resources Director: 

 

1. The need for new positions and  

 

2. Material changes in the nature of duties, responsibilities, or working conditions 

affecting the classification of a position.    

 

New positions shall be established upon recommendation of the County Manager with the 

approval of the Board of County Commissioners. The Human Resources Director may (1) 

allocate the new position to the appropriate class within the existing authority classification 

plan or (2) recommend that the Board of Commissioners amend the position classification 

plan to establish a new class to which the new position may be allocated.  When the Human 

Resources Director finds that a substantial change has occurred in the nature or level of 

duties and responsibilities of an existing position, the Human Resources Director shall, after 

consultation with the Department Heads, (1) recommend that the existing class specification 

be revised, (2) reallocate the position to the appropriate class within the existing classification 

plan, or (3)recommend to the County Manager that the Board of County Commissioners 

amend the position classification plan to establish a new class to which the position may be 

allocated. 

 

4.0 Supervisors 
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 There will be a three-grade separation between supervisors and the highest grade under their 

 supervision.  Revised January 21, 2014. 

 

5.0 Amendment 

Classes of positions shall be added to and deleted from the position classification plan by the 

Board of County Commissioners based on the recommendation of the County Manager and 

Human Resources Director. 
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1.0 Purpose  To set the standards of pay for Bladen County. 

 

2.0 Applicability To all Bladen County employees. 

 

3.0 Policy 

 

3.1   Adoption 

 

The salary schedule, reflecting both classification or grade level and step, as 

approved by the Board of County Commissioners is hereby adopted as the Pay 

Plan for Bladen County. 

             

       3.2   Maintenance 

 

The Human Resources Director 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, to 

compare rates of pay for similar employment in the private and public sector in 

the area, to changes in the cost of living, to financial conditions of the county, 

and to other factors. To this end the Human Resources Director shall, from time 

to time, make comparative studies of all factors affecting the level of salary 

ranges and shall recommend to the County Manager and the Board of County 

Commissioners such changes in salary ranges as are warranted. 

 

       3.3   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 “years of service” as the basis for 

pay increased within the established pay range. The classification plan shall meet 

the requirements of the State for local government employees, while maintaining 

a county-wide plan. 

 

The following provisions shall govern the hiring rate, as well as, the granting of 

within range pay increments: 

 

A. Hiring Rate/Starting Salary: Employees will be hired at Step 1 of their 

assigned salary grade unless prior work experience is considered comparable 

to the position for which the new employee is being hired.  Comparable work 

experience is determined by the Department Head and/or their designee.  A 

maximum of ten (10) years of comparable work experience will be 

considered in determining the hiring rate.  For example, a person hired 

with 15 years of comparable experience would start at the step consistent 

with 10 years of experience.  The hiring rate is consistent with years of 

experience based on the county’s pay plan.  
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B. An employee's prolonged absence from work due to sick leave, leave without 

pay, Workers' Compensation, or any other authorized leave is cause for 

the department head to request an extension for the annual 

performance evaluation review, so as to allow adequate time for 

evaluation of performance. 
 

 

4.0 Annual Performance Evaluations 

 

 All employees will be evaluated to determine how well they are meeting 

performance expectations. Annual performance evaluations must be performed 

for every employee as part of the personnel administration system, except as 

noted under Section 3B, regardless of the availability of funds with which to 

award increases, or the assigned step of an employee within a salary grade. 

 

5.0 Payment at a Listed Rate 

 

5.1    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; or “work-against” status; or employees whose present salaries are 

above the established maximum rate following transition to a new pay plan. 

 

5.2 When an employee attains the maximum rate of a salary range for his or her 

present position and has not yet reached thirty-six (36) years of service, then the 

salary will be reclassified, unless (1) the position is reclassified or (2) the 

employee is promoted to another position with a higher salary range. 

 
6.0 Salary of Trainees / Work Against Status 

 

An applicant hired or an employee promoted to a position in a higher                                        

classification, who does not meet all the established requirements of the position,                                        

may be appointed at a rate in the pay plan below the minimum established for the 

position.  An employee will remain on the trainee step until the Department Head 

certifies that the trainee is qualified to assume the full responsibilities of the 

position and the manager approves the certification. 

  
 Employees subject to the State Personnel Act will be designated "trainees" or in 

a “work-against” status, in accordance with rules and regulations established by 

the Office of State Personnel. Other County employees may be designated 

"trainees" or in a “work-against” status based upon recommendations of the 

Department Head with the approval of the Human Resources Director and 

County Manager. Employees in a trainee or “work against” status shall continue 

to receive a reduced salary until the years of service mandated by State Personnel 

has been completed.  

 

7.0 Pay Rates in Promotion, Demotion, Transfer and Reclassification 

 

When an employee is promoted, demoted, transferred, or reclassified, the rate of 

pay for the new position shall be established as follows: 
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7.1 When a promotion occurs, if the employee's salary is below the new minimum, it 

shall be increased to the minimum rate plus years of service adjustment of the 

salary range assigned to the class to which he or she is promoted. If an 

employee's current salary is already above the new minimum salary rate plus 

years of service adjustment, his or her salary may be adjusted upward or left 

unchanged at the discretion of the Department Head, the Human Resources 

Director and County Manager, provided that the adjusted salary does not exceed 

the maximum of the assigned salary range. 

 

7.2 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. 

 

7.3 When an employee requests a voluntary demotion, the employee must accept a 

salary adjustment to a step within the lower salary range as determined 

appropriate by the department head and as approved by the Human Resources 

Director and County Manager. 

 

7.4  When a transfer occurs from a position in one class to a position in another class 

assigned to the same pay range, the employee shall continue to receive the same 

salary. 
 
      7.5    Reclassification or Reallocation: 

 

7.5.a A reclassification is the reassignment of an existing position from one 

classification to another based on job content such as duty, kind of work, level of 

difficulty, required skill and education, and accountability for work being 

performed. Reclassifications impact individual positions only. When an 

employee's reclassified position is assigned to a higher salary range, each 

employee shall have his/her salary increased to the minimum of the new salary 

range. If the employee's current salary is already above the minimum salary rate, 

his/her salary may be adjusted upward or left unchanged, subject to the approval 

of the Department Head, Human Resource Director and County Manager and the 

availability of funds within any fiscal year.  The adjusted salary may not exceed 

the maximum of the assigned salary range. If the position is reclassified to a 

lower pay range and the employee is receiving a salary above the maximum 

established for the new class, the salary of the employee shall be maintained at 

that level until such time as the position's pay range is increased above the 

employee's current salary. 

 

7.5.b A reallocation is a change to the salary range of a job classification, either higher 

or lower, based on a formal study of comparable positions in surrounding private 

and public sector organizations. Reallocations impact all employees who are in 

the job classification. When a classification is reallocated to a higher salary 

range, each employee in that class shall have his/her salary increased to the 

minimum of the new pay range; the salary of an employee whose current salary 

is already above the minimum salary rate may be adjusted upward, subject to 

available funds, or left unchanged at the discretion of the County Manager, 

provided that the adjusted salary does not exceed the maximum of the newly 

assigned salary range. If the position reallocated to a lower pay range and the 
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employee is receiving a salary above the maximum established for the new class, 

the salary of the employee shall be maintained at that level until such time as the 

classification's pay range is increased above the employee's current salary. 

 

7.6   Assignment Pay 

 

Business needs occasionally warrant an employee working in a position that may 

be graded higher or lower than the regular position. On these occasions, pay may 

be adjusted to reflect this assistance. This assignment of duties may be in a 

position higher or lower than the regular position of the employee; however, 

there will not be a change in the employee’s grade unless moved to the position 

on a permanent basis. 

  

7.6.a Interim Pay - Interim pay adjustments occur when an employee assumes the 

duties of a position with a higher grade and will apply only as long as the 

employee continues to assume the duties of the other position. Compensation 

guidelines described in the section on promotional increases will apply. Prior 

approval from the County Manager is required before implementing an interim 

pay arrangement.   Increases are limited to 6 months unless prior written approval 

is obtained from the County Manager.  Performance appraisals occurring while 

an employee is receiving interim pay will be conducted on schedule. The 

performance increase will be effective when interim pay ends and is not 

retroactive. 

 

7.6.b  Reassignment - Reassignments represent movement to a position with a  different 

pay grade. Reassignments will not result in a second probationary period. 

 

Upon conclusion of the special assignment, the employee's pay will return to the 

level prior to the reassignment, plus pay or other compensation the employee 

would have received as a result of performance, scheduled increases, range 

adjustments or other compensation entitled to all employees in the same class. 

 

 

8.0 Pay Rates in Salary Range Revisions 

 

When the Board of County Commissioners approves a change in salary range for 

a class of positions, the salaries of employees whose positions are allocated to 

that class shall be affected as follows: 

 

A. When a class of positions is assigned to a higher pay range, employees in that 

class may receive a pay increase of one (1) step or an increase to the 

minimum step of the new range plus years of service, whichever is higher. 

 

B. When a class of positions is assigned to a lower pay range, the salaries of pay 

range including years of service results in an employee being paid at a rate 

above the maximum step established for the new class, the salary of the 

employee shall be maintained at that level until such time as the employee's 

pay range is increased above the employee's current salary. 

 

9.0 Pay for Part-Time Work 
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Compensation for any employee appointed for less than the standard work period 

established by the County shall be computed on an hourly basis. All employees 

who work less than the standard work period established by the county will be 

covered by Workers' Compensation and Social Security. Other benefits are not  

applicable. 

 

10.0 Payroll Deductions 

 

Federal and state income taxes, Social Security tax, withholding for court-

ordered child support payments (upon receipt of appropriate notices to withhold 

or by other order of a court of competent jurisdiction), other legally required 

deductions and retirement contributions shall be deducted as authorized by law 

and the Board of County Commissioners. County approved benefit deductions 

requested by the employee and not paid by the county may also be deducted. 

Because these deductions are calculated on the basis of information provided by 

the employee, it is mandatory that the employee keep the county informed of his 

or her personal status for withholding purposes. Any monetary loss suffered by 

an employee as a result of failure on the part of the employee to notify the county 

on a timely basis to effect changes in withholding shall be the sole and exclusive 

liability of the employee. Any other payroll deduction must be approved by the 

Board of County Commissioners. 

 

 

11.0 Payroll Procedure 

 

All employees shall be paid on a bi-weekly basis and all payroll checks are direct 

deposited into the employee’s bank account of choice.  The deposit is made at 

Midnight on the payroll Thursday.  If payday falls on a holiday, employees will 

be paid on the last working day before the nonworking day. 

 

12.0 Daylight Savings Time 

 

Nonexempt employees required to work when daylight savings time begins or 

ends will be paid for the hours actually worked. In the spring, employees will be 

paid one hour less when clocks are set forward one hour. Conversely, in the fall 

when clocks are set back one hour, employees will be paid for the extra hour. 

The extra hour is work time and included for purposes of calculating overtime. 
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1.0 Purpose To provide guidelines for the annual increase in pay that moves all employees 

through their respective salary range. 

 

2.0 Applicability    To all regular full and part- time employees in established budgeted position. 

 

3.0 Policy                The Compensation plan provides for a one step increase on the first year                                 

anniversary in that position.  Increases will be awarded thereafter at three year 

intervals, on January 1 or July 1, depending on date of hire. 

 

3.1  New Hires 

 

A. New hires will be eligible for a one step increase after one year in the 

position. Subsequent increases will be awarded thereafter at three year 

intervals on January 1 or July 1, depending on date of hire. 

 

3.2   Transfers / Reclassifications 

 

A. An employee who transfers to another position at the same pay and same 

level of responsibility will have no change in anniversary date. 

 

B. An employee who moves to another position at a different pay and different 

level of responsibility will receive increases at three year intervals, on 

January 1 or July 1, based on years of service and anniversary date.  This 

applies to promotions and demotions.  Refer to section 7.5 (a) in ‘The Pay 

Plan’ policy.   

 

3.3   Others 

  

A. An employee who goes on leave without pay but remains on the payroll 

roster of the County would not receive credit for time during absence from 

work. 

B. Actual work time must be for twelve months for the first year increase and 

for thirty six months, depending on date of hire and anniversary date with the 

effective date of the increase occurring on January 1 or July 1. 

C. An employee hired, as a work against/trainee will receive a one (1)-step 

increase after one year in the position.  

 

4.0 Plan    The Compensation plan provides for an increase to take effect January or July in 

that position based on the employee’s years of service.  

 

The effective date of all increases will be January or July or based on the actual 

date of hire. Employees hired during January thru June will receive an increase in 

July, and employees hired July thru December will receive an increase in 

January.  
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The County Board of Commissioners reserves the right to terminate, decrease, 

increase or modify the compensation plan increases at its discretion at anytime.  

If terminated, no vested payment requirements shall exist after the termination 

date. 
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1.0 Purpose  To provide guidelines for the payment of overtime or compensatory time when 

an employee works beyond the hours of a normal work week. 

 

2.0 Applicability  To all Bladen County employees 

 

3.0 Policy 

 

3.1 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 applicable to employees of Bladen County who are nonexempt under the Fair 

Labor Standards Act. 

 

3.2 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 the 

immediate supervisor, 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 possible following completion of the work. 

 

3.2a 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. 

 

3.2b Based upon the provisions of the Fair Labor Standards Act, non-exempt 

employees work which 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 40 hours in the 

work-week, although the work had not been specifically authorized.   

 

3.2c 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 

employees. For employees on thirty seven and one-half hour (37.5) schedules, 

seven (7) day work period, overtime will be considered when their standard 

seven (7) day work period hours are exceeded. For non-law enforcement 

personnel, computation for overtime hours will be at the standard rate of one 

hour per hour worked up to forty (40) hours per week, and at one and one-half 

hours per hour worked above 40 hours per week. Bladen County’s work week is 

defined in the policy on Conditions of Employment. 

                   

3.4 Computation for overtime will include actual work hours over and above: 171 

hours for a 28 day work period for law enforcement employees and EMS. 
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3.5 Sick leave, holidays and vacation time off in a work period will not count toward 

computing overtime hours. 

 

3.6 It is the policy of the county, in agreement with its employees, that employees 

receive compensatory time off at a rate of one-and-one-half (1-1/2) hours for 

each hour of overtime worked. It is the goal of Bladen County to provide a work 

load that can be processed within the normal working day. Work in excess of the 

regular schedule is discouraged unless absolutely necessary. Compensatory time 

("Comp Time") is earned by all non-exempt Bladen County employees who work 

additional time in conducting county business. Exempt employees earn comp 

time on an hour per hour basis and are not guaranteed this time off.  The Human 

Resources Director maintains a listing of all exempt positions. 

 

3.6a    Non-exempt employees will receive compensatory time off for hours worked in 

excess of their regularly scheduled weekly hours. An employee will be credited 

with one and one-half hours comp time for each hour actually worked (excluding 

holiday, vacation, sick leave or compensatory time taken) in excess of 40 hours 

per week. 

 

3.6b For employees of the Department of Social Services, non-exempt personnel 

scheduled to work on an on-call basis will earn pay at a rate of time and one half  

for each hour in excess of 40 hours for on-call duty outside of normally 

scheduled work hours. Employees who work between 37.5 and 40 hours are paid 

straight    time. The time these employees work must be recorded daily on their 

time sheets. If work is conducted outside of regular hours, the case ID and/or 

nature of work should be recorded on the time sheet. Employees must obtain 

prior approval from their supervisors for comp time earned. 

 

3.6c Employees wishing to use accrued compensatory time must request it from their 

supervisor. Use of such time will be allowed within a reasonable (two pay 

periods) time 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 hours will not accrue to excessive levels. In 

situations in which compensatory time off is not practical, employees will be 

paid monetary compensation included in the employee's regular paycheck for 

overtime; however, overtime monetary compensation must be approved by the 

county manager. 

 

4.0 Non-Exempt Employees 

 

All nonexempt employees must use all accrued compensatory time within the 

pay period in which it was earned, but certainly no later than the following pay 

period.  Nonexempt employees who are called back to work outside regularly 

scheduled working hours will be credited for at least two (2) hours work. 

 

Exception for Non-Exempts 
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4.1 When specific, extraordinary working conditions warrant (ex. extreme weather 

conditions, acts of terrorism, declaration of state of emergency), the County 

Manager may authorize non-exempt employees to be paid for overtime, rather 

than accumulated as comp time. This is a privilege granted by Bladen County 

and is subject to change. If paid overtime is approved, the following provisions 

apply: 

 

4.1a Employees approved to be paid overtime must maintain a record of all hours 

worked and account for their full work period either in hours worked or leave 

taken. 

4.1b Overtime will be paid at a rate of one-and-one-half (1-1/2) hours for each hour of 

overtime worked in excess of 40 hours. 

 

5.0 Exempt Employees 

 

Certain employees are exempt from overtime provisions of the Fair Labor 

Standards Act. Exempt status is determined based upon an evaluation of the 

specific job descriptions and duties of the employees involved. Exempt 

employees are allowed compensatory time on an hour per hour basis and are not 

guaranteed this time off.  Exempt employees who resign or are otherwise 

dismissed will not be compensated for any unused compensatory time.   

 

5.1 Exempt employees are expected to work whatever numbers of hours are required 

in order to accomplish their duties rather than being paid for the number of hours 

worked in a workweek, but are allowed to take compensatory time on an hour per 

hour basis for each hour worked over 37.5 hours whenever possible/ Exempt 

employees may not be paid for hours worked in excess of their regularly 

scheduled work period, except as noted below. 

 

5.2 When specific, extraordinary working conditions warrant (ex. extreme weather 

conditions, acts of terrorism, declaration of state of emergency), the Board of 

Commissioners may authorize exempt employees (department heads and below) 

to accrue and be paid for overtime on an hour for hour basis. This is a privilege 

granted by Bladen County and is subject to change. If overtime is accrued by 

exempt employees, the following provisions shall apply: 

5.2a Employees approved to be paid overtime during these conditions must maintain a 

record of all hours worked and account for their full work period either in hours 

worked or taken. 

    5.2b    Overtime will be paid on an hour for hour basis. 

5.2c    Overtime may not be transferred to a vacation or sick leave account, transferred 

to another employer/employee, nor accumulated to be taken at a later date. 

5.2d    Overtime is based on hours worked over 40 in a workweek or for a 28 day work 

period for law enforcement. 

  

5.3 It is Bladen County's belief that a policy allowing the earning of compensatory 

time for it’s exempt employees provides a benefit for such employees that is not 

inconsistent with their exempt status under the Act but rather is a fair and 

accurate tool for personnel administration. In the event such policy is determined 

to cause employees categorized as exempt by the County to be considered 

nonexempt under the Act, the policy shall be void and of no effect. 
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6.0 Compensatory Time  

 

Compensatory time shall be used whenever possible during the employees’ 

normal work week to minimize any overtime requests.  Any additional hours 

must be paid at 1½ times the rate of pay.  All non-exempt employees have two 

pay periods to take any compensatory time accrued and must use all 

compensatory time prior to use of annual or sick leave.  Should the employee be 

unable to take this time off, the Department Head must send a written request to 

the county manager explaining why the employee was unable to take the time off 

and to request payment for the unused compensatory time. 

 

Whenever possible, department heads will use an hour-off plan during the 

employees’ normal work week to minimize compensatory hours and ensure the 

employee does not exceed his or her normal work week hours.  The hour-off plan 

will be on an hour off per hour worked basis.  Department Heads should 

anticipate and schedule work requirements in order to limit overtime hours. 

 

A simple illustration of the hour-off plan is as follows: 

 

An employee is paid on a biweekly basis of $400 at the rate of $200 per 

week for a period of a 40-hour work week.  In the first week of the pay 

period, the employee works 44 hours and would be due (40 hours x$5 + 

(4 hours x $7.50), for a total of $230 for the week.  So that the payment 

of $400 at the end of the biweekly pay period will satisfy the monetary 

requirements of FLSA, the employer permits the employee to work only 

34 hours during the second week of the pay period.  The employee is 

entitled to $170 for the second week (34 hours x $5), thus $400 ($230 + 

$170) for the biweekly pay period. 

 
Any compensatory time accumulated and/or taken off will be kept by each non-

exempt employee and verified by the department head on an approved county 

time sheet.  Non-exempt employees are required to delete compensatory time 

before annual and petty leave is allowed to be taken.  Department heads should 

ensure that accumulated compensatory time is taken no later than the end of the 

two (2) pay period cycle which it was earned. 

 

In the event it is impossible for time-off hours to be used during the pay period, 

department heads should ensure that compensatory payment for excess hours is 

computed and paid within the two (2) pay period cycle in which it occurred. 

The Bladen County Board of Commissioners can declare a state of emergency or 

disaster situation and the manner for taking compensatory time will be adjusted.  

In a declared (by the Commissioners) “disaster” situation, the period of time a 

department head may allow an employee to take compensatory time off, prior to 

payment, may be extended one additional pay period.  This period of taking 

comp time would be defined as follows:  the pay period in which the comp time 

is earned, plus the next two pay periods.  If the comp time is not dissolved at the 

end of this allotted time, the employee shall be paid.  In the event of a declared 

(by the Commissioners) state of emergency or significant event with Bladen 

County, the Board of Commissioners, in order to protect the health, safety, and 

welfare of citizens, may deem it necessary to immediately waive the 



 

 

Employee Benefits - Page 50 of 211 

 

compensatory time requirement and compensate employees monetarily for 

overtime worked in conjunction with the emergency or event. 

 
1.0 Purpose  To provide recognition by monetary means for length of service. 

  

2.0 Applicability All permanent full time or fractional employees after five (5) years of 

continuous service. 

3.0 Definitions 

 

3.1  Fractional employment means working at least 53% of the established work 

schedule for their department and participating in the Local Government 

Retirement System. 

3.2  Payment Date: A lump sum payment will be made to those who qualify on or 

before Thanksgiving holiday. 

3.3  Continuous service is uninterrupted service without a break in pay as of 

October 31st. 

3.4  Exceptions to payment based on length of continuous service as of October 

31st are: 

3.4.1 Approved leave, i.e., sick, FMLA, worker’s compensation, military or other 

approved leave without pay. 

3.4.2  Approved educational leave when the individual’s training is essential to the 

County. 

 

4.0 Policy 

 

Annual longevity payments will be made in accordance with the Longevity 

Pay Plan to all permanent full time or fractional employees who have 

completed the necessary years of continuous employment with the County.  

Annual longevity pay amounts are based on the average County employee 

salary of all regular employees as of October 31st in every calendar year.  

This is computed by taking the salary of all regular employees, dividing by 

the number of all regular employees to yield the average county employee 

salary.  The average county employee salary is multiplied by the percentage 

designated to each increment of five (5) years to get the flat payment amount 

for each five (5) year increment. (Revised 01/17/2012) 

 

4.1   Eligibility Requirements 
4.1.1 An employee must have completed at least five (5) years of continuous 

service with Bladen County on or before October 31st.  

4.1.2   He/she must be a permanent employee of the County working either full                                 

time or fractional schedule. 

4.1.3    A fractional employee’s longevity pay will be based on the percentage of                                 

time worked; i.e., an employee working 53% of the normal work schedule 

would receive 53% of the amount scheduled for their years of service. 

 

 

5.0 Exceptions       
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5.1  A prorated longevity payment shall be made to an eligible employee who 

retires before October 31st.  This includes any employee affected by reduction 

in force. 

5.2 Employees on approved leaves of absence will receive longevity payment 

upon their return to active service with the County. An employee who does 

not return to work will forfeit longevity pay. 

             5.3   When an employee dies, between October 31 and the issuance of check,  

   payment shall be made to the estate  

 

 

6.0 Payment Schedule 

 

6.1 Payment is based on length of continuous service as of October 31st.   

 

 Schedule of Longevity Pay Benefits is: 
 

Years of Service Percentage of Annual  

Average Salary 

At least 5 years, but less than 10 years 1.5% 

At least 10 years, but less than 15 years 2.25% 

At least 15 years, but less than 20 years 3.0% 

At least 20 years, but less than 25 years 4.0% 

At least 25 years, but less than 30 years 5.0% 

30 or more years 6.0% 

 

 

6.2  Longevity payments made to employees in violation of the requirements 

(whether due to a County or employee error) must be returned to the County. 
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1.0 Purpose  
 

To provide additional compensation for employees who respond to an emergency “call in” in 

order to perform necessary work at a time other than during the employee’s regularly 

scheduled hours of work. The County recognizes that such call-in usually results in added 

travel expense and inconvenience for the employee. 

 

2.0 Definition 
    

Emergency call-in pay is the compensation offered to employees to induce them to return to 

the employer's work premises or to a prescribed work place for the employer and perform 

duties, not planned for them in advance, outside of their regular work schedules. It is the 

supervisor's responsibility to plan schedules in advance to minimize the need for call-in pay. 

 

 

3.0 Eligible Employees 

 

All non-exempt employees as determined by management.   

 

These classes include employees who ordinarily have regular assigned work schedules with 

little or no latitude to vary the time of day during which they work. Since this was not 

considered in establishing the employee’s base salary, the callback policy has been provided. 

 
4.0 Procedure 

 

Non-exempt employees who are called in to work under the circumstances described above 

are guaranteed a minimum of two hours of time off at their regular straight-time hourly rate, 

regardless of whether all the time is worked.   

 

If the hours worked on a call-in basis would normally call for an overtime premium, then the 

hours actually worked will be compensated in time off at a rate of one and one-half time 

(1½). Any hours not actually worked will be compensated in time off at the regular straight-

time hours sufficient to make up the two-hour guaranteed minimum.   

 

Employees are expected to respond to such calls unless prevented to do so by unforeseen 

emergencies.  An employee who refuses to report to work under these conditions or under 

these circumstances may be subject to disciplinary action up to and including dismissal. 

 

 Supervisors who call in an employee under this policy should notify the payroll department 

as to which hours on the time record are call-in-pay hours.  
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5.0 Coordination with On-Call Pay 

 

Non-exempt employees who receive on-call pay are also eligible to receive call-in pay.  

Exempt employees will be allowed to take compensatory time off on an hour per hour basis 

for any hours worked in excess of 37.5 hours in a week.   

 

6.0 Administrative, Professional, Executive 

 

The administrative, professional or executive employee is ordinarily expected to return to 

work at any necessary time. In practice, an administrator is considered to be on-call for 

possible return to work twenty-four hours a day. Compensatory time off would always be on 

a straight-time basis. 

 

7.0 Call-In Amount 

 

An employee who is called in to work before or after the scheduled hours of work or on non-

work days shall be allowed compensatory time off or additional pay. Employees are 

guaranteed compensation for a minimum of two hours for each occasion in which a callback 

is made after having left the regular workstation. If the time on callback is more than two 

hours, the employee shall be compensated for the actual time on call-back. 

 

Example: If an employee is on call-back for 1 1/2 hours, the employee is credited with 2 

hours and compensated as follows: 

 

 Assume the 1 1/2 hours on call-in does not result in overtime in that particular week – 

the employee will receive 2 additional hours at straight time or 2 hours of 

compensatory time. 

 

 Assume the 1 1/2 hours on call-in does result in overtime in that particular week – the 

employee will receive: compensatory time of 2 hours 45 minutes (1 1/2 hours @ time         

and one-half = 2 hours 15 minutes plus 30 minutes straight time = 2 hours 45 

minutes) 

 

8.0 Not Base Pay 

 

Call-in pay is not considered as a part of annual base pay for classification and pay purposes, 

nor is it to be recorded in personnel records as a part of annual base salary. 

 
9.0 How to Determine Call-In Hours 

 

Time on call-in is determined from the time the employee is notified to return to work until 

the time the work is completed, plus reasonable time for travel back home as determined by 

management. Should the employee not depart immediately to report for emergency call-in, 

management shall determine the reasonable time for travel that should be considered 

compensable. 

 

Hours Not Eligible 
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If it is necessary to continue work following the end of the regularly scheduled hours of 

work, the employee is not eligible for the two hours call-in pay. However, additional hours 

over 37.5 shall be compensated for in accordance with the overtime provisions. 

 

10.0 Separated Employees 

 

Should a non-exempt employee separate from County service prior to receiving 

compensatory time off due under this policy; such accumulated time shall be paid. 
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1.0 Purpose To provide on-call compensation for eligible employees who are required                                 

to be on call and report for work upon contact via pager or telephone in the 

event of an emergency. 

 

2.0 Definition  On-call pay is the compensation offered to employees to induce them to carry 

a beeper, pager, cellular phone, or other means of communication during a 

period the employee is not normally scheduled to work. Doing so allows the 

County to provide around-the-clock response to areas requiring such services. 

Being "on-call" does not require the employee to remain on the employer's 

premises or at a prescribed work place for the employer nor does it prevent 

the employee from using that time effectively for his or her personal 

purposes. 

 

3.0 Designation of On-Call 

 

Management is responsible for designating the individuals who are to be 

placed on call and submit a list of them to the Human Resources Director and 

County Manager for approval. The provisions of this policy shall not apply to 

administrative or management personnel. Department Heads are not eligible. 

 

4.0 Procedure On-call status will be rotated periodically among employees and will require 

the carrying of a beeper, pager, cellular phone, or other means of 

communication during the time on-call. When on-call, the employee is to 

remain in a suitable condition so as to respond to an emergency.  For that 

reason, alcohol and other intoxicants are not to be consumed when on call.  

On call employees shall be available to report to work within one hour of 

receiving a call requiring reporting for duty.   If an individual is sick when 

scheduled to be on call, another employee will be substituted. In turn, the 

individual who was ill will take over the next on-call period of the substitute. 

 

5.0 Rate of Compensation 

 

Non-exempt personnel will be compensated for hours worked in response to a 

call according to the call-in pay policy. The employee will be paid in 

accordance with the overtime rate (straight time for hours less than 40 per 

week and time and one-half for over 40 hours. Exempt personnel who are on-

call will be designated by the Department Head and shall be paid hour per 

hour, for every hour worked over 37.5 hours. (Revised 01/17/2012) 

 

5.1 Standby Pay:  An employee will receive compensation for being reasonably 

confined.  The employee will be paid standby pay at a rate of $.60 per hour 

for every hour he / she serves on call outside the regular work hours. Rate 

will be $1.20 per hour for Holidays. Reasonably confined is defined as being 

able to respond to work within one hour of receiving the request.  When an 

employee is required to work while on call, standby pay is not earned because 

the employee is receiving compensation for actual work time. 
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6.0 Call-In Pay If an employee is called back to work, emergency call-in time provisions 

apply. (See Emergency Call-In Pay Policy) If emergency situations can be 

dealt with properly under the general provisions of emergency call-in pay, the 

on-call provision shall not be used. 

 
7.0 On-Call Hours Not Working Time for Overtime 

 

On-call time is not considered as working time for overtime purposes. The 

employee is free to engage in personal pursuits during any portion of the on-

call shift. However, if a monetary payment is made for being on call, it must 

be included in the regular hourly rate when computing overtime payments. 
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Bladen County 
Personnel Policy 

 
 
 
 

 
 

 

 

 

 

 

 

Article V:  Leave 
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1.0 Purpose The diversity of County services and programs makes it difficult to apply a 

uniform countywide policy regarding how operations will be affected in time of 

adverse weather conditions. This policy sets forth guidelines for the closing of 

offices and accounting for leave time. 

 

2.0 Applicability  All employees of Bladen County are covered by this policy. 

 

3.0 Policy County offices and departments shall remain open for the full scheduled working 

day to provide support services to citizens, business and industry, unless 

authorization for early closing or other deviation for adverse weather conditions 

is received from the county manager's office. All Offices/Agencies/Departments 

will be given sufficient notice of authorized delayed openings or early closing to 

the public.  Employees will be notified or may call the designated phone number 

910-862-6799 for information concerning deviations in public opening/closing 

times due to adverse weather conditions.   

 

The Maintenance Department will make every effort to assure the safety of 

employees and the public with regard to adverse weather conditions.  Employees 

are to be mindful of the weather conditions and be cognizant of the conditions 

including wearing proper footwear to prevent slips and falls.  Employees who 

leave work before the end of his/her scheduled shift will be required to use 

earned compensatory time, petty or vacation time for hours taken if they wish to 

be compensated.  Time off without pay must be taken if the employee has no 

accrued compensatory, petty or vacation time.  Sick leave may not be used for 

adverse weather conditions. 

 

Following severe weather conditions occurring during the night, it is the 

responsibility of each employee to work as scheduled.  Employees who do not 

feel they can make it to work due to adverse weather conditions must use 

compensatory, petty or vacation time for hours not worked.  It is the 

responsibility of the employee to make the judgment about his/her personal 

safety concerning travel to and from work during adverse weather conditions.  It 

is the employee’s responsibility to notify his/her supervisor of any decision 

regarding a deviation from scheduled work hours.  The County Manager has the 

authority to alter the regular business hours open to the public in the event of 

adverse weather conditions.   

 

4.0 Mandatory Operations 

 

Certain employees work in positions that are critical to providing support 

services to the citizens of the County, regardless of the weather conditions and 

whether or not the county offices are operating.  Department Heads designate 

these essential positions, with approval from the County Manager. 

 

Certain departments, such as Operations, Emergency Services and the Sheriff’s 

office are always essential to the operations of the county; others may be based 

on the needs at the particular time. 

 

6.1 Essential Personnel: Employees essential to the successful and efficient 

management of an emergency situation shall be designated by their 
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department head and expected to report when contacted by County 

officials. Failure to be available or to report when called shall be deemed 

insubordination and will subject the employee to disciplinary actions. An 

essential employee, unable to report for their scheduled shift due to 

legitimate environmental conditions that preclude them from travel to the 

work site, should contact their supervisor to see if alternate 

transportation can be arranged. 

 

Example: Payroll personnel may be designated as essential if the 

following day is a normal payday and checks must be produced. 

 

5.0 Inclement Weather Communication 

 

In the event of inclement weather, the county has a designated phone line that 

employees may call concerning opening and closing of county offices.  The 

number is (910) 862-6799, with rollover numbers also available.  Employees will 

receive a prerecorded message regarding any effect the inclement weather has on 

the operation of county offices. 

 

Additionally, Bladen County will notify local television and radio stations of all 

openings and / or closings of county offices due to inclement weather so that this 

information can be transmitted via the media for both employees and citizens.   
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1.0 Purpose  The primary purpose of paid annual vacation is to allow full time employees to 

renew his or her physical and mental capabilities and to remain a fully productive 

employee. Employees are encouraged to request leave during each year in order 

to achieve this purpose. 

 

2.0 Applicability To all full time Bladen County employees 

 

3.0 Policy  Vacation leave is credited to employees who are in pay status (working, on paid 

leave or on workers’ compensation leave) for one-half or more of the regularly 

scheduled workdays and holidays in the pay period in accordance with the 

provisions outlined below. 

 

3.1  For the purpose of earning and accruing annual leave, the period of twelve (12) 

calendar months between January 1 and December 31 is established as the leave 

year. 

 

3.2  Each regular employee occupying a permanently established budgeted position 

shall earn annual vacation leave on a pay period basis.  All days of the pay period 

must have been worked or in a leave accumulation status to earn leave. 

 

Years of Service Days of Leave per Year 

Less than two (2) years 10 days 

2 but less than 5 years 12 days 

5 but less than 10 years 15 days 

10 but less than 15 years 18 days 

15 but less than 20 years 21 days 

20 years or more 24 days 

 

Work Cycle 75 Hr 80 Hr* 168 Hr* 170 Hr* 

Less than two (2) years 2.89 3.08 3.24 3.27 

2 but less than 5 years 3.47 3.70 3.88 3.93 

5 but less than 10 years 4.33 4.62 4.85 4.91 

10 but less than 15 years 5.20 5.54 5.82 5.89 

15 but less than 20 years 6.06 6.47 6.79 6.87 

20 years or more 6.93 7.39 7.76 7.85 

*80 Hr=Solid Waste; 168/170 Hr=Law Enforcement and EMS     

 

3.3  Employees shall be paid based on actual hours worked when computing 

compensation due for partial hours, days, and months worked on the basis of 

their normal hourly rate of pay. 

 

 

3.4  In order to earn annual leave, an employee must be in pay status one-half or more 

of the scheduled work days of the month. If an employee is not in pay status for 

as much as one-half the scheduled working days of the month, no annual leave 

can be credited for that month. To be in pay status, an employee must be either 

working or taking annual, administrative leave, or other paid leave. An employee 

who is separated does not earn annual leave beyond such employee's last working 

day. 
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3.5  Part-time employees who qualify for retirement benefits shall accrue annual 

leave on the same percentage basis as their percentage of work to full-time. 

(53%) 

 

3.6  Annual leave may not be taken until it has been earned and credited to the 

employee's account. 

 

3.7  Annual leave shall be taken with the prior approval of the employee's department 

head at such time as will least interfere with the efficient operation of the 

department. 

 

3.8  Annual leave shall be charged in units of quarter hours and use of this leave 

requires a sixty (60) minute minimum. 

 

3.9  If a holiday occurs during the leave period, the employee is not charged leave for 

the holiday. 

 

Exception: Employees paid for the holiday even if not scheduled, as noted in 

‘Paid Holiday’ policy, section 5.0.                            

 

4.0 Annual Maximum 

 

4.1  Annual leave may be accumulated without any applicable maximum until 

December 31 of each calendar year. However, if the employee separates from 

service, payment for accumulated leave shall not exceed thirty (30) days or 225 

hours. Annual leave will be credited each pay period to each employee at the end 

of the pay period for which leave is earned. 

 

4.2  At the end of each benefit year on December 31, any county employee with 

accrued annual vacation in excess of 30 days or 225 hours shall have this excess 

leave converted to sick leave.  This converted sick leave shall be used in the same 

manner as accrued sick leave and may be used for authorized sick leave 

purposes. And, like regular sick leave, any unused converted sick leave may be 

counted toward creditable service at retirement with no maximum. 

 

 

5.0 Handling of Leave for Incoming/Outgoing Employees 

 

5.1  Any employee who separates in good standing and is reinstated within two (2) 

years may receive credit for previous aggregate service for the purpose of 

accruing annual leave. The total months of previous service will be recognized at 

the end of one (1) year. 

 

5.2  An employee who is separated shall be paid for annual leave accumulated to the 

date of separation which is not to exceed a maximum of thirty (30) days or 225 

hours. Any advanced annual leave owed the county shall be deducted from the 

employee's final compensation. 

  



 

 

Employee Benefits - Page 62 of 211 

 

5.3  The estate of an employee who dies while employed by the county shall be 

entitled to payment for all the accumulated annual leave credited to the 

employee's account, not to exceed a maximum of thirty (30) days or 225 hours. 

 

5.4  Bladen County will transfer annual leave balances to other governmental entities 

that are willing to accept.  

 

5.5 Bladen County will not accept annual leave from other governmental groups. 

 

5.6 For Annual Leave accrual purposes, Bladen County will accept transfer of years 

of service with any state or local governmental agency limited to 50% of the 

years of service or up to a maximum of three (3) years.(Revised 01/17/2012) 

 

6.0 Granting Requests for Annual leave 

 

Requests for annual leave submitted to the employee's department head, or the 

appropriate designated supervisor, are granted at the discretion of the department 

head, so as not to interfere with the department's operations. Employees must 

notify their immediate supervisor of all requests for leave before leave is taken. 

 

7.0 Conflicts Every effort will be made to accommodate requests for annual leave. Requests 

may be disapproved because of workload or staffing level. Any conflicts, which 

cannot be resolved by the immediate supervisor or department head, will be 

referred to the county manager. 

 

8.0 Annual Leave - Accumulation Late in the Year 

 

Employees are cautioned not to retain excess annual leave until late in the 

calendar year due to the necessity to keep all County functions operating. Large 

numbers of employees cannot be granted annual leave at any one time.  

 

If an employee has excess leave accumulated 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 annual leave scheduled or in 

receiving exception to the maximum accumulation and carry-forward allowance. 
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Bladen County         

Personnel Policy Manual                Effective:  01/01/2012 

 

  

Bereavement Policy 

 
1.0 Purpose 

  

To provide guidelines and state the purpose for bereavement.   

 

2.0 Applicability 

  

All employees of Bladen County are covered by this policy. 

 

3.0 Policy 

   

Bereavement or funeral leave is a privilege granted by the County.  If granted, an employee is 

allowed a maximum of three (3) working days with pay for each occurrence of death.  If an 

employee requires an absence extending beyond the maximum of three (3) days, the employee 

may request use of annual leave or leave without pay.  Department heads and/or County Manager 

may, if deemed necessary, require reasonable proof of death before allowing the use of 

bereavement or funeral leave. 

 

Bereavement or funeral leave is an authorized absence from work, with pay, granted because of 

the death of a member of an employee’s immediate family. 

 

4.0 Immediate Family 

 

Immediate family shall be deemed to include wife, husband, mother, father, brother, sister, 

children, grandparents, grandchildren, and guardian. 
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1.0  Purpose   Provides for employees to perform their civic duty when called to court. 

 

2.0 Applicability    To all Bladen County employees 

 

3.0 Policy Each employee has a civic responsibility to serve as a juror when called upon to do so. 

Bladen County encourages its employees to aid the community by participating. 

 

       3.1  Jury Duty or Government Witness 

 

  3.1.a  A County employee under subpoena as a court witness for the Federal or State                    

   government or a subdivision thereof is entitled to leave with pay for the period of              

   absence  required, if within the employee’s official capacity.  The employee is entitled to  

   regular compensation plus fees received for jury duty. 

    

 

  3.1.b     If an employee is under subpoena for jury duty or for court on any related matter, the  

              supervisor must be notified immediately. Upon return, proof of service must be presented  

              to be compensated for jury duty. 

 

3.2  Private Litigation 

 

 3.2.a When a County employee under subpoena in a case involving private litigation, or  

   litigation by some party other than the federal government, state, or a political   

   subdivision thereof is called to testify in some capacity other than the employee's official  

   capacity, the time absent by reason thereof shall be taken as annual leave or as leave  

   without pay. 
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1.0   Policy:  

 

It is the policy of Bladen County to provide leave according to Family and Medical Leave Act 

(FMLA) to eligible employees. 

 

2.0   Purpose: 

The Family and Medical Leave Act of 1993 was passed by Congress to balance the demands of 

the workplace with the needs of families, to promote stability and economic security of families, 

and to promote national interests in preserving family integrity; to minimize the potential for 

employment discrimination on the basis of sex by ensuring generally that leave is available for 

eligible medical reasons (including maternity-related disability) and for compelling family 

reasons; and to promote the goal of equal employment opportunity for women and men. 

 

The National Defense Authorization Act of 2008 (NDAA) amended the Family and Medical 

Leave Act, effective January 16, 2009, to allow the addition of military family leave entitlements 

whereby eligible employees may take up to twelve weeks of job-protected leave in the applicable 

twelve-month period for any “qualifying exigency” (emergency) arising out of the fact that a 

covered military member is on active duty, or has been notified of an impending call or order to 

active duty.  The NDAA also amended the Family Medical Leave Act to allow eligible 

employees to take up to 26 weeks of job-protected leave in a “single twelve-month period” to 

care for a covered service member with a serious injury or illness.  Other unclear areas of the 

Family and Medical Leave Act were also amended for the purpose of providing clarity to the 

policy and improving communications between employees, employers and medical providers. 

 

3.0   Definitions: 

 

A. Parent – a biological or adoptive parent or an individual who stood in loco parentis (a person 

who is in the position or place of a parent) to an employee when the employee was a child.  

 

B. Child – a son or daughter who is  

1. Under 18 years of age or  

2. Is 18 years of age or older and incapable of self-care because of a mental or physical 

disability.  

and who is:  

a. A biological child;  

b. An adopted child;  

c. A foster child – a child for whom the employee performs the duties of a parent as if it 

were the employee’s child; 

  

d. A step-child – a child of the employee’s spouse from a former marriage;  

e. A legal ward – a minor child placed by the court under the care of a guardian; or  

f. A child of an employee standing in loco parentis. 

 

C. Spouse – a husband or wife recognized by the State of North Carolina.  

 

D. Serious Health Condition – an illness, injury, impairment, or physical or mental condition 

that involves:  

 

1. Inpatient care (i.e. an overnight stay) in a hospital, hospice, or residential medical facility, 

including any period of incapacity (defined to mean inability to work, attend school or 
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perform other regular daily activities due to the serious health condition, treatment for or 

recovery from), or any subsequent treatment in connection with such impairment; or 

 

2. Continuing treatment by a health care provider involving one or more of the following:  

 

a. A period of incapacity as defined above of more than three consecutive, full calendar 

days, and any subsequent treatment or period of incapacity relating to the same 

condition that also involves  

 

1. Treatment two or more times by health care provider, by a nurse or physician’s 

assistant under the direct supervision of a health care provider, or a provider of 

health care services (e.g. physical therapist) under orders of, or on referral by a 

health care provider.  The first treatment must take place within the first seven 

days of incapacity and both within thirty days of the first day of incapacity; or  

 

2. Treatment of at least one occasion resulting in a regime of continuing treatment 

under the supervision of the health care provider (course of prescription 

medication, i.e., antibiotic, or therapy requiring special equipment to alleviate the 

health condition, i.e., oxygen); or 

 

b. Any period of incapacity due to pregnancy or for prenatal care, even when the 

employee or family member does not receive treatment from a health care provider 

during the absence and even if the absence does not last more than three days 

(prenatal examination, severe morning sickness): or 

 

c. Any period of incapacity or treatment due to a “chronic serious health condition,” 

even when the employee or family member does not receive treatment from a health 

care provider during the absence and even if the absence does not last more than 

three days, which is defined as one:  

 

1. Requiring periodic visits or treatment by a health care provider, or by a nurse or 

physician’s assistant under the direct supervision of a health care provider; 

 

2. Continuing over an extended period of time (including recurring episodes of a 

single underlying condition); and  

 

3. That may cause episodic rather than continuing period(s) of incapacity (e.g. 

asthma, diabetes, epilepsy, etc.). 

 

d. Incapacity for a permanent or long-term condition for which treatment may not be 

effective (Alzheimer’s, a severe stroke or terminal stages of a disease).  

 

e. Multiple treatments for restorative surgery or incapacity for serious conditions that 

would likely result in a period of incapacity of more than three consecutive calendar 

days in the absence of medical intervention or treatment (chemotherapy, radiation, 

dialysis, etc.).  

 

(Advisory Note: Treatment includes, but is not limited to, examination to determine if a serious 

health condition exists and evaluations of the condition.  Treatment does not include routine 

physical examination, eye examination, or dental examination.  Ordinarily, unless complications 

arise, the following are examples of conditions that do not meet the definition:  common cold, flu, 
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ear aches, upset stomach, minor ulcers, headaches other than migraine, routine dental or 

orthodontia problems, periodontal disease, cosmetic treatment, etc.) 

 

The following may meet the definition if all other conditions of this section are met:  restorative 

dental or plastic surgery after an injury or removal of cancerous growths, mental illness, allergies, 

treatment for substance abuse.  

 

E. Health Care Provider  

 

1. A doctor of medicine or osteopathy who is authorized to practice medicine or surgery in 

the State of North Carolina; or 

 

2. Any other person determined by statute, credential, or licensure to be capable of 

providing health care services which include:  

 

a. Podiatrists  

b. Dentists  

c. Clinical psychologists  

d. Optometrists  

e. Chiropractors (limited to manual manipulation of spine to correct subluxation shown 

on radiographs).  

f. Nurse practitioners  

g. Nurse midwives  

h. Clinical social workers  

i. Christian Science practitioners listed with First Church of Christ, Scientists in 

Boston, MA (Note:  In this situation, the employee cannot object to an agency 

requirement to obtain a second or third certification other than Christian Science 

practitioner.) 

j. Health care providers from whom state approved group and HMO health plans will 

accept certification of serious health condition to substantiate a claim for benefits.  

k. Foreign health care provider in above stated areas who are authorized to practice in 

the country and who are performing within the scope of the laws.  

 

F. Workweek – The number of hours an employee is regularly scheduled to work each week.  

 

G. Reduced Work Schedule – A work schedule involving fewer hours than an employee is 

regularly scheduled to work.  

 

H. Intermittent Work Schedule – A work schedule in which an employee works on an irregular 

basis and is taking leave in separate blocks of time, rather than for one continuous period of 

time, usually to accommodate some form of regularly scheduled medical treatment.  

 

I. Month Period - The 12-month period measured forward from the date any employee’s first 

family and medical leave begins.  

 

J. Military Caregiver Leave – A covered employer must grant an eligible employee who is a 

spouse, son, daughter, parent, or next of kin of a covered service member with a serious 

injury or illness up to a total of 26 workweeks of unpaid leave during a “single 12-month 

period” to care for the service member.   
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K. Service Member- Is a current member of the Armed Forces, including a member of the 

National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is 

otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a 

serious injury or illness.   

 

L. Serious Injury or Illness – One that is incurred by a service member in the line of duty, on 

active duty, that may render the service member medically unfit to perform the duties of his 

or her office, grade, rank or rating.   

 

M. Qualifying Exigency Leave – A covered employer must grant an eligible employee up to a 

total of 12 workweeks of unpaid leave during the normal 12-month period established by the 

employer for the Family and Medical Leave Act leave for qualifying exigencies arising out of 

the fact that the employee’s spouse, son, daughter or parent is on active duty or has been 

notified of an impending call or order to active duty.  Qualifying exigency leave is available 

to a family member of a military member in the National Guard or Reserves; it does not 

extend to family members of military members in the Regular Armed Forces.  

 

4.0  Eligible Employee  

 

A. Determining Eligibility – An employee’s eligibility for Family/Medical Leave shall be made 

based on the employee’s months of service and hours of work; as of the date leave is to 

commence.  While the 12 months of employment need not be consecutive, employment 

periods prior to a break in service of seven years or more need not be counted unless the 

break is caused by the employee’s fulfillment of his or her National Guard or Reserve 

military obligation. 

 

B. Regular, General, Career Status, Probationary, Trainee, and Part-time – an employee who has 

been employed with Bladen County for at least 12 months and who has been in pay status at 

least 1,250 hours during the previous 12-month period is entitled to a total of 12 workweeks, 

paid or unpaid, leave during any 12 month period for one or more of the reasons listed below. 

 

1. For the birth of a child and to care for the newborn child after following birth.   

 

2. For the placement of or to care for a child placed with the employee for adoption or foster 

care, provided the leave is taken within a 12-month period following adoption; (FMLA 

must also be granted before the actual placement or adoption of a child if an absence 

from work is required for the placement, for adoption or foster care to proceed).  

 

3. For the employee to care for the employee’s child, spouse, or parent, while that child, 

spouse, or parent has a serious health condition; or 

 

4. Because the employee has a serious health condition that makes the employee unable to 

perform one or more of the essential functions of the employee’s position.  

 

5. For an employee whose spouse, child of any age or parent is a military service member 

under a call or order to federal active duty in support of a contingency operation.  

Qualifying exigency leave is designed to provide employees an opportunity to address 

issues which arise when a family member is called to active duty. 

 

6. For employees who must care for a family member who has been injured or became ill 

while serving in the armed forces. 
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Leave without pay beyond the 12-week period and leave for employees not covered under the 

Family and Medical Leave Policy shall be administered under the Leave Without Pay Policy.  

Under these provisions, employees must pay for health benefits coverage.  Separation due to 

unavailability after all leave has been exhausted may apply in some cases and shall be 

administered in accordance with the rules of the State Personnel Commission.  

 

C. Temporary Employees – This policy does not cover temporary employees since the 

maximum length of a temporary appointment is one year.  

 

5.0   Leave Charges  

 

A. Period of paid leave and periods of leave without pay (including leave without pay while 

drawing    short-term disability benefits) count towards the 12 workweeks to which the 

employee is entitled.  

 

B. For purposes of determining the amount of leave used by the employee, the fact that a 

holiday(s) may occur within the week taken as FMLA leave has no effect; the week is 

counted as a week of FMLA leave.  

 

C. Workers’ Compensation Leave – If an employee is out on workers’ compensation drawing 

temporary total disability, the time away from work is considered as a part of the FMLA 12 

week entitlement and will run concurrently.  Workers’ Compensation leave is considered a 

paid leave, rather than unpaid leave, although the employee is usually paid 2/3 of his/her 

regular wage.   

 

D. Compensatory Leave - Effective January 16, 2009, the County shall require an employee to 

use FLSA compensatory time concurrently with FMLA leave. 

 

E. Employee Options – The employee has the following options for charging leave:  

 

1. Birth – For the birth of a child, the employee may choose to exhaust available vacation 

and/or sick leave, or any portion or go on leave without pay; except that sick leave may 

be used only during the period of disability.  This applies to both parents. Please see Sick 

Leave Policy for additional information/clarification. 

 

2. Adoption – For the adoption of a child, the employee may choose to exhaust a maximum 

of 30 days sick leave, available vacation leave, or any portion, or go on leave without 

pay.  

 

3. Illness of Child, Spouse, Parent – For the illness of an employee’s child, spouse, or 

parent, the employee may choose to exhaust available sick and/or vacation leave, or any 

portion, or go on leave without pay.  

 

4. Employee’s Illness – For the employee’s illness, the employee shall exhaust available 

sick leave and may choose to exhaust available vacation leave, or any portion, before 

going on leave without pay.  If the illness extends beyond the waiting period required for 

an employee’s individual short-term disability, the employee may exhaust the balance of 

available leave and simultaneously draw their short-term disability benefits. 

 

6.0   Intermittent Leave or Reduced Work Schedule  
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A. Pursuant to this policy, the employee may not take leave intermittently or on a reduced work 

schedule for child birth and birth related child care or for adoption unless the employee and 

the County agree otherwise; however, when medically necessary, the employee may take 

leave intermittently or on a reduced scheduled to care for the employee’s child, spouse, or 

parent who has a serious health condition, or because the employee has a serious health 

condition.  

 

B. There is no minimum limitation on the amount of leave intermittently; however, the County 

may not require leave to be taken in increments of more than one hour.  

 

C. If such leave is foreseeable, based on planned medical treatment, the County may require the 

employee to transfer temporarily to an available alternative position for which the employee 

is qualified and that has equivalent pay and benefits and better accommodates recurring 

period of leave.  

 

D. Only the time actually taken as leave may be counted toward the 12 weeks of leave to which 

the employee is entitled when leave is taken intermittently or on a reduced leave schedule.  

(For example, an employee normally works 40 hours each week.  The employee is on a 

reduced work schedule of 20 hours per week.  The FMLA leave may continue for up to 24 

calendar weeks.) 

 

E. If an employee works a reduced or intermittent work schedule and does not use paid leave to 

make up the difference between the normal work schedule and the new temporary schedule to 

bring the number of hours worked up to the regular schedule, the employee will earn leave at 

a reduced rate.  

 

 

7.0  Bladen County Responsibility  

 

A. Notification of FMLA Provisions – In addition to the posting requirement outlined in posting 

section, the County shall include the FMLA provisions in written publications, such as policy 

manual.  In addition, each time an employee provides notice of the need for FMLA leave, the 

County shall provide the employee with written notice detailing the specific expectation and 

obligations of the employee.  

 

B. Notice of Eligibility and Rights and Responsibilities  

Employees of the County will be required to provide a formal request for the need for FMLA 

leave. Once management has received the request, it will be forwarded to the HR Director.  

The employee will be notified that he/she is eligible for FMLA leave within five business 

days after receiving a request for FMLA leave or within five days of acquiring knowledge 

that an employee is absent for an FMLA-qualifying reason.  The notice will be in writing and 

in those cases where the employee is not eligible, he/she will be provided the reasons for the 

ineligibility.   

 

When an employee is on paid leave but has not given notice of the need for FMLA leave, the 

County shall, after a period of ten (10) workdays, request that the employee provide sufficient 

information to establish whether the leave is for a FMLA-qualifying reason.  This does not 

preclude the County from requesting the information sooner, or at any time an extension is 

requested.  If an absence, which begins as other than FMLA, later develops into an FMLA 
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qualifying absence, the entire portion of the leave period that qualifies under FMLA may be 

counted as FMLA.  Leave may be designated as FMLA leave retroactively.  

 

If an employee is out for a reason that qualifies for FMLA leave and the agency does not 

learn of the reason for the leave until the employee returns to work, the agency may designate 

the leave as FMLA leave within two regular business days of the employee’s return.  

 

Employees shall be provided a Notice of Eligibility and Rights and Responsibilities (US DOL 

Form WH 381) documenting the receipt of the employee request for FMLA, the purpose of 

the request and the designation of eligibility.  In situations where the employee does not meet 

eligibility requirements, the County will provide reasons for the employee’s ineligibility.   

 

At the same time that the County notifies the employee that he/she is eligible for FMLA 

leave, it must also give the employee a notice that details the specific rights and the specific 

expectations and obligations of the employee on FMLA leave.  The rights and responsibilities 

notice must also include the following information: 

 

 Whether the employee must provide a medical certification; 

 Whether the leave will count against the employee’s 12-week FMLA entitlement; 

 Whether the County requires the use of accrued paid leave in lieu of unpaid leave; 

 That the employee may elect to use accrued paid leave in place of unpaid leave and any 

conditions related to the substitution of paid leave for unpaid leave; 

 Whether the employee needs to make contributions toward health insurance premium 

payments and, if so, what arrangements the employee needs to make, as well as the 

consequences of a failure to make contribution payments; 

 That the employee is liable for reimbursing the County for health insurance contributions 

if the employee fails to return to work upon the conclusion of FMLA leave; 

 Whether the employee is a “key employee” of the County and the reasons why 

restoration may be denied upon the conclusion of FMLA leave; 

 That the employee has the right to return to the same or an equivalent job. 

 Whether the employee must provide periodic updates on his/her condition during the 

period of FMLA leave; 

 Whether the employee must provide a fitness-for-duty certification before returning to 

work. 

 

C.   Medical Certifications 

The County must allow the employee fifteen calendar days to obtain a medical certification 

from the medical provider(s).  If the employee does not return the certification within the 15-

day period, the employee loses his/her right to FMLA and to return to the same or 

substantially equivalent position.  It will not be a violation of the Family Medical Leave Act 

to either deny FMLA or to terminate an employee who has not returned a medical 

certification within 15 days.  The County is entitled to a complete and sufficient certification.  

If for some reason the certification is incomplete or insufficient, the employee will be notified 

that he/she will have seven additional, calendar days in which to provide the required 

information.  FMLA leave may be denied to any employee requesting leave who fails to 

return a medical certification or who fails to return a complete and sufficient certification 

after being given seven days to resubmit it. In accordance with the Department of Labor and 

HIPAA regulations, the County representative may directly contact a medical provider for 

clarification in regard to information useful in the determination of a serious health condition.  

The representative may be a health care provider representative, a human resources specialist, 
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a leave administrator or management official.  Under no circumstances, may the immediate 

supervisor contact the medical provider. 

 

At the time the County requests certification, it shall advise the employee of the anticipated 

consequences of an employee’s failure to provide adequate certification.  The County shall 

provide the employee a reasonable opportunity to correct any incomplete information. If the 

employee uses paid sick leave, the County shall require the employee to a provide a medical 

certification as specified in Bladen County Sick Leave Policy and not the more stringent 

FMLA medical certification.  

 

If the County has reason to doubt the validity of a medical certification, it may require the 

employee to obtain a second opinion at the County’s expense.  Pending receipt of the second 

(or third) opinion, the employee may be placed on FMLA retroactively.  If the certifications 

do not ultimately establish the employee’s entitlement to FMLA leave, the leave shall not be 

designated as FMLA leave.  The County may request the health care provider to furnish the 

second opinion but the selected health care provider may not be employed on a regular basis 

by the County. 

 

If the opinions differ, of the employee and the County designated health care providers, the 

County may require the employee to obtain certification from a third health care provider, 

again at the County’s expense.  This third opinion shall be final and binding.  The third health 

care provider may be designated or approved jointly by the County and the employee.  

 

The County shall reimburse an employee or family member for reasonable “out of pocket” 

travel expenses incurred to obtain the second and third medical opinions.  The County may 

not require the employee or family member to travel outside normal commuting distance 

except in very unusual circumstances.  

 

The County shall provide the employee, within two business days, with a copy of the second 

and third medical opinions, where applicable, upon request by the employee. 

  

For Medical Certifications use the US DOL WH-380E – Certification of Health Care 

Provider for Employee’s Serious Health Condition for all employees who have a serious 

health condition.  A list of essential functions or a completed, accurate description for the 

position the employee occupies will be attached to the medical certification for the purpose of 

assisting the medical provider in understanding the expectations and essential functions 

required of the employee. 

 

The US DOL H-380-F – Certification of Health Care Provider for Family Member’s Serious 

Health Condition form will be utilized for certifying a serious health condition of an 

employee’s family member. 

 

D.  Notice and Designation Requirements 

Once the County has received a completed medical certification form, or otherwise has 

acquired enough knowledge to determine whether the employee is entitled to FMLA leave, 

the employer must give the employee a separate Designation Notice advising the employee 

that the leave is being designated FMLA leave within five business days.  Regardless of 

whether the information was included in the eligibility and rights and responsibilities notice, 

the County will include the following information in the designation notice: 

 Whether accrued paid leave will be substituted for unpaid leave; 



 

 

Employee Benefits - Page 73 of 211 

 

 Whether the employee must provide a fitness-for-duty certification before returning to 

work; 

 A list of the employee’s essential job functions, if the fitness-for-duty certification must 

address the employee’s ability to perform essential job functions; and  

 Notice of the amount of leave that will be counted against the employee’s FMLA 

entitlement. 

US DOL Form WH-382 may be utilized for the Designation Notice 

 

E.   Re-certification of Medical Conditions 

1. The County may request recertification no more often than 30 days unless: (a) an 

extension is requested, (b) circumstances described by the previous certification have 

changed significantly or (c) the County receives information that casts doubt upon the 

employee’s stated reason for the absence.  

 

2. If the minimum duration specified on a certification is more than 30 days, the County 

may not request recertification until that minimum duration has passed. 

 

3. The employee must provide the requested recertification to the County within the time 

frame requested by the agency (which must allow at least 15 calendar days after the 

agency’s request), unless it is not practicable under the particular circumstances.  

 

4. Any re-certification requested by the County shall be at the employees’ expense unless 

the County provides otherwise.  No second or third opinion on re-certification may be 

required. 

 

8.0   Employee/Supervisor Responsibiltiy  

 

A. Notice – The employee shall give notice to the supervisor for leave requested under this policy.  

The     employee must explain the reasons for the needed leave in order to allow the County 

Human Resources Director to determine that the leave qualifies under the Act.  The department 

head or supervisor shall immediately notify the Human Resources Office and refer the employee 

to the Human Resources Office, which will manage the FMLA process. 

  

1.  Birth or Adoption – The employee shall give the County no less than 30 days notice, in 

writing, of the intention to take leave, subject to the actual date of the birth or adoption.  If 

the date of the birth or adoption requires leave to begin in less than 30 days, the employee 

shall provide such notice as is practicable, which becomes known to the employee.  

 

2.   Planned Medical Treatment – When the necessity for leave to care for the employee’s child, 

spouse or parent or because the employee has a serious health condition, the employee must 

give 30 day’s notice if practicable of the intention to take leave.  For planned medical 

treatment, employee consultation with the supervisor prior to the request for FMLA leave is 

mandatory.  

 

3.  Medical Emergency – In the case of a medical emergency requiring leave because of an         

employee’s own serious health condition or to care for a family member with a serious 

health condition, the County shall not require written advance notice.  

 

B. If the employee will not return to work after the period of leave, the employee shall notify the 

County in writing.  Failure to report at the expiration of the leave, unless an extension has been 

requested, may be considered as a resignation.   
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9.0   Qualifying Exigency Leave Under the FMLA 

 

The FMLA requires the County to grant up to twelve weeks of leave for certain qualifying 

exigencies to employees whose spouse, child of any age or parent is a military service member 

under a call or order to federal active duty in support of a contingency operation.  This form of 

FMLA is defined as qualifying exigency leave.  Qualifying exigency leave is designed to give 

employees time to deal with some of the informational, financial and child-related issues that 

arise when a family member is called to or on active duty. 

 

The US Department of Labor defines qualifying exigency as: 

 

 Deployment or a service member with seven or fewer days notice; 

 Military ceremonies and events, as well as support, family-assistance or 

informational programs related to a service member’s active duty or call to active 

duty status; 

 Providing urgent, immediate childcare or arranging for alternative childcare for the 

children of service members on or called to active duty; 

 Attending school or daycare meetings relating to the child of an service member on 

or called to active duty; 

 Making financial or legal arrangements related to a service member’s active duty 

status or call to active duty; 

 Post-deployment activities for a period ninety days after the termination of the 

service member’s active duty status. 

 

Qualifying exigency leave is limited to situations in which a call or order to active duty status is 

in support of a contingency operation.  The active duty orders of a service member will generally 

state whether he/she is serving in support of a contingency operation. 

 

Qualifying exigency leave applies only to the family members of those serving in Reserve 

components of the armed forces, the National Guard and certain retired members of the regular 

armed forces and the retired reserve. 

 

Qualifying exigency leave does not apply to family members of the regular armed forces on 

active duty status.  Qualifying exigency leave may be taken on an intermittent or reduced 

schedule. Notice of the need for qualifying exigency leave must be “as soon as practicable”.   

 

10.0   Certification for Qualifying Exigency Leave 

 

The County shall require employees requesting qualifying exigency leave to provide: 

 

 A copy of the military member’s active duty orders or other documentation issued by the 

military indicating that the military member is on or called to active duty in support of a 

contingency operation and the dates of active duty service, and 

 A certification from the employee setting forth facts supporting the employee’s need for leave 

in this situation, the approximate starting date on which the qualifying exigency began or will 

begin, the beginning and ending dates of the absence for which the employee is requesting 

FMLA qualifying exigency leave and if the employee is meeting with a third-party, 

identifying and contact information for the third party and a description of the meeting’s 

purpose. 
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The County shall not request re-certification of the covered service member’s active duty or call 

to active duty orders.  The County shall request certification of the need for qualified exigency 

leave and shall request the certification in writing within five days of the request for or beginning 

of leave and the certification must be completed and returned within fifteen days of its receipt 

from the County. 

 

The US DOL Form WH-384 will be required to request a certification of qualifying exigency for 

military family leave. 

 

11.0   Military Caregiver Leave Under the FMLA 

 

FMLA-eligible employees may take up to 26 weeks of leave within a twelve-month period to 

care for a family member who has been injured or become ill while serving in the armed forces.  

Employees may take military caregiver leave to care for current member of: 

 

 Regular Armed Forces in contrast to qualifying exigency leave where current members of the 

regular Armed Forces are not include as “covered service members”. 

 National Guard or Reserves  

 Regular Armed Forces or National Guard or Reserves who are on the temporary disability 

retired list, 

 

Who have a serious injury or illness incurred in the line of duty on active duty that renders them 

medically unfit to perform the duties of his/her office, grade or rating, and for which the service 

member is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient 

status or is otherwise on the temporary disability retired list. 

 

The spouse, “son or daughter of a covered service member,” “parent of a covered service 

member” or “next of kin of a covered service member” may take military caregiver leave under 

the FMLA. 

 

The County shall require an employee to give notice of the need for military caregiver leave: 

 

 30-days in advance, when the need for military caregiver leave is foreseeable. 

 Either the same day or the next business day, when the need for military caregiver leave was 

not foreseeable. 

 

The County may ask an employee requesting military caregiver leave to provide a medical 

certification of the need for leave from the healthcare provider of the service member.  For the 

purpose of military caregiver leave, the health care providers who may complete the certification 

include Department of Defense providers, Department of Veterans Affairs providers, TRICARE 

network authorized private providers and non-network TRICARE authorized private providers.  A 

medical certification for military caregiver leave may request information sufficient to establish 

the employee’s need for leave, including the following information: 

 

 A statement of medical facts regarding the service member’s health condition—specifically, 

facts relating to whether the injury or illness render the service member medically unfit to 

perform the duties of his or her military office, grade, rank or rating and whether the member 

is receiving medical treatment, recuperation or therapy; 

 Information sufficient to establish that the service member is in need of care; 
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 A description of the care to be provided to the service member and an estimate of the leave 

needed to provide the care; and 

 The relationship of the employee to the service member. 

 

Certification of the need for military caregiver leave is subject to the same time requirements as 

FMLA leave.  The County must request the certification in writing within five days of the request 

for or beginning of leave and the certification must be completed and returned within fifteen days 

of its receipt from the employer.  Because military caregiver leave differs from FMLA leave to 

care for a family member with a serious health condition, the County will not use the same 

certification form for traditional FMLA leave and military caregiver leave.  US DOL Form WH-

385 will be utilized for requests of military caregiver leave. 

 

Like FMLA leave requests, the timing requirements for certification of the need for military 

caregiver leave are the same, fifteen calendar days after receiving the form from the county.  For 

military caregiver leave, second and third opinions in addition to re-certification are not 

permitted.  The County shall accept an “invitational travel order” or “invitational travel 

authorization” issued to a family member to join an ill or injured service member at his or her 

bedside in lieu of the Form WH-385. 

 

The employee is eligible for 26 weeks of leave to care for the service member during a single 

twelve-month period.  Employee is also entitled to a combined total of 26 workweeks of leave for 

any FMLA-qualifying reason in a year in which she or he takes military caregiver leave.  The 

single twelve-month period begins the first day the employee takes military caregiver leave and 

ends twelve months later; regardless of the method that the County uses to determine FMLA 

entitlement for other forms of FMLA leave.  Military caregiver leave may be taken on an 

intermittent or reduced leave schedule. 

 

12.0   Employment and Benefits Protection   

 

A. Reinstatement – The employee shall be reinstated to the same position held when the leave 

began or one of the like pay grade, pay, benefits, and other conditions of employment.  The 

County shall require the employee to report at reasonable intervals to the County on the 

employee’s status and intention to return to work.  The County also shall require that the 

employee provide certification that the employee is able to return to work.  

 

B. Benefits – The employee shall be reinstated without loss of benefits accrued when the leave 

began.  All benefits accrue during any period of paid leave; however, no benefits will be 

accrued during any period of leave without pay. 

 

C. Health Benefits – The County shall maintain coverage for the employee under the agency 

plan for the duration of leave at the level and under the conditions coverage would have been 

provided if the employee had continued employment.  Any health plan premiums that an 

employee paid prior to leave must continue to be paid by the employee during the leave 

period (e.g., dependent health coverage).  The County must give advance written notice to 

employees of the terms for payment of premiums during FMLA leave.  The obligation to 

maintain health insurance coverage stops if an employee’s premium payment is more than 30 

days late.  The County must provide 15 days notice that coverage will cease.  

 

The County may recover the premiums if the employee fails to return after the period of leave 

to which the employee is entitled has expired for a reason other than the continuation, 
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recurrence, or onset of a serious health condition or other circumstances beyond the 

employee’s control.  

 

13.0   Interference with Rights    

 

A. Actions prohibited – It is unlawful to interfere with, restrain, or deny any right provided by 

this policy or to discharge or in any other manner discriminate against an employee for 

opposing any practice made unlawful by this policy.  

 

B. Protected Activity – It is unlawful to discharge or in any other manner discriminate against 

any employee because the employee does any of the following.  

 

1. Files any civil action, or institutes or causes to be instituted any civil proceeding under or 

related to this policy.  

 

2. Gives, or is about to give, any information in connection with any inquiry or proceeding 

relating to any right provided by this policy.  

 

3. Testifies, or is about to testify, in any inquiry or proceeding relating to any right provided 

under this policy.  

 

14.0   Enforcement  

 

A violation of or denial of leave requested pursuant to the Family and Medical Leave Act of 1993 

is  a contested case and creates a right of grievance or appeal for County employees subject to the 

State Personnel Act.  Violations can result in any of the following or a combination of any of the 

following and are enforced by the U.S. Secretary of Labor.  

 

a. U.S. Department of Labor investigation, or  

b. Civil liability with the imposition of court cost and attorney’s fees, or  

c. Administrative action by the U. S. Department of Labor  

 

15.0   Posting Requirement  

 

The County shall post, in a conspicuous place, a notice explaining the FMLA provision and 

providing information concerning the procedures for filing complaints of violations of the Act 

with the U. S. Department of Labor, Wage and Hour Division.  

 

Employers must post US DOL WH Publication 1420, which explains rights and responsibilities 

under the FMLA in a place conspicuous to all employees and applicants.  Electronic posting is 

permitted, provided that all employees and applicants have access to it.  Information may be 

posted on the agency website, however, a hard-copy is also available whereby applicants have 

access to viewing the information.  The Department of Labor may fine any employer, including 

the County, who fails to post this notice. 

 

16.0   Record Keeping Requirements  

 

The County shall keep records for no less than three years and make them available to the 

Department of Labor upon request.  
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In addition to the records required by the Fair Labor Standards Act, Bladen County shall keep 

records of:  

 

 Dates FMLA leave is taken, 

 Hours of leave if less than a full day, 

 Copies of employee notices,  

 Documents describing employee benefits,  

 Premium payments of employee benefits, and  

 Records of any disputes.  

 

Records and documents relating to medical certifications, recertifications, or medical histories of 

employees or employee’s family members, created for purposes of FMLA, shall be maintained as 

confidential medical records in separate files/records from the usual personnel files, and if ADA 

is also applicable, such records shall be maintained in conformance with ADA confidentiality 

requirements, except that:  

 

1. Supervisors and mangers may be informed regarding necessary restrictions on the work or 

duties of an employee and necessary accommodations;  

 

2. First aid and safety personnel may be informed (when appropriate) if the employee’s physical 

or medical condition might require emergency treatment; and 

 

3. Government officials investigating compliance with FMLA (or other pertinent law) shall be 

provided relevant information upon request.  
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Bladen County         

Personnel Policy Manuel             Effective:  01/01/2012 

 

Leave Without Pay 

 

1.0  Purpose Set guidelines for employees to be able to take time off without pay. It is not the 

intent of this policy to permit or endorse taking such leave without good reason.  

It is expected that employees use sick and annual leave wisely to avoid the need 

to enter into a leave without pay status. 

 

2.0  Applicability To all Bladen County employees 

 

3.0  Policy   

3.1 The Department Head may grant a County employee an extended leave of 

absence without pay for a period not to exceed six (6) months for reasons of 

personal or family illness, pregnancy and related conditions, or for special work 

that will permit Bladen County to profit by the experience gained or the work 

performed.  When a period of leave without pay ends, the employee will be 

reinstated to the same position, if it is available, or to an equivalent position for 

which the employee is qualified.  The employee shall be guaranteed a position of 

the same classification, seniority, and pay. 

 
3.2 Request for leaves of absence without pay will be submitted to the Department 

Head in advance as possible. 

 

3.3    An employee shall use annual and sick leave or compensatory leave (except for 

FMLA) prior to going on leave-without-pay status.  A non-exempt employee 

may elect to use accrued compensatory time for FMLA reasons; however, this 

time will not be counted against the 12-week FMLA allotment.  Bladen County 

may not require the use of compensatory time for FMLA purposes. 

 

4.0   Benefit Accrual 

 

4.1 Vacation and sick leave credits will not accrue during leave without pay (see 4.4 

for exception).  Individual hospitalization provided for the employee by the 

employer during regular pay status will not be provided as employer expense 

benefits during leave without pay unless the employee is on the payroll a 

minimum of one-half (1/2) the working days during the calendar month or is 

within the twelve (12) weeks of covered leave under the FMLA.  The employee, 

however, may continue to be eligible for any benefit(s) under the County’s group 

plans, provided that the employee pays for it by the 25
th
 day of each month.  

Failure to do so, will forfeit the employees eligibility. 

4.2  If a holiday falls during the time without pay, an employee does not receive the 

holiday pay. 

4.3 Longevity pay and annual pay increases are not affected. 

4.4 An employee on Workers’ Compensation will accrue vacation and sick leave 

credits. 

 

5.0 Termination 
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Failure to report for duty at the expiration of the leave-without-pay period, unless 

an extension has been granted, shall be considered a resignation. 
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1.0 Purpose   

To summarize the obligations of Bladen County under the Uniformed 

Services Employment and Reemployment Rights Act of 1994. The 

purposes of USERRA are two-fold: to allow Americans to serve in 

the United States armed forces with minimum disruption to their 

civilian careers and to prohibit discrimination against those who have 

served in the uniformed services. 

 

2.0 Applicability    

To all regular Bladen County employees who are members of the 

National Guard or Armed Forces Reserve. 

 

3.0 Definitions   

Service in the Uniformed Service - The performance of duty on a 

voluntary or involuntary basis in a uniformed service under 

competent authority and includes: 

 

 active duty (extended active duty; mobilization or call up of 

reserve components) active duty for training of reserve 

components (annual training – usually fifteen (15) days or special 

schools) 

 initial active duty for training (initial enlistment in reserve or 

National Guard), 

 inactive duty training (drills - usually on weekends) 

 full-time National Guard (usually a 3-year contract)  

 a period for which a person is absent to determine fitness of the 

person to perform such duty. 

 Uniformed Services Armed Forces and the Reserve Components 

(Army, Navy, Air Force, Marine Corps, Coast Guard, Army and 

Air National Guard), Commissioned Corps of the Public Health 

Services, and any other category of persons designated by the 

President in time of war or national emergency. 

 

National Guard Service - A reserve of the U.S. Armed Forces. The 

N.C. Army and Air National Guard respond to the Governor as 

Commander in Chief and serve as the military arm of State 

government and respond to the President of the U.S. in time of war. 

 

4.0 Policy 

Leave shall be granted to employees of Bladen County for certain 

periods of service in the uniformed services. No agent or employee of 

the County shall discriminate against any employee of the County or 

applicant for County employment because of their membership, 

application for membership, performance of service, application for 

service or obligation for service in the Uniformed Services. 

 

4.1 Notification 
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Military leave granted pursuant to this policy must be supported by                          

appropriate documentation. The employee shall submit an order or 

written statement to the employee's department head from the 

appropriate military officer as evidence of duty for which military 

leave with pay is requested.  Since individual orders are not issued to 

members of the National Guard, a statement from the commanding 

officer shall be sufficient.  In lieu of a written statement, such leave 

may be verified through the Office of the Adjutant General.   

 

Such leave shall be recorded in the employee’s leave record and be 

designated as military leave.  For periods eligible for military leave 

with differential pay, the County shall require the employee to 

provide a copy of their Leave and Earnings Statement or similar 

document issued by the National Guard to cover the eligible period of 

differential pay in excess of 15 days. 

 

5.0 Military Leave with Pay 

 

An employee who is a member of the Uniformed Services will be 

allowed fifteen (15) working days of military leave annually, with pay 

for: 

 

 active duty for training (including annual training or special 

schools) 

 inactive and initial active duty training upon call-up 

(mobilization) or order to Federal active duty for an employee in 

one of the Reserve Components. 

 

6.0 Military Leave with Differential Pay 

 

If such military duty is required beyond this period, of 15 working 

days, the employee will be offered extended military duty leave.  If 

the compensation received while on extended military duty is less 

than the salary that would have been earned during this same period 

as an active employee, the employee shall receive differential 

compensation equal to the difference between the base salary earned 

as a reservist and the salary that would have been earned during this 

same period as a county employee.  The effect will be to maintain the 

employee’s salary at the normal level during the period of extended 

military duty.    

 

 

 

 

7.0 Retention and Continuation of Benefits during Leave With Pay 

 

During the period of military leave with differential pay, the 

employee shall not incur any loss of total County service or 
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retirement service or suffer any adverse service rating. The employee 

shall continue to accumulate sick and vacation leave, total County 

service credit, and receive any promotion or salary increase for which 

otherwise eligible. 

 

While on military leave with pay or differential pay, the employee's 

leave credits and other benefits shall continue to accrue as if the 

employee remained with the County during this period. Insurance 

premiums will be paid by the county for the employee for a period up 

to eighteen months (18).  If the period of time exceeds eighteen 

months, a special review by the County Manager will be made to the 

County Commissioners for purposes of prolonging the period of time 

in which the insurance for the employee is paid.  This will be done on 

a case by case basis as necessary.  Employees who are reservists have 

all job rights specified in the Veterans Readjustment Assistance Act. 
 

8.0 Military Leave without Pay 

 

Military leave without pay shall be granted for all uniformed service 

duty that is not covered by military leave with differential pay. 

Among the reasons are: 

 

 extended active duty for a period not to exceed five years plus 

any additional service imposed by law (see note below); 

 full time National Guard duty (usually a 3 year contract); 

 initial active duty for training (initial enlistment) except as 

noted in 5.1 above; 

 designation of any other category of persons by the President 

in time of war or national emergency. 

 

The following absences may be taken as leave without pay or as 

available annual leave, or a combination of the two, at the employee’s 

option: 

 

 duties resulting from disciplinary action imposed by military 

authorities;  

 inactive duty training (drills) performed for the convenience 

of the member, such as equivalent training, split unit 

assemblies, make-up drills, etc.; 

 take a required physical examination to determine fitness for 

duty in the uniformed services; 

 to perform funeral honors duty. 

 

Note: Service in the uniformed services, except the types of service 

listed below, counts toward the cumulative 5-year limit of military 

service a person can perform while retaining reemployment rights: 

Unable (through no fault of the individual) to obtain release from 

service or service in excess of 5 years to fulfill an initial period of 
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obligated service, Required drills and annual training and other 

training duty certified by the military to be necessary for professional 

development or skill training /retraining, or 3) Service performed 

during time of war or national emergency or for other critical 

missions / contingencies / military requirements 

 

9.0 Additional periods of military leave without pay 

 

Leave without pay shall also be granted in the following situations: 

 

 While awaiting entry into active duty, such period as may be 

reasonable to enable the employee to address personal matters 

prior to such extended active duty. 

 The period immediately following eligible period(s) of active 

duty, as defined under “Reinstatement From Military Leave 

Without Pay” of this policy, while reinstatement with Bladen 

County is pending, provided the employee applies for such 

reinstatement within the time limits defined. It is the 

employee’s responsibility to apply for reinstatement within 

the time limit defined. 

 Employees hospitalized for, or convalescing from, an injury 

or illness incurred in, or aggravated during the performance of 

extended active duty, except that such period shall not exceed 

two years beyond their release from extended active duty 

under honorable conditions. Also, the employee shall be 

entitled to leave without pay for the period from the time of 

release by the physician until actually reinstated in County 

employment, provided the employee applies for such 

reinstatement within the time limits defined. 

 Initial active duty for training (voluntary initial enlistment); 

 Extended Active Duty (voluntary) for a period not to exceed 5 

years plus any additional service imposed by law (See note at 

top of page);  

 Full time National Guard Duty (usually a voluntary 3 year 

contract);  

 Duties resulting from disciplinary action imposed by military 

authorities;  

 Inactive duty training (drills) performed for the convenience 

of the member, such as equivalent training, split unit 

assemblies, make-up drills, etc.  

 Agencies are not required to excuse an employee for 

incidental military activities such as volunteer work at 

military facilities (not in duty status), unofficial military 

activities, etc. 

 

Employee Responsibility 
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The employee or an appropriate officer of the military service in 

which such service is or is to be performed shall provide written or 

verbal notice of such service as soon as it is known. The employee 

shall be responsible for returning, or making application for 

reinstatement, within the time limits defined under “Reinstatement 

from Military Leave Without Pay.” 

 

10.0 Retention and Continuation of Benefits during Leave Without Pay 

 

The employee may choose to have accumulated vacation leave: 

exhausted, or retained (part or all) until return to County service. 

 

The employee shall:  

 Retain accumulated sick leave  

 Continue to earn time toward total County service, and  

 Receive retirement service credit for periods of active duty up to 

the time the employee was first eligible for discharge if the 

employee returned to County employment within two years; or 

any time after discharge if they had completed at least ten years of 

membership service in the Retirement System. (See Retirement 

System Handbook for further details.) 

 If eligible, a longevity payment computed on a prorate basis shall 

be paid. 

 The balance will be paid when the employee returns and 

completes a full year.  Then, a full payment will be made on the 

employee’s longevity date that was established before going on 

leave without pay.     

 

The employee may elect to continue employer-sponsored health care 

through COBRA for a period of up to 18 months; however, the 

employee must pay the full premium for periods in excess of 18 

months unless extended county pay coverage is authorized as 

specified in section 5.2 (Retention and Continuation of Benefits). 

 

11.0 Reinstatement from military leave without pay  

 

The time limit for submitting an application for reemployment or 

reporting back to work depends upon the length of uniformed service. 

If reporting back or submitting an application for reemployment 

within the specified periods is impossible or unreasonable through no 

fault of the employee, the employee must report back or submit the 

application as soon as possible thereafter. The service duration and 

periods for returning or applying for reemployment are as follows: 

 

11.1.1 less than 31 days, must return at the beginning of the next regularly 

scheduled work period on the first full day after release from service, 

taking into account safe travel home plus an 8 hour rest period;  
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11.1.2 more than 30 days but less than 181 days, must submit a written or 

verbal application for reemployment with the agency not later than 

ays after the completion of the period of service; or,  

11.1.3 more than 180 days, by submitting an application with the agency not 

later than 90 days after the completion of the period of service. 

 

12.0 Reinstatement shall be made if the employee: 

 

Separated/discharged from military service under honorable 

conditions, and reports to work or applied for reinstatement within the 

established time limits. 

 

13.0 Reinstated Position: 

 

Reinstatement shall be to the position they would have likely 

achieved had they remained continuously employed (escalator 

position); or, if the period of uniformed service was in excess of 180 

days, their escalator position, or one of like seniority, status and pay 

with the same department or with another County department. In the 

case of reemployment, such reemployment is to be promptly 

effective.   

 

If, during military service, the employee suffers a disability incurred 

in, or aggravated during, uniformed service, to the extent that the 

duties of the position cannot be performed, the employee shall be 

reinstated to a position most nearly comparable to the position, with 

duties compatible with the disability and without loss of seniority. 

 

14.0 Reinstated Pay: 

 

The employee’s salary upon reinstatement shall be based on the salary 

rate applicable to the proper position. In no case will the reinstated 

employee’s salary be less than when placed in a military leave status. 

If the employee was in trainee status at the time of military leave, the 

addition of trainee adjustments may be considered, at the discretion of 

the department head, if it can be determined that military experience 

was directly related to development in the area of work to be 

performed in the County position. The addition of trainee adjustments 

must be made if it can be shown that progression within or through 

such status is based merely upon the passage of time with satisfactory 

performance. 

 

Employees who resign to enter military service without knowledge of 

their eligibility for leave without pay and reinstatement benefits, but 

who are otherwise eligible, shall be reinstated as if they had applied 

for this benefit. 
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Bladen County                                                                            

Personnel Policy Manual                                                            Effective 01/01/2012 

                                                                                                                                                              

Parental School Leave 

 

 
1.0 Purpose To provide time for parents to be involved in school activities with their children.  

This policy is pursuant to NCGS 95-28.3. 

 

2.0 Applicability   To all Bladen County employees. 

 

3.0 Policy   Parent involvement is an essential component of school success and positive 

student outcomes. 

 

3.1   Bladen County employees who are parents of a school aged child, guardians of a 

school aged child, or otherwise standing “in loco parentis” (in place of the 

parent) for a school aged child shall be granted up to four (4) hours of unpaid 

leave annually to attend activities at the child’s school. 

 

3.2   Written requests for leave under this section should be made at least 48 hours 

before the time for which the leave is desired, and must be a mutually agreed 

upon time with the employee’s supervisor. 

 

3.3    At the discretion of management, an employee may be required to furnish written 

verification from the child’s school of attendance at the event.  For purposes of 

this section, the definition of school includes public and private schools, church 

schools and preschools. 
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1.0 Purpose  

An employee of the County will be allowed thirty two and one half minutes 

(32 ½ or .542 hours) per pay period petty leave with pay over and above sick 

leave or vacation with pay.  This leave will be accumulative by the pay 

period.  An employee may take petty leave in increments of fifteen (15) 

minutes up to a maximum of two (2) hours, with the permission of the 

supervisor.  Then the absence exceeds two (2) hours, the entire period will be 

charged to vacation leave, sick leave, or leave without pay as may be 

appropriate.  Petty leave will be in addition to any other leave with a county 

employee may earn and accumulate, but it will not be cumulative beyond the 

end of the calendar year.  Temporary employees are not eligible for petty 

leave. 

 

Petty leave may be granted for personal matters which cannot be transacted 

outside of office hours, time lost reporting to work, medical appointments, 

and absences due to adverse weather conditions.  Petty leave may not be 

combined with vacation or sick leave during a work day. 

 

 
2.0 Applicability To all full time Bladen County employees 

 

3.0 Policy 

a. Permanent employees may use Petty Leave for rest and relaxation, 

medical/dental appointments for themselves or immediate family member or 

any other reason for time off. 

 

b. Petty Leave may be taken only with prior approval of the employee’s 

immediate supervisor.  The leave should be scheduled at a time consistent 

with the operating needs of the department.  If Petty Leave is used in place of 

sick leave, the employee’s supervisor shall be promptly notified, certainly no 

later than thirty (30) minutes and if possible before the beginning of the work 

day. 

 

c. All permanent part-time (53%) and probationary employees shall receive 

Petty Leave on a pro-rata basis computed as a percentage of the total amount 

received by a full-time employee. 

 

d. The County shall not transfer Petty Leave from another county, municipality, 

or state government. 

 

e. Upon an employee’s resignation or termination, no payment shall be made 

for any remaining Petty Leave. 

 

f. Petty leave may not be taken until it has been earned and credited to the 

employee's account. (Revised 01/17/2012) 
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1.0 Purpose The shared leave program is designed to provide employees the opportunity to 

assist and receive assistance from other employees during periods of prolonged 

absences from work due to personal or family catastrophic medical conditions by 

donation of leave.  The program is not designed to apply to an employee’s 

incidental, normal, short-term medical conditions.   

 

2.0 Applicability To all regular full time Bladen County employees 

 

 

3.0 Definitions Prolonged medical condition is generally one that is expected to require an 

employee’s absence from work for a period of at least 20 consecutive days.  The 

20-day period is intended to serve as a general guideline for shared leave, rather 

than an absolute requirement. 

 

If an employee has had prior random absences from work related to the same 

condition, or for another condition requiring prolonged absence from work 

within the last twelve months, an exception to the 20-day period may be made. 

 

4.0 Policy   
In case of a prolonged medical condition (of an employee or an immediate family 

member) which causes an employee to exhaust all available leave, an employee 

may apply for or be nominated to receive shared leave from the annual leave 

account of another employee or employees, or from the sick leave or annual 

leave accounts of an immediate family member (spouse, parents, children-

including step relationships) in any department of Bladen County government.  A 

doctor’s note must accompany the request and include length of absence. 

 

An employee may donate leave, as outlined below, to an employee who has been 

approved to receive voluntary shared leave because of a medical condition of the 

employee or of a member of the employee’s immediate family (spouse, child or 

parent) that will require the employee’s absence for a prolonged period of time. 

 

4.1     Eligibility 

 

To be eligible, an employee must have been employed for a period of 12 

consecutive months and apply or be nominated to receive voluntary shared leave, 

supplying medical evidence to support the need for leave beyond the employee’s 

available accumulated leave.  The employee must have exhausted all annual and 

sick leave. 

 

Because of Privacy Act confidentiality requirements, prior to making the 

employee’s status as a potential recipient of donated leave public, a written 

application and release form (exhibit A) must be signed by the employee to 

permit the status to be made known. 

 

 

 

5.0  Approvals 
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The department head in which the prospective recipient works shall be 

responsible for reviewing the merits of requests for participation in the shared 

leave program and making a recommendation for or against it to the Human 

Resources Director.  The county may also establish a specific period within 

which leave may be donated to the affected employee on a case by case basis. 

 

5.1    Included with the request should be a doctor’s note as to the need for sick leave 

that will extend beyond the 20-day period referenced in section 3.0 of this policy 

or will extend beyond the original doctor’s note.  Verification that paid time has 

been used (copy of last time record) should also accompany the request. 

 

6.0 Audit of Leave Accounts 

 

A system of leave accountability must be maintained by the Finance Officer, 

which will accurately record the donation and recipient use of shared leave.  The 

system established must afford a clear and accurate record for financial and 

management audit purposes.   

 

The maximum amount of vacation leave allowed to be donated by one individual 

is to be no more than the amount of the individual’s annual accrual rate.  

However, the amount donated is not to reduce the donor’s vacation leave balance 

below one-half of the annual leave accrual rate. 

 

Example: Employee with 5 but less than 10 years of creditable 

service earns 15 vacation days annually.  The employee 

may contribute a maximum of 15 days but may not 

reduce vacation leave balance below 7.5 days. 
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Shared Leave Donation 

Bladen County Human Resources 

 

 
Employee Name:  _____________________________________Department:_______________________ 

 

Position: ____________________________________________ Employee Number: ________________  
 
Requirements for Donating Shared Leave: 

1. I am in a permanent status with Bladen County. 

2. My donation does not reduce me below one-half my annual accrual rate for the 

current year. 

3. I am donating a minimum of two (2) hours. 

4. I understand any of the total amount of leave donated for this person that is not used 

will not be deducted from the donor. 

5. I understand I may donate annual leave to another employee.  I may donate annual or 

sick leave to an employee of Bladen County who is a family member as stated in the 

policy. 

______________________________________________________________________________

_______________ 

Current leave balance (hours) as of: ________________________________________________ 

 

 Annual: __________________________ 

 Sick: ____________________________ 

 

Name of Recipient:______________________________________________________________ 

 

Leave to be transferred:  (Employees may donate allowable annual leave before donating sick 

leave) 

 Hours of Annual Leave: _____________________________ 

 Hours of Sick Leave________________________________ 

 

I authorize the transfer of leave as indicated above in accordance with the Voluntary Shared 

Leave Policy.  I understand that any leave transferred and used cannot be returned to my 

individual account. 

  

_______________________________________________ 

 ____________________________________ 

  Employee Signature         Date   

  

 

Department Head:  Approved _________________  Disapproved___________________ 

 

_________________________________________  ______________________________ 

Signature       Date 
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Human Resources Director:  Approved __________  Disapproved___________________ 

 

__________________________________________ ______________________________ 

Signature       Date 
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1.0 Purpose  To provide guidelines for accumulation and use of sick leave. 

 

2.0 Applicability  To all Bladen County employees 

 

3.0 Policy Sick leave with pay is not a right which an employee may demand but a 

privilege granted by the Board of Commissioners for the benefit of an 

employee, an employee’s spouse or an employee’s dependents when sick or 

injured.  Temporary employees are not eligible for sick leave.   

 

3.1.0     Employees may be granted sick leave for absence due to the following: 

 

3.1.1     Sickness or bodily injury which may prevent an employee from performing 

regular duties. 

 

3.1.2    A reasonable amount of time for attending medical or dental appointments, 

whether for the employee, spouse, child (including step relationships) or 

parent. 

 

3.1.3 The actual period of temporary disability caused or contributed to by 

pregnancy, miscarriage, childbirth, and recovery there from. 

 

3.1.4 Exposure to a contagious disease when continuous work might jeopardize the 

health of others. 

 

3.1.5 Death in the employee's immediate family, not to exceed three (3) 

consecutive days for any one occurrence when Bereavement Leave is 

exhausted. If additional leave time, is needed due to exceptional 

circumstances, Annual Leave may be authorized by the department head. 

Immediate family is defined as wife, husband, mother, father, brother, sister, 

children, grandparents, grandchildren, and guardian.  

 

3.1.6 To care for sick members of the employee's family - a spouse, child 

(including step relationships) or parent. 

 

3.1.7 Sick leave may not be taken until it has been earned and credited to the 

employee's account. 

4.0 Accumulation of Sick Leave 

 

Each regular salaried employee occupying a permanently established 

budgeted position shall earn sick leave on a bi-weekly basis at the rate of one 

(1) day/seven and one half (7.5) hours per calendar month.  Sick leave will be 

cumulative for an unlimited number of days. At the time of separation any 

sick leave owed the County shall be deducted from the employee's final 

compensation. 

 

Sick leave will be credited each pay period to each employee at the end of the 

pay period for which leave is earned. Sick leave may not be taken until it has 

been earned and credited to the employee’s account, unless an advance on 
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leave is specifically granted by the appointed authority.  Part-time employees 

who qualify for retirement benefits shall accrue sick leave on the same 

percentage basis as their percentage of work is to full-time. 

 

5.0 Requests for Sick Leave 

 

5.1  Employees must notify their immediate supervisor or the next level of 

management in his/her absence of all requests for sick leave before the leave 

is taken, or not later than two (2) hours after the beginning of a scheduled 

working day. Messages, texts, or emails are not acceptable.  Notification by 

another employee, friend, or relative is not acceptable except in an emergency 

situation where the employee is physically unable to make the notification. 

Sick leave may be taken only with the approval of the immediate 

supervisor/department head. Leaving messages is not considered satisfactory 

notice. 

 

5.2  The employee's department head or the HR Director may require a statement 

from a physician or other acceptable proof to verify personal illness or that of 

an immediate family member as a condition of approving sick leave. At the 

expiration of an authorized sick leave period, a physical and/or mental 

examination may be required at the county's expense and by a physician of its 

choice to determine if the employee is able to resume his or her normal 

duties. This requires approval from the HR Director.  For sick leave 

extending beyond three (3) consecutive days, a doctor’s statement is required 

and Family and Medical Leave Act procedures will be enacted. 

 

5.3  The minimum amount of sick leave which may be taken at any given time is 

one (1) hour, after which leave may be taken in fifteen (15) minute 

increments. 

 

6.0 Crediting of Sick Leave 

 

6.1 Sick leave earned bi-weekly is allowed as creditable service at the time of 

retirement to employees who are members of the North Carolina Local 

Government Employees Retirement System.  One (1) month of credit is 

allowed for each twenty (20) days of unused sick leave when an employee 

retires, and one (1) additional month is credited for any part of twenty (20) 

days' unused sick leave left over. There is no maximum number of days 

which may be credited. See the Local Government System Retirement 

handbook for more information. 

 

6.2  Unused sick leave earned from another North Carolina government agency 

and/or entity will be accepted and transferred to the county as follows: 

 

6.2.1 There is no maximum number of days that can be transferred. 

6.2.2 The total number of days accepted as transferred will be added to the record 

after completion of six (6) months. 
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6.2.3 Verification of accumulated sick leave must be received in writing from the 

previous employer. 

6.2.4  The transfer must be completed within one (1) years of the employee's last 

working day with the previous employer. 

 

7.0 Termination/Separation 

 

Employees who retire or resign and are not reinstated with the County within 

a period of two (2) years shall lose all sick leave credits. No employee shall 

be paid for any accrued sick leave if the employee is terminated.  

 

See Separation, Disciplinary Action and Reinstatement (Article VII, Section A 

5.3 and 5.4) for separation from service related to sick leave. (Revised 

01/17/2012) 

 

8.0 Family Medical Leave Act (FMLA) 

 

Employees not eligible for sick leave as specified above may qualify for 

annual leave or unpaid leave in accordance with the Family and Medical 

Leave Act of 1993 (FMLA) as outlined in the Family and Medical Leave 

Policy of the Bladen County Policy Manual. 

 

9.0 Workers’ Compensation and Leave with Pay 

 

An employee on Workers’ Compensation or Leave with Pay shall continue to 

accrue sick leave. 

 

10.0 Leave Pro-Rated 

 

Holiday, vacation, and sick leave earned by regular part-time employees with 

fewer hours than the basic work week shall be determined by calculation of 

53% of the accrual time. 
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Article VI:  Employees Benefits 
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1.0 Purpose  To a brief outline of the basic benefits provided by Bladen County.  

 

2.0 Mandatory Benefits  
 

2.1 Old Age and Survivors Insurance (Social Security)  
 

The County, to the extent of its lawful authority and power, shall extend Social Security 

benefits for its eligible employees in accordance with the provisions of the Social Security 

Act. The federal Social Security program provides monthly benefits upon retirement, with 

full benefits available as early as age sixty-five (65) with the age moving upward based on 

your year of birth and reduced benefits available as early as age sixty-two (62).  

 

2.2 Unemployment Compensation  
 

County employees who are laid off or dismissed from the county service may apply for 

unemployment compensation through the local office of the Employment Security 

Commission. Eligibility for unemployment compensation will be determined by the 

Employment Security Commission.  

 

2.3 Workers’ Compensation  
 

Bladen County provides Workers’ Compensation for those employees who may be hurt on 

the job. Workers’ Compensation claims should be filed within 3 days of the injury. Timely 

reporting of the accident ensures the provider gives the right direction for medical treatment. 

Worker’s Compensation provides coverage to all full- and part-time employees to cover 

medical expenses and lost time from work due to work-related injuries.  (See Transitional 

Duty Policy.) 

 

3.0 Benefits  
 

3.1 Insurance Benefits 

 An employee with a permanent, probationary, or work against appointment, may 

enroll in the State of North Carolina Comprehensive Major Medical Plan or PPO 

Health Plan. Dependents’ coverage is also available at group rates paid by the 

employees. 

 

New employees who enroll themselves and dependents within 30 days of 

employment are not subject to a waiting period for pre-existing conditions.  

Employees who separate from County service are deemed to be covered by the State 

health plan as follows:  

• An employee who separates from County service prior to the 16th of the month of 

separation is not be eligible for State health insurance coverage in the subsequent 

month.  

• An employee who separates from County service on or after the 16th of the month 

of separation is eligible for health insurance coverage in the subsequent month.  

More information is available via the State Health Plan website at 

http://statehealthplan.state.nc.us or by contacting the agency/university benefits 

representative.  
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4.0 Retirement Benefits 

 

Bladen County became eligible for health insurance benefits thru the State Health Plan effective July 

1, 2005.  

 

When an employee retires from Bladen County under the Local Government Employees Retirement 

System (LGERS), he/she is eligible for coverage under the State Health Plan if you have at least five 

years of retirement membership service.  Credit for unused sick leave does not count toward this five 

year requirement. 

 

Under current law, if an employee was first hired prior to 10/01/06, and retires with five or more years 

of LGERS membership service, the State will pay either all or most of the cost, depending on the plan 

chosen, for your individual coverage under one of the Preferred Provider Organization (PPO) plans.  

Based on the conditions described above, if an employee was first hired on or after 10/01/06, in order 

to receive individual coverage at no cost, he/she must retire with 20 or more years of retirement 

service credit; if an employee has 10 but less than 20 years of retirement service credit, he/she will pay 

50% of the cost for coverage; and with five but less than 10 years, will have to pay the full cost for 

coverage.  In all cases, the full cost of dependent coverage, if elected, must be paid by retired 

employee. 

 
The Guidance on State Health Plan Changes Effective October 2006 goes into greater detail about this question. 

 

The Teachers’ and State Employees’ Retirement System was created by the North Carolina 

General Assembly in 1941 and was established to provide retirement benefits for teachers and 

state employees in North Carolina. An employee with a permanent, probationary, time-limited 

or trainee appointment, who works at least 30 hours per week for nine months of the year, is 

automatically a member of the State Retirement System.  

Employer and employee contribution percentages are established by the North Carolina 

General Assembly. The employee’s current share of the cost is six percent of salary and is 

automatically deducted from the employee’s paycheck on a before-tax basis.  

 

An employee can retire with unreduced monthly benefits:  

 • At age 65 upon completion of five years of creditable service in the Retirement System,  

 • At age 60 upon completion of 25 years of creditable service, or  

• With 30 years of creditable service at any age.  

An employee can retire with reduced monthly benefits:  

• At age 50 upon completion of 20 years of creditable service, or  

• At age 60 upon completion of five years of membership service.  

Law Enforcement Officers can retire with:  

• Unreduced benefits at age 55 with five or more years of creditable service as an officer 

or after 30 years of creditable service, at any age.  

• Reduced benefits at age 50 with 15 years of creditable service as an officer.  

 

Retirement benefits are fully vested after a member completes five years of membership 

service. Vesting means ownership of benefit in the assets held in your retirement account.  

Vesting does not mean that a member has immediate access to these assets, but merely that a 

member will not forfeit them upon termination of employment. 

 

http://www.nctreasurer.com/NR/rdonlyres/2E252E20-D361-4CCA-AD5C-135C4DCC07EA/0/SHP10106GuidanceRevFinal6508.pdf
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If a member leaves State employment before completing five years of creditable service, he 

or she may: 

 Request a refund of only the employee contributions, with such amount subject to any 

income taxes and early withdrawal penalties, unless the member requests a trustee-to-

trustee transfer (direct rollover) of the refund to an IRA or another qualified plan that 

will accept the transfer,  or  

 Leave the contributions in the Retirement System in anticipation of a return to State 

service in the future. 

 

A vested employee who terminates employment may elect to leave his or her contributions 

with the Retirement System and receive a retirement benefit starting at age 50 with at least 20 

years of creditable service or, otherwise, at age 60. 

 

Disability Retirement 

Employees applying for disability retirement who exhaust FMLA and are on a leave 

without pay status shall be responsible for paying the appropriate medical premium.  

Workers’ Compensation time while individual is in an active status with the County will 

be considered for purposes of the above, even though the retirement system does not 

recognize this time toward unreduced benefit calculation. 

 

Employees who retire with unreduced benefits (including disability retirement with 

unreduced benefits) from the Local Government Retirement System and have worked the 

20 continuous years immediately prior to retirement with Bladen County are eligible for 

the following health coverage contribution. 

 

5.0 Death Benefit 

 

If an employee should die while in active service while being paid salary (or within 180 

days of the last day for which the employee is paid salary), after one year as a 

contributing member, the beneficiary will receive a single lump sum payment.  The 

payment equals the highest consecutive 12 months’ salary during the 24 months before 

the member’s death, but no less than $25,000 and no more than $50,000. 

 

The Department of the State Treasurer, Retirement Systems Division, publishes a 

handbook detailing retirement benefits.  The book, “Your Retirement Benefits,” is 

available via the Retirement Systems Division website or through the agency benefits 

representative. 

 

Visit the website:  http//ncdst-webt.treasurer.state.nc.us/ret/frest.htm 

 
6.0 Law Enforcement Officers' Separation Allowance  

 

The County shall provide a special separation allowance to qualified officers who retire early or 

who leave service and who meet all of the following qualifications  

a. The officer must have completed thirty (30) years or more of creditable service or have 

attained fifty-five (55) years of age and completed five (5) or more years of creditable 

service.  
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b. The officer must not yet be age sixty-two (62).  

c. The officer must have completed at least five (5) years of continuous service as a law 

enforcement officer immediately before service retirement  

Payment of the separation allowance will cease if the officer (1) reaches age sixty-two (62), (2) 

dies, or (3) is reemployed in any capacity by the state of North Carolina or any of its political 

subdivisions. 

  

7.0 Supplemental Retirement Income Plan for Law Enforcement Officers  

 

All law enforcement officers automatically become members of the State Supplemental 

Retirement Income Plan on the date of hire.  

 

8.0 Benefits--Other (Fixed)  

 

Bladen County, as the employer, provides the following additional benefits to employees:  

Section 401(K) Plan, Supplemental Retirement Income Plan of North Carolina--Provides an 

automatic contribution by the employer for all participating members of the Local Government 

Employees' Retirement System  

 

Additional deductions or benefits may be allowed at the option of the employee, under the 

provisions of the insurance contracts, and their cost may be deducted from the employee's pay:  

A. Miscellaneous Insurance (Ameritas Dental, Aflac, Colonial, Nationwide, Cafeteria) 

B. Credit Union  

C. United Way contributions 

D. Life Insurance  

 

The benefits listed in this policy and others that may be offered are subject to change or 

termination at any time. Plan documents will be the determining factor if there should be 

conflicts. 
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Bladen County         

Personnel Policy Manual                 Effective:  01/01/2012 

 

  

BREAKS 

 
5.0 Purpose 

  

To provide guidelines and state the purpose for allowing breaks.  Breaks are given to allow an 

employee to stop work for a short period to collect their thoughts and rest. 

 

6.0 Applicability 
  

All employees of Bladen County are covered by this policy. 

 

7.0 Policy 
  

Employees will be allowed to take a 15-minute break in the morning and a 15-minute break in the 

afternoon between the hours of 9:30 and 11:00am and 2:00 and 3:30pm.  Employees may be 

granted breaks outside this schedule with supervisory approval.  Employees are not allowed to 

leave the work place premises during their break time.  If an employee is leaving the work place, 

they are required to take personal leave and follow policy requirements for requesting time off. 

 

BREAK TIMES SHALL NOT BE COMBINED WITH THE BEGINNING OR ENDING 

OF THE WORK DAY.  BREAKS ARE NOT GUARANTEED DEPENDING ON 

DEPARTMENTAL WORKLOAD. 
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1.0 Purpose  To establish Bladen County’s procedures for paid holidays. 

 

2.0 Applicability This policy applies to all Bladen County employees 

 

3.0 Policy All salaried employees appointed to permanently established positions whose 

normal schedule would cause them to work on the day on which the holiday 

falls if the office was open, are eligible for seven and one-half (7.5) hours 

(prorated for those working less than 37.5 hours) of holiday pay for the 

following holidays or paid at a rate of “double time” when scheduled to work 

on an observed holiday.  

 

3.1   Paid Holidays Observed 

 

The following holidays, and such others as the Board of County 

Commissioners may designate, shall be observed by county offices and shall 

be counted as hours worked, but will not be added into the calculation of 

hours worked for overtime purposes.  The County will follow the same 

Holiday schedule observed by State Employees. 

 

                                   New Year's Day                                      Labor Day 

                                   Martin Luther King, Jr.'s Birthday         Veterans Day 

                                   Good Friday                                           Thanksgiving (two days) 

                                   Memorial Day                                        Christmas (two or three days) 

                                   Independence Day 

 

        3.2   Religious Observances 

 

Employees who wish to use leave for religious observances must request 

leave from their respective Department Heads. The Department Head will 

attempt to arrange the work schedule so that an employee may be granted 

annual leave for the religious observance. Annual leave for religious 

observance may be denied only when granting the leave would create an 

undue hardship for the County. 

 

4.0 Effect of Holidays on Other Types of Paid Leave 

 

Regular holidays that occur during an annual, sick, or other paid leave period 

of any employee of the County shall not be charged as annual, sick or other 

paid leave. An employee on unpaid leave is not entitled to holidays. Holiday 

pay is not applicable if on leave without pay either the day prior to or after the 

holiday. 

 

 

 

 

5.0 Holidays --When Work Is Required 
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If a non-exempt employee works a full day on one of the above holidays, the 

employee will receive regular pay for each hour worked and a day off with 

pay in lieu of the holiday pay to be taken at a later time.  The day off with pay 

will be scheduled at a time mutually agreeable to the employee and the 

Department Head, within 30 days of the holiday. 

  

Employees who work shifts for Communications, Emergency Medical 

Services and the Sheriff’s department and who must work on the holiday will 

be paid for the holiday two times their hourly rate. 

 

Communications, EMS, and law enforcement personnel (those on 28 day/168 

or 170 hour schedules) will be paid 12 or 8.5 hours respectively holiday pay, 

even if not scheduled to work due to the nature of their schedules. 

 

6.0 Leave Pro-Rated 

 

Holiday, vacation, and sick leave earned by part-time employees with fewer 

hours than the basic work week (37.5 hours) shall be determined by using the 

following formula: 

 

1. The number of hours worked by such employees shall be divided by the 

number of hours in the basic work week (usually 37.5 hours) to determine 

pro-rated percentage of leave earned. 

 

2. The pro-rated percentage in step 1 will then be multiplied by the number of 

hours of leave earned by full time employees. 
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1.0 Purpose  To provide the County’s benefits for those employees injured on the job as 

a                               result of a compensable accident and who lose time 

from work, in addition to the benefits provided by the Workers’ 

Compensation law. 

 

2.0 Applicability  To all employees of Bladen County 

 

3.0 Policy             Workers’ compensation is provided by statute to all County employees. It 

is egulated by the North Carolina Industrial Commission. Workers’ 

Compensation provides payment of medical expenses and two-thirds (2/3) 

of weekly loss of earnings up to a maximum established yearly by the 

Commission. 

          
The burden of proof is on the employee to establish as fact that he or she 

suffered an injury by accident and it arose out of and in the course of 

County employment.  Some occupational diseases are recognized as long 

as the disease is due to causes and conditions characteristic to the 

employment. The burden of proof is on the employee to establish as fact 

that he or she suffered an injury by accident and that it arose out of and in 

the course of County employment. Some occupational diseases are 

recognized as long as 

 

3.1 It is the responsibility of the employee to immediately report to a 

supervisor or department head any injury or illness as described above. 

This information must then be reported immediately to the designated 

County office and appropriate paperwork completed. All medical 

treatment must be approved by the workers’ compensation insurance 

administrator. In case of an emergency, the employee should be 

transported immediately to the nearest emergency medical facility. The 

employee’s supervisor or department head shall contact the emergency 

facility with instructions on submitting the medical records and charges. 

 

4.0 Compensation 

 

4.1 A Personnel Action Form must be submitted placing the employee on 

leave without pay and reinstating the employee as appropriate. 

 

4.2 The Workers’ Compensation Act provides that no compensation will be 

due the injured employee for the first seven (7) calendar days away from 

work, unless this time exceeds twenty-one (21) calendar days. Refer to 

section 5.0 for guidelines regarding provisions for paid leave during the 

seven day waiting period. No compensation will be paid for time away 

from work without authorization by the approved treating physician. 
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4.3 Workers’ Compensation pays up to two-thirds (2/3) of average weekly 

wages as established at the time of the injury. 

 

4.4 The employee is not required to pay any medical charges on the approved 

workers’ compensation claim. All payments made on a compensable claim 

must be approved by the Industrial Commission. All medical charges must 

be submitted to the administrator for payment on the proper forms 

approved by the Commission. 

 

5.0 Workers’ Compensation Leave 

 

 5.1  Leave on the Day of Injury  

 

No leave is charged on the day of the injury if the treating physician 

instructs the employee not to return to work; otherwise the employee is 

expected to return to work. If the employee is not to return to work, he/she 

shall: obtain a written statement from the physician indicating that the 

employee must not return to work and · present the statement to the 

supervisor as soon as possible. 

 

5.2 An employee may take leave without pay subject to the leave without pay 

limit of six (6) months and receive any workers’ compensation benefits to 

which he/she is entitled. If the absence is expected to extend beyond 

twenty-one (21) calendar days, the employee must go immediately into a 

leave without pay status and begin receiving workers’ compensation 

benefits on day one. 

 

5.3 An employee with a workers’ compensation injury/illness that is not 

expected to extend beyond the twenty-one (21) calendar days shall be 

permitted to use available paid sick and/or vacation leave for the first 

seven (7) calendar days of the leave. Once the employee begins drawing 

workers’ compensation pay, the employee will not be allowed to use sick 

or vacation leave. 

 

5.3.1   An employee absent from duty because of sickness or disability as defined 

by the North Carolina Workers' Compensation Act may elect to use 

accrued sick leave or vacation leave during the first waiting period.   

 

On June 12, 2003, the State of North Carolina passed Session Law 

2003169–Adverse Reactions to Smallpox Vaccination. As a result, 

Workers’ Compensation benefits now specifically include infection with 

smallpox, infection with vaccinia (the virus in smallpox), or any adverse 

medical reaction when the infection or adverse reaction is due to the 

employee receiving in employment vaccination against smallpox, as an 

occupational disease for purposes of Workers’ Compensation Leave. This 

policy provision applies only to employees who receive an employment 
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vaccination against smallpox pursuant to the Homeland Security Act and 

the National Smallpox Vaccination Program. 

 

If an employee, who participates in the above program to take the vaccine, 

and as a result of taking that vaccine, becomes ill such that absence from 

work is required the employee shall be granted additional paid sick leave 

days for such absence, up to seven (7) days, to cover the waiting period 

under the Workers’ Compensation Act. 

 

Should an employee contract vaccinia (the virus in the smallpox vaccine) 

by living in the same house as someone who has been vaccinated as part 

of the program, such employee shall be permitted to use available paid 

sick and/or vacation leave for any time away from work. No additional 

time will be provided. 

 

5.4    In no case will an employee be allowed to buy back from the County leave 

used during any period of absence due to a workers’ compensation injury 

or illness.  

 

5.5   If the injury results in a period of disability which causes the Workers' 

Compensation weekly benefit to be allowed retroactively to the date of the 

disability, the amount of compensation paid by the Plan Administrator for 

the first seven days shall be deducted from the employee's future County 

salary. 

 

5.6  Temporary employees will go directly to a leave without pay status and 

will receive all benefits for which they are eligible under the Workers’ 

Compensation Act. 

 

5.7   Any period of leave without pay for a workers’ compensation disability 

that qualifies as a “serious health condition” under the Family and Medical 

Leave Act (FMLA) will run concurrently with FMLA leave. 

 

6.0 Benefits while on Workers’ Compensation 

 

6.1   An employee in a leave without pay status due to Workers’ Compensation 

will retain all sick and vacation leave while receiving workers’ 

compensation benefits. 

 

6.2    Upon return to work, an employee’s salary will be computed on the basis 

of the last salary plus any salary increase to which the employee would 

have been entitled during the absence covered by the workers’ 

compensation benefits. 

 

6.3   Individual hospitalization and life insurance provided for the employee by 

the County during regular pay status will be provided while on workers’ 
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compensation leave. Family hospitalization and family life insurance 

coverage may be continued at the employee’s option and expense. 

 

6.4  If an employee is determined to be disabled for the long term, an 

application for waiver of premium for the life insurance should be 

submitted to the carrier. 

 

6.5  Bladen County’s personnel policies shall continue to apply to an employee 

on workers’ compensation leave in the same manner as they would apply 

to any employee who continues to work or is absent while on some other 

form of leave. 

 

6.6  While on workers’ compensation leave, an employee does not receive 

retirement credit. 

 

6.7  While on workers’ compensation leave, an employee is in pay status and 

will continue to receive longevity credit. 

 

6.8  Vacation and sick may still accrue. If the employee does not return from 

workers’ compensation leave, vacation leave accumulated only during the 

first twelve months of workers’ compensation leave will be exhausted by a 

lump sum payment, along with other unused vacation leave which was on 

hand at the time of the injury. 

 

6.8.1  Leave in excess of 225 hours: Since the employee is on workers’ 

compensation leave and is not able to schedule vacation time off, the 

accumulation may in some cases exceed the 225 hours maximum that can 

be carried forward. It shall be handled as follows: 

 

The 225 hour maximum to be carried forward to the next calendar year 

may be exceeded by the amount of vacation accumulated during workers’ 

compensation leave. The excess may be used after returning to work or 

carried on the leave account until the end of the calendar year at which 

time any excess vacation shall be converted to sick leave. 

 

If the employee separates during the period that excess vacation is 

allowed, the excess leave to be paid in a lump sum may not exceed the 

amount accumulated during the first twelve months of workers’ 

compensation leave. 
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Bladen County 
Personnel Policy 

 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

Article VII:  Separation/Discipline/Complaint 

Resolution 
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1.0 Purpose To provide County employees and management a fair, clear and                                   

useful tool for dealing with separation of employment. 

 

2.0 Applicability  All County employees, with the exception of employees covered by the State 

Personnel Act  

3.0 Definitions 

 

               3.1   Voluntary separations are either by resignation or retirement. 

               3.2  Involuntary separations are by reduction in force, disability, dismissal, or 

death. 

 

4.0 Types of Separation 

 

All separations of employees from positions in the service of the County shall 

be designated as either voluntary or involuntary. Employees may be 

voluntarily separated from County service by either resignation or retirement. 

Employees may be involuntarily separated from county service by reduction 

in force, disability, dismissal, or death. 

 

4.1   Resignation 

 

Employees may resign either in "Good Standing" or "Not in Good Standing." 

 

4.1.1  Resignation in Good Standing occurs when an employee submits a letter of 

resignation a minimum of ten (10) working days prior to the effective date of 

resignation. Such notice shall be provided to the Department Head (or in the 

case of Department Heads, to the Human Resources Director, and the 

appropriate governing body, if applicable).  Employees who resign in Good 

Standing may be considered for future employment with the county. 

 

4.1.2  Resignation Not in Good Standing occurs when: 

 

1. An employee fails to submit a letter of resignation at least ten (10) 

working days prior to the effective date of resignation; 

2. An employee fails to report to work one (1) working day following a 

leave of absence without pay; 

3. An employee is absent from work three (3) consecutive working days 

without authorized leave; or 

 

4.1.3  An employee who resigns from county employment "Not in Good Standing" 

is normally ineligible for future employment with the county. 

 
4.1.4  Last day of physical employment is considered the termination date. 

 

4.2   Retirement 
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When an employee meets the conditions set forth under the provisions of the 

Local Government Employees Retirement System (LGERS) adopted by the 

Board of County Commissioners for county employees, he or she may elect 

to retire and receive all benefits earned under the retirement plan. Retirement 

may be based upon age or length of service. 

 

4.3  Reduction in Force  

 

4.3.1  The Board of County Commissioners or the County Manager may find it 

necessary to reduce the number of employees based on reduction or 

elimination of funds; reduced or revised workloads; or a decision by the 

County to reduce either its level of service or staff. 

 

4.3.2 A specific plan will be developed for each planned reduction in force which 

will establish the functions and positions to be retained and establish lists of 

employees who are to be separated, laid off, or work reduced hours. 

 

1. The plan will be developed by the County Manager and approved by the 

Board of County Commissioners. 

2. The plan will specify retention and separation factors. Possible factors may 

include performance evaluations, qualifications to perform additional work 

activities within the same or similar program areas, organizational needs, 

and/or continuous county service. 

3. Part-time jobs may be eliminated or combined, but part-time employees need 

not be separated to preclude the separation of full-time employees. 

4. No regular employee shall be separated while there are temporary employees 

serving in the same class in the department, unless the regular employee is 

not willing to transfer to the position held by the temporary employee. 

5. When a reduction in force is proposed to the Board of County 

Commissioners, the County Manager will inform all employees in the 

affected department that a plan is being considered. Upon approval, but in no 

case less than thirty (30) days prior to the reduction in force, the affected 

employees will be provided written notices of how the plan affects them. 

6. Employees involuntarily separated by a reduction in force may apply for 

reemployment if qualified for a vacant position.  Employees who are rehired 

will be reinstated with full benefits when the separation period is not greater 

than three (3) years.   

 

5.0 Disability 

 
5.1  An employee may be separated for disability when unable to perform 

required duties because of a physical or mental impairment. The employee or 

the County may initiate action for disability separation, but in all cases, 

consideration for disability separation shall be supported by medical evidence 

as certified by a competent physician. The County may require a physical 

and/or mental examination at its expense and by a physician of its choice. 

Before an employee is separated for disability, a reasonable effort shall be 

made to locate alternative positions within the County’s service for which the 
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employee may be suited.  The County shall comply with the intent, rules and 

regulations of the Americans with Disabilities Act. 

 

5.2  An employee who has exhausted sick leave and annual leave may be put on 

leave of absence without pay for disability reasons (see Leave without Pay 

policy). 

 

5.3  An employee may be separated from service after six (6) months on medical 

leave without pay, or upon commencement of disability payments, which 

ever occurs first. 

 

5.4 An employee on leave for twelve (12) months may be terminated at the end 

of that time whether he/she has any type of paid time remaining, unless it is a 

Workers’ Compensation case.  Workers’ Compensation cases will be looked 

at on an individual basis to determine termination date.   

 

6.0 Discipline and Dismissal   (See Section 3.0 “Conditions of Employment Policy”) 

 

It is the intent of Bladen County in establishing this section of the policy to 

provide for County employees and management a fair, clear and useful tool 

for correcting and improving performance problems, as well as, to provide a 

process to assist management in handling cases of unacceptable personal 

conduct. 

 

Any disciplinary action taken in accordance with this policy must be for just 

cause under one of the two following bases: 

 

 discipline imposed on the basis of unsatisfactory job performance 

including, but not limited to gross inefficiency; and 

 discipline imposed on the basis of unacceptable personal conduct. 

 

6.1       The County has established two (2) types of employee actions that require 

discipline. 

 

6.1.1  Employee actions subject to first offense suspension, dismissal, or demotion: 

An employee may be suspended, demoted, or dismissed for reasons of 

personal misconduct without prior warning or disciplinary action having been 

given to the employee. An employee who has successfully completed the 

probationary period and is dismissed on a first offense will be offered the 

opportunity to appeal in accordance with the complaint procedure. 

 

a. An employee may be immediately suspended by the Department Head for 

causes related to personal misconduct in order to avoid undue disruption 

of work, to protect the safety of persons or property, or for other serious 

reasons. When a Department Head immediately suspends an employee 

without notice, the employee shall be required to leave County property at 

once and remain away until further notice. The Department Head shall 

notify the Human Resources Director immediately. A written summary 



 

 

Employee Benefits - Page 112 of 211 

 

giving the circumstances and the facts leading to the immediate 

suspension shall be prepared. One (1) copy shall be delivered to the 

employee by certified mail, one (1) copy shall be filed in the employee's 

personnel file, and one (1) copy shall be filed with the Human Resources 

Director. 

 
 

For causes related to Personal Misconduct and Failure in Performance of Duties, 

see Article VIII - Conditions of Employment, 3l0 General Rules of Conduct. 

 

 

6.1.2 Employee actions subject to progressive discipline: The system of progressive 

discipline does not apply to probationary or temporary employees who may 

be separated at any time. Progressive discipline may result when an 

employee's work performance is unsatisfactory over a period of time and 

improvement is not shown after the Department Head has notified the 

employee in what way the employee's work is deficient and what must be 

done if the work is to be satisfactory. The following steps of progressive 

discipline will be followed when violations are minor. When flagrant 

violations occur, discipline may begin at any stage up to and including 

suspension. 

 

Upon discovering any action or alleged action that leads to discipline, the 

Department Head will determine whether or not disciplinary action is 

required and at which stage progressive discipline will begin. 

 
a. If disciplinary action is required, the first step shall be for the employee's 

immediate supervisor to issue an oral warning to the employee.  (Not 

considered Disciplinary Action). 

 

b. If the oral warning does not result in improved performance, a written 

warning will be issued by the supervisor, specifying the employee's 

performance deficiencies and the steps required to achieve satisfactory 

performance. The employee will be asked to sign a confirmation of 

receipt of the written warning. If the employee refuses to sign, it will be 

so noted, and attested to by a witness (preferably another supervisor) that 

a written warning was given to the employee.  (Not considered 

Disciplinary Action). 

 

c. If performance still does not improve, a final written warning will be 

given.  (This is Disciplinary Action). 

 

d. If performance still does not improve, the employee may be suspended 

without pay for a period of up to ten (10) working days, or the 

Department Head may recommend to the Human Resources Director that 

the employee be dismissed. Suspension or dismissal shall be a joint 

decision between the Department Head, Human Resources Director and 

County Manager. (This is Disciplinary Action). 
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6.2  Before disciplinary action to include suspension without pay, disciplinary 

demotion, or dismissal is taken for unsatisfactory performance, the 

Department Head shall provide the employee with a written notice of 

proposed disciplinary action, which will include the nature of the proposed 

action, its recommended effective date, the reason(s) for the action, and a date 

and time for a pre-disciplinary conference. The employee may present any 

response to the proposed disciplinary action to the Department Head. The 

Department Head will consider the employee's response, if any, to the 

proposed disciplinary action, and will, within three (3) working days of the 

pre-disciplinary conference, notify the employee in writing of the final 

decision to take disciplinary action. The notice of final disciplinary action 

shall contain a statement of the reason(s) for the action and the employee's 

appeal rights. The Human Resources Director will be provided with a written 

notice of action taken. 

 

6.2.1  On occasion, dismissals of General County employees may be preceded by 

suspension with or without pay for not more than three (3) work days, 

pending completion of an investigation by the appointing authority. If a 

dismissal is warranted by a Department Head, a written summary of the 

circumstances and facts leading to the dismissal shall be prepared. A copy of 

the summary shall be delivered to the employee by certified mail and one 

copy shall be filed in the employee's personnel file.  The final letter becomes 

public record. 

 

6.2.2  All dismissals of employees subject to the State Personnel Act shall be in 

accordance with Organization of Personnel Policies and the Classification 

Plan of the Personnel Policies for Local Government Employees subject to 

the State Personnel Act. The Human Resources Director shall be provided 

with a copy of all documents pertaining to dismissal action. 

 

7.0 Death 
 

The estate of an employee who dies while employed by the County will be 

provided benefits and compensation due to the employee at the time of the 

employee's death. 

 

8.0 Investigatory Suspension  

 

8.1  Investigatory suspension with pay may be used to provide time to investigate, 

establish facts, and reach a decision concerning an employee's status. 

Investigatory suspension may be appropriately used to provide time to 

schedule and hold a pre-dismissal conference. Also, the county may elect to 

use an investigatory suspension to avoid undue disruption of work or to 

protect the safety of persons or property. An investigatory suspension with 

pay shall not exceed ten (10) calendar days. If no action has been taken by 

management by the end of ten (10) calendar days, one of the following must 

occur: reinstatement of the employee; appropriate disciplinary action based 



 

 

Employee Benefits - Page 114 of 211 

 

on the results of the investigation; or reinstatement of the employee with at 

least one (1) full day’s pay deducted , but not more than two (2) weeks pay 

deducted for non-exempt employees and a minimum of one full work week 

for exempt employees, but not more than (2) weeks pay deducted from the 

back pay. 

 
8.2  Investigatory suspension of an employee shall not be used for the purpose of 

delaying an administrative decision on an employee's work status pending the 

resolution of a civil or criminal court matter involving the employee. 

 

9.0 Separation Procedure 
 

Prior to separation, an employee separating from employment with the 

County must have an exit interview with the Human Resources Director or 

his / her designee. Any County property in the employee's possession shall be 

returned to the County prior to separation. If the separation is involuntary, the 

employee will be informed of the right to appeal. 

 

10.0 Employee Appeal 

 

A regular employee wishing to appeal a demotion, suspension, or a dismissal 

may present the matter using the Complaint Resolution procedure.  

Employees who fall under the auspices of the State Personnel Act, shall 

follow their respective individual Departmental policy regarding “Employee 

Grievances and Appeals”.  

Dismissal Letter – Public Information 

If an employee is dismissed and appeals his dismissal through the agency 

grievance procedure, the final agency decision shall set forth the specific acts 

or omissions that are the basis of the employee’s dismissal.  In addition, the 

employee shall be informed in the final agency decision letter that the final 

agency decision letter is a public record and that the agency is required by 

law to release it pursuant to any public record requests. 

 

11.0. Reinstatement 

 
11.1  An employee who resigns while in good standing may be reinstated with the 

approval of the Department Head, the County Manager, the Human 

Resources Director and in the case of employees subject to the State 

Personnel Act, in accordance with Personnel Policies for Local Government 

Employees and be eligible to resume full benefits within two (2) years of the 

date of separation. An employee who is separated because of a reduction in 

force may be reinstated and be eligible to resume full benefits within three (3) 

years of the date of separation. 

 

11.2  An employee who enters extended active duty with the Armed Forces of the 

United States, the Public Health Service, or with a reserve component of the 



 

 

Employee Benefits - Page 115 of 211 

 

Armed Forces will be granted reinstatement rights provided under federal 

law. 

 

11.3  An employee who is reinstated will be credited with previous service and 

previously accrued sick leave and will receive all benefits provided in 

accordance with this policy and under supplementary rules and 

regulations.  The salary paid a reinstated employee will be as close as 

reasonably possible, given the circumstances of each employee’s case, to 

the salary step previously attained by the employee in the salary range for 

the previous class of work, and any across-the-board pay increases for 

which the employee may have been eligible. 
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1.0 Purpose    
Bladen County is committed to providing employees an effective and 

responsive complaint process. The appeals policy provides an adequate and 

fair means for hearing matters of concern for General County employees. 

 

2.0 Applicability    This procedure applies to all departments and all permanent employees of the 

County, excluding those positions who are subject to the State Personnel Act  

unless otherwise specified. 

 

3.0 Definitions 

 

3.1 A claim or complaint alleging an event or condition which affects the                    

circumstances under which an employee works, allegedly caused by                   

misinterpretation, unfair application, or lack of established policy pertaining 

to employment conditions. A complaint may involve allegations of safety or 

health hazards, unsatisfactory physical facilities, surroundings, materials or 

equipment, unfair or discriminatory supervisory or disciplinary practices, 

unjust treatment by fellow workers, unreasonable work quotas, or any other 

inequity relating to conditions of employment subject to the control of the 

County. 

 

4.0 Policy 

Prior to filing a formal complaint, employees are encouraged to discuss their 

concerns with their supervisors. Every non-probationary employee shall have 

the right to present a complaint in accordance with these procedures, with or 

without a representative at his own expense, free from interference, coercion, 

restraint,          discrimination, penalty, or reprisal.  

 

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

a) Providing employees with a procedure by which their complaints can be 

considered promptly, fairly, and without reprisal; 

b) Encouraging employees to express themselves about the conditions of 

work which affect them as employees;   

c) Prompting better understanding of policies, practices, and procedures 

which affect employees;  

d) Increasing employees confidence that personnel actions taken are in 

accordance with established, fair, and uniform policies and procedures;  

e) Increasing the sense of responsibility exercised by supervisors in dealing 

with their employees; 

f) 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  
g) 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. 

5.0 Procedure 
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When an employee has a complaint, the following successive steps are to be 

taken. The number of calendar days indicated for each step should be 

considered the maximum, unless otherwise noted, 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 the employee shall be 

considered to be the step at which the complaint is resolved. A decision to 

rescind a disciplinary suspension, demotion or dismissal must be approved by 

the appointing authority before the decision becomes effective. 

 

5.1  Step One. An employee must file a complaint in writing, with the immediate 

supervisor within ten (10) work days of the date of the incident giving rise to 

the complaint. If the employee alleges sexual harassment by the immediate 

supervisor, the employee may file the complaint with the Human Resources 

Director, as set forth in the Unlawful Workplace Harassment policy. If the 

complaint concerns an appeal of a dismissal, it shall be filed directly with the 

appointing authority at Step Three. The immediate supervisor shall meet with 

the employee within five (5) days of receipt of the complaint and attempt to 

resolve it informally. If informal resolution efforts fail, the immediate 

supervisor shall issue a written decision on the complaint not later than five 

(5) work days following the meeting. 

 

5.2  Step Two. If the complaint is not resolved to the satisfaction of the employee 

at Step One, the employee may file the complaint in writing with the 

Department Head within five (5) days of receipt of the immediate supervisor's 

written decision. The complaint shall state concisely the basis for the 

complaint and, if based on alleged discrimination, indicate whether the 

alleged discrimination was based on race, color, religion, gender, national 

origin, political affiliation, non-disqualifying handicap, or age. The 

Department Head shall meet with the employee within five (5) work days of 

receipt of the Step Two complaint, shall review the decision at Step One, and 

shall make an independent determination of the merits of the complaint. 

Within ten (10) days of the meeting with the employee, the Department Head 

shall issue a written decision. To ensure compliance with the chain- of-

command process, an employee present the grievance as stated in Step 1 and 

2, prior to referring the grievance to the county manager, unless pertaining to 

sexual harassment. 

 

5.3  Step Three. If the employee is dissatisfied with the response at Step 2, the 

employee may forward the written complaint to the County Manager, Human 

Resources Director or the corresponding appointing authority (Sheriff or 

Register of Deeds) within five (5) days of receipt of the Step 2 decision. The 

employee may request a decision from the County Manager or other 

appointing official directly, or may request a hearing before the Personnel 

Advisory Committee with a recommended decision by the committee.  If the 

employee requests a decision directly, the county manager or other appointing 

authority will render a written decision within fifteen (15) days of receipt of 

the grievance.  If the employee or the appointing authority requests the 

service of the Personnel Advisory Committee, the procedures set forth in 

Section 5.4 of this article will apply.  
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5.4   Personnel Advisory Committee Procedure (See Addendum A for 

Organization of Advisory Personnel Board) 

 

There is an established Personnel Advisory Committee, with the authority to 

hear employee grievances and make recommended decisions to the county 

manager or appointing authority.  An employee, the County Manager, or the 

appointing authority may request the hearing, which shall be transcribed or 

recorded.  All employees are entitled to legal representation but not 

necessarily by the County Attorney.  The County of Bladen is the County 

Attorney’s client.  The hearing shall be conducted within thirty (30) days 

from the date the hearing is requested, during regular working hours of the 

county. 

 

The Personnel Advisory Committee, the griever, and any person whose 

alleged conduct is the cause of the complaint (directly or indirectly), or 

affected by the grievance, shall have the right to attend the hearing.  The 

hearing shall be closed to the public.  The hearing shall be conducted by the 

Chairperson, vice-chairperson of the Committee, when available.  If 

unavailable, members present shall agree on a Chairman to lead the hearing.  

The Personnel Advisory Committee shall submit their recommended decision 

to the County Manager or other appointing authority within fifteen (15) 

working days of the hearing.  The employee will sign and date a copy of the 

Personnel Advisory Board’s response to acknowledge receipt thereof, and a 

notation will be made in the employees personnel file that the employee has 

been informed of the Personnel Advisory Committee’s decision 

         

6.0 Unlawful Workplace Harassment   

 

6.1  When an employee, former employee, or applicant believes that any 

employment action discriminates illegally (i.e. is based on age, gender, race, 

color, national origin, religion, creed, political affiliation, or non-

disqualifying handicap), he or she has the right to appeal such action using 

the complaint procedure outlined in this policy. While such persons are 

encouraged to use the complaint procedure, they shall have the right to appeal 

directly to the Human Resources Department and/or the County Manager. An 

employee or applicant should appeal an alleged act of discrimination within 

thirty (30) calendar days of the alleged discriminatory action.  (Refer to the 

Unlawful Workplace Harassment policy). 

 

7.0 Finality of Decision 

 

a) The Committee’s written decision must contain the reasons for its 

determination and a statement of the evidence upon which it relied.  

Upon receiving the recommended decision of the Personnel Advisory 

Committee, the County Manager or other appointing authority shall 

notify the employee and department head, in writing, of the final 

decision.  The final decision will be furnished within ten (10) working 
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days of receipt of the recommended decision of the Personnel 

Advisory Committee. 

 

b) If the employee is dissatisfied with Step 3 of the appeals procedure, 

the employee may appeal their written grievance to the County 

Commissioners within five working days of receipt of the decision of 

the County Manager or appointing authority.  The County 

Commissioners may accept the decision of the County Manager or 

appointing authority, or may arrange a time to hear the grievance and 

respond to the griever within ten (10) working days.  There will be no 

appeal from this determination.  

 

 

 

 

8.0     Documentation and Maintenance of Records 

 

The response from each supervisory level for each step in the formal 

complaint process shall be documented in writing and signed and 

dated by the supervisor. In addition, the employee shall sign a copy of 

the document to acknowledge receipt thereof. The responder at each 

step shall send copies of the complaint and responses to the Human 

Resources Department. 

 

All documentation, records, and reports will be retained for a 

minimum of three (3) years and shall be held by the County in the 

Human Resources office. These records will be subject to review by 

the complainant, the employee's Department Head, the County 

Manager or the other appointing authority, and the Board of County 

Commissioners. 

 

9.0   Other Remedies 

 

The existence of the complaint resolutions procedure does not 

preclude any individual from pursuing any other remedies available 

under the law.  
 

 

Addendum A:  Organization of Personnel Advisory Board 

 
The Commissioners may appoint a Personnel Advisory Board to consist of three (3) members.  

Members of the Personnel Advisory Board shall be appointed by the Commissioners for staggered 

terms of three years.  A member of the Personnel Advisory Board may be removed only by the 

Commissioners for cause and after being given a written statement of the charges and a public 

hearing thereon, if so requested.  Vacancies in an unexpired term shall be filled by the 

Commissioners by appointment for the remainder of the term. 
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Each member of the Personnel Advisory Board shall be a qualified voter of the county and shall be 

known to be in sympathy with the merit principle of personnel administration.  No person who has 

actively participated in the immediately preceding municipal election by seeking office, soliciting 

funds or votes, either by letter, telephone, personal contact or speeches, in behalf of any candidate for 

county office, and no county employee or officer shall be eligible to serve on the Personnel Advisory 

Board.  No lawyer practicing in any of the criminal courts of the county shall serve on the Board.  

One member of the Personnel Advisory Board shall have had experience in public or private 

personnel administration.  Any member of the Personnel Advisory Board who becomes a candidate 

for political office, or actively participates in county election, in the manner heretofore set forth, shall 

be deemed to have vacated his or her position as a member of the Personnel Advisory Committee.  

Members of the Personnel Advisory Board shall be eligible for two consecutive three year terms on 

the board and may be extended at the discretion of the County Commissioners. 

 
The Personnel Advisory Board at the first meeting in each fiscal year shall elect a Chairperson and 

Vice-Chairperson.  Travel expenses to the meetings shall be paid to the Personnel Advisory Board 

members, whose rate is set the same as all county employees. Meetings shall be held from time to 

time as necessary, and two (2) members shall constitute a quorum.  Members of the Personnel 

Advisory Board shall appoint a person to serve as ex-officio and secretary to the Board, and shall 

perform such duties as the Board may direct. 

 

The Personnel Advisory Board shall: 

 

1) Advise the Commissioners on county personnel problems. 

 

2) Conduct grievance hearings upon the request of discharged, suspended or demoted county 

employees. The Board shall have all powers necessary to complete investigation of the action 

taken, including the power to call and examine witnesses and papers.  The Board shall inform 

the employee and the County Manager in writing of its findings and recommendations. 

 

3) Keep an adequate record of all of its proceedings, findings and recommendations. 

 

4) Maintain strict confidentiality of all information obtained at hearings. 
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Bladen County 
Personnel Policy 

 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

Article VIII:  Workplace Environment 
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1.0 Purpose This policy covers the use of all Bladen County technology resources. It                               

includes, but is not limited to, pagers, radios, all computer systems of any size 

and function and their attached peripherals, phones, cellular phones, faxes, 

voice-mail systems, e-mail systems, network resources and Internet resources. 

 

2.0 Applicability    To all employees of Bladen County. 

 

3.0 Policy Computers and peripherals, e-mail, Internet access and voice-mail are 

provided to employees of Bladen County to assist them in performing their 

jobs. The Internet can be a valuable source of information and research. In 

addition, e-mail can provide an excellent means of communicating with other 

employees, professional peers, citizens and other businesses. Use of the 

Internet, however, must be tempered with common sense and good judgment. 

 

The Bladen County computers and peripherals, e-mail, and voice-mail are the 

property of Bladen County.  These resources have been provided for use in 

conducting County business. All communications and information 

transmitted by, received from, or stored in these systems are county records 

and property of Bladen County. Employees have no right of personal privacy 

or any expectation of privacy in any matter stored in, created, received, or 

sent over these systems.  

 

Employees should be aware that deletion of messages or files does not truly 

eliminate the messages from the system. All messages are stored on a central 

backup system in the normal course of data management and are accessible 

by Bladen County at any time. Although Bladen County does not make a 

practice of continuously monitoring these systems, Bladen County may 

conduct random and requested audits and reserves the right to retrieve the 

contents for legitimate reasons, such as to find lost messages, to comply with 

investigations of wrongful acts, discovery proceedings in legal actions, to 

comply with requests as required under public records law or to recover from 

system failure. Use of Bladen County computers and peripherals, e-mail, 

Internet access, voice-mail and networks constitutes consent to such 

monitoring and access. 

 

3.1.a    Electronic mail or "E-Mail" is simply a method of communicating 

information and does not constitute a public record in and of itself. However, 

the information transmitted through the use of E-Mail may become a public 

record if it meets the definition of N.C.G.S.§ 132-1, i.e., if it is information 

made or received in the transaction of public business by a state agency. If 

information transmitted by E-Mail meets the definition of "public record," 

then it may not be deleted or otherwise disposed of except in accordance with 

a records retention schedule approved by the State Division of Archives and 

History. The content of the E-Mail message determines the retention 

requirement. 

 

3.1.b   The individual to whom the message is addressed becomes the legal 

"custodian" once the message is received and is the person responsible for 
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ensuring compliance with the Public Records Act. Although Bladen County 

periodically backs up information residing on system hard drives, this is not 

done for archival purposes or in order to meet the requirements of the Public 

Records Act, but as a safety measure in case of system failure or unlawful 

tampering ("hacking"). The MIS Department is not the legal custodian of 

messages that may be included in such back up files. 

 

3.1.c    E-Mail messages generally fall into two categories. 

 

1. Some E-Mail is of limited or transitory value. For example, a message 

seeking dates for a proposed meeting has little or no value after the 

meeting date has been set. Retention of such messages in the computer 

system serves no purpose and takes up space. Such messages may be 

deleted as soon as they no longer serve an administrative purpose. 

 

2. E-Mail is sometimes used to transmit records having lasting value. For 

example, Email about interpretations of an agency's policies or 

regulations may be the only record of that subject matter. Such records 

should not be maintained in E-Mail format, but should be transferred to 

another medium and appropriately filed, thus permitting E-Mail records 

to be purged at regular intervals. 

 

3.1.d While the methods for reviewing, storing or deleting E-mail vary, compliance 

with the retention requirements of the Public Records Act may be 

accomplished by doing one of the following: 

 

1. Print the E-Mail and store the hard copy in the relevant subject matter file 

as would be done with any other hard-copy communication. Printing the 

E-Mail permits maintenance of all the information on a particular subject 

matter in one central location, enhancing its historical and archival value. 

 

2. Electronically store the E-Mail in a file, a disk, or a server, so that it may 

be maintained and stored according to its content definition under the 

unit's records retention policy.   

 

Personal use of computers and peripherals, e-mail, Internet access and voice-

mail by employees should not interfere with or conflict with business use.  

 

Personal use of County resources by an employee neither expresses nor 

implies sponsorship or endorsement by Bladen County. Employees should 

exercise good judgment regarding the reasonableness of personal use.   

 

Employees are responsible for maintaining the security of their accounts and 

their passwords. Passwords should be changed when prompted by the system 

or, when it is suspected that the password has been compromised.   

 

Employees are responsible for purging E-mail messages stored on the system 

according to public records requirements and imposed storage limits.  Voice-
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mail messages that have been read will expire after 30 days. There is a 

limitation of the disk storage capacity of the voice-mail system. 

 

Bladen County’s policies against sexual or other harassment apply fully to the 

e-mail system and voicemail system. Any violation of these policies is 

grounds for discipline up to and including termination.  Therefore, no e-mail 

or voice-mail messages should be created, sent, or forwarded that contains 

intimidating, hostile, or offensive material concerning race, color, religion, 

gender, age, national origin, disability or any other classification protected by 

law.  Anyone receiving inappropriate information should contact the MIS 

department immediately.   
 

Employees are required to sign a Computer Use and Internet Access Policy 

Acknowledgement Form.  The form is to be signed upon acceptance of an 

employment offer by Bladen County.   

 

Misuse of the systems can result in disciplinary action up to and including 

termination. Examples of misuse include the following: obscene, profane, or 

offensive material transmitted over any of these communication systems. This 

includes, for example, messages, (including religious or political materials), 

jokes, or emails that violate the Bladen County harassment policy or create an 

intimidating or hostile work environment. Use of these systems to set up 

personal businesses or send chain letters is prohibited. Accessing copyrighted 

information in a way that violates the copyright is prohibited. Breaking into 

the system or unauthorized use of a password is prohibited. Broadcasting 

unsolicited personal views on social, political, or other non-business related 

matters is prohibited. Solicitation to buy or sell goods or service prohibited 

except on Public Folders or sections of the Bladen County Intranet that may 

be created expressly for that purpose. 

 

The Sheriff of Bladen County and the Bladen County Register of Deeds 

respectively consent to the employees of the Sheriff of Bladen County and the 

Bladen County Register of Deeds signing and being subject to and abiding by  

the terms and conditions of the Bladen County E-Mail, Internet and Computer 

Resources Policy as a condition of initial and continued employment with the 

Sheriff of Bladen County and Bladen County Register of Deeds; however, 

notwithstanding, the Sheriff of Bladen County and the Bladen County 

Register of Deeds shall retain the exclusive rights to hire, discharge and 

supervise the respective employees of their offices, as described in N.C.G.S. 

§ 153A-103.  

 
4.0 Applicable Policies 

 

The following are laws and policies relating to use of computer systems and 

peripherals, e-mail, Internet access and voice-mail. This list may not be 

exhaustive: 

 

Federal: 
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United States Code, Title 18, Section 1030. “Fraud and related activity in connection with 

computers” 

 
North Carolina: 

N.C.G.S. § 14-196. “Using profane, indecent or threatening language to any person over the telephone; 

annoying or harassing by repeated telephoning or making false statements over telephone.” The statute 

includes the making of any false electronic mal concerning death, injury, illness, disfigurement, indecent 

conduct or criminal conduct of the person receiving the e-mail or any close family member. 

 

N.C.G.S. § 14-454. “Accessing computers” 

 

N.C.G.S. § 14-455.“Damaging computers, computer systems, computer networks, and resources” 

 

N.C.G.S. § 14-458. “Computer trespass; penalty” 

 

N.C.G.S. § 114-15.1. “Misuse of state property” 

  

N.C.G.S.     121-5     “Public Records and Archives” 
 

N.C.G.S. § 132-1, et seq. “North Carolina Public Records Law” 

 

N.C.G.S. § 153A-103 “Number of employees in Offices of Sheriff and Register of Deeds” 

 

North Carolina Department of Information Resource Management (IRMC): 

 

“Use of the North Carolina Integrated Information Network and the Internet” 

 

“Identification and Authentication using IDs and Passwords” 

 

“Network Security” 

 

 

 

 

Acknowledgement Form 

 

I understand that access to computers and peripherals, e-mail, Internet access and voice-mail 

provided by Bladen County is to be used for county business. I understand that it is a violation of 

county policy, as well as select state and federal laws, to use such equipment for unlawful or 

inappropriate purposes. Violations of local, state, and federal laws may carry additional penalties. 

 

I understand that there is no privacy with respect to these Bladen County systems or information 

stored or contained therein and that I should not expect any privacy therein. If I receive inappropriate 

information by any of these systems, I should contact the supervisor, who will discuss with the 

Department Head immediately. The Department Head is responsible for notifying computer 

operations when deemed appropriate.  This policy does not supersede any local, state or federal laws 

or policies regarding records that are confidential including, but not limited to, certain information 

contained in personnel files or client files such as Social Services records.  
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 Bladen County employees are not authorized to install their own copies of software onto 

Bladen County computers. Bladen County employees are not permitted to copy or take 

software intended for Bladen County computers and install it on home or any other 

computers. 

 Downloading and installing unauthorized software can be dangerous to your computer and to 

the Bladen County computer network. Only software registered to, or approved by, Bladen 

County may be installed on your system. 

 File-sharing programs, instant messaging software, software which automatically downloads 

information from the internet or makes changes to your system are a continual security risk 

and can bring in viruses, hackers or even transfer confidential information from your 

computer across the internet. These programs should never be used and will be removed from 

your computer if found. 

 Valuable resources such as available memory, processing power and space on your hard 

drive can be depleted by unauthorized software and can thereby impact the performance of 

your computer. Quite often, unauthorized software may cause serious conflicts with 

programs already installed on your system. 

 Do not jeopardize your network account by sharing your passwords. Never share your 

password with anyone. Do not attempt to gain access to systems or accounts that you have 

not been authorized to use.  Computers and peripherals, e-mail, Internet access and voice-

mail are provided as a tool for Bladen County business. Compromising these tools can 

impact not only your use of these resources, but also that of the County as a whole. 

 

I understand that misuse may subject me to disciplinary action, up to and including termination. 

 

 

__________________________________________ ____________________ 

Signature       Date 
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1.0 Purpose               To set the standard of employment for Bladen County. 

 

2.0 Applicability       To all employees of Bladen County. 

  

3.0 General Rules of Conduct 

  

The proper conduct of all employees is necessary to ensure a safe, productive and pleasant 

working environment. Certain guidelines are used to govern improper conduct and to provide 

uniform disciplinary action when necessary. A County employee is expected to conduct oneself 

in accordance with the following guidelines:  

 

 To know and observe all established County policies and procedures.  

 To perform the job assigned as instructed by the supervisor.  

 To be prompt in reporting to work and to devote full attention to work while on duty.  

 To know and abide by the published safety rules of the County for one’s own protection 

and that of fellow employees and the public.  

 To be fair, courteous and cooperative in dealing with the public and with fellow 

employees.  

 To dress in a neat and professional manner. The County Manager may designate day(s) 

as dress down or business casual. Dress on these days should be appropriate for an office 

and professional setting.  

 

The following actions are not permitted. Any employee discovered committing any of the 

following offenses while on duty is subject to immediate dismissal for Unacceptable Personal 

Conduct.  The following actions are intended as examples of Unacceptable Personal Conduct, but 

are not all inclusive: 

 

 Failure to maintain certification, credentials, or license required to perform job duties. 

 Disrespect or refusing to carry out the instructions of a supervisor or other authorized   

person.  

 Removing County property from the premises without permission from the proper 

authority.  

 Theft or misuse of County property or services (e.g., mailing personal items, personal use 

of County car, or other county property, etc.). 

 Intentionally falsifying County records.  

 Bringing alcoholic beverages or illegal drugs onto County property or being under the 

influence of alcohol or drugs while on duty. 

 Fighting or provoking a fight on County property, using abusive, obscene, profane or 

threatening language or engaging in immoral conduct while on duty.  

 Possessing or carrying mace/pepper spray, as well as possessing or carrying any weapon 

as described in N.C.G.S. 14-269(a) or N.C.G.S. 14-415.10 whether open or concealed, in 

or on any County building and its appurtenant premises, in or upon County motor 

vehicles, or in any County park. Exception: This does not apply to those individuals 

exempted under N.C.G.S. 14-269(b)  

 Operating a County vehicle without a valid N.C. driver’s license.  

 Willful violation of safety rules and procedures. 

 

The above unacceptable personal conduct issues are representative of, but not limited to the 

above addressed issues. 
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Failure in Performance of Duties  

 

The following causes relating to failure in the performance of duties or failure in personal 

conduct are representative of, but not limited to those considered to be adequate grounds for 

disciplinary action, up to and including dismissal:  

 

 Inefficiency, negligence or incompetence in the performance of duties;  

 Improper use of leave privileges;  

 Trespassing on the property of any public official or employee for an improper;  

 Willful damage or destruction of property;  

 Willful acts that would endanger the lives and property of others;  

 Brutality while on the job;  

 Acceptance of gifts in exchange for favors or influence;  

 Betrayal of confidential information to unauthorized persons;  

 Engaging in incompatible employment or serving a conflicting interest;  

 Taking part in a political activity that is restricted by Section 11.0, of 

Conditions of Employment. 

 Tardiness in meeting job deadlines, reports, job duties. 

 Constant errors in job duties. 

 Pattern of absenteeism. 

 

Should an employee become involved in activities, which lead to criminal charges, he/she should 

report such charges to the Department Head. All traffic violations, which would affect one’s 

ability to perform the functions of the job, must be reported to the Department Head, who must 

notify the Human Resources Director and County Manager. 

 

The following list is an example of items that may fall under both Unacceptable Personal 

Conduct and / or Failure in Performance of Duties, depending upon the severity and will be 

adequate grounds for disciplinary action up to and including immediate dismissal: 

 

 Careless, negligent or improper use of County property or equipment;  

 Discourteous treatment of the public or other employees;  

 Absence without approved leave; 

 Pattern of failure to report for duty at assigned time and place;  

 Guilty of conduct unbecoming to a public officer or employee;  

 Participation in any action that would in any way seriously disrupt or disturb the 

normal operation of the agency, institution, department or any segment of local 

government; 

 

4.0 Work week  

 

The standard work week for all employees of the various departments of the County, with the 

exception of law enforcement, emergency medical service personnel, and communications, shall 

be from 8:30 a.m. until 5:00 p.m., Monday through Friday, with one (1) hour for lunch. Lunch 

periods should normally be scheduled between 11:30 am and 2:30 pm. For overtime 

consideration under the Fair Labor Standards Act, the work week begins at 5:01 pm Friday and 

ends at 5:00 pm Friday. Exceptions are: Communications and Convalescent staff work week 

starts at 12:01am Sunday and ends on the following Sunday at 12:00am and Emergency 
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Medical Services fluctuating workweek starts at 7:01am Sunday and ends the following Saturday 

at 7:00am.  

 

Department Heads shall work the hours necessary to ensure the satisfactory performance of their 

departments, but not less than thirty seven and one-half (37.5) hours per week. When the 

activities of a particular department require some other schedule to meet work needs, the County 

Manager may authorize a deviation from the normal schedule.  

 

5.0 Probationary Period  

        
Every new employee will serve an initial probationary period to earn regular employment status. 

The purpose of the probationary period is to allow the supervisor / manager time to evaluate the 

performance of a new employee. It is the responsibility of the Department Head, during the 

interview process to inform the new employee that the probationary period will last for one year 

and an employee in this status can be dismissed for any reason, as long as it is not unlawful 

discrimination.  

 

For certain job classifications that fall under the auspices of the Office of State Personnel (OSP), 

specifically and the Director of Emergency Services shall serve a probationary period of twenty 

four (24) months. Service in a probationary period is “at will” and  an employee can be dismissed 

for any reason, as long as it is not unlawful discrimination. A probationary employee may be 

dismissed, without right of appeal. The usual disciplinary procedures established by the state 

personnel commission do not apply. 

 

Employees of a local entity who are subject to the State Personnel Act provisions must work for 

twenty-four (24) consecutive months, measured from the date of their employment before they 

gain a property interest that is protected by due process and allows protection by their respective 

agency’s  Disciplinary and Appeals policies.  This is commonly referred to as “Career Status”. 

Exceptions to this will be granted for employees who transfer from other counties without a break 

in service of more than 30 days and  had successfully achieved Career Status prior to the transfer.  

 

Annual and sick leave accrues during the probationary period and may me taken at anytime with 

supervisory approval. Employees in trainee or "work against" appointments will have specific 

time frames established for their probationary period.  

 

During the probationary period, supervisors will conduct a written review of employee's 

performance and communicate with the employee concerning performance progress on a 

quarterly basis. Before the end of the probationary period, the supervisor will determine whether 

or not the employee is performing satisfactory work and meeting job expectations. The 

employee's progress (accomplishments, strengths, and weaknesses) 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.   

 

Disciplinary action, including demotion and dismissal, may be taken at any time during the 

probationary period of a new hire without right of appeal or hearing.  

 

6.0 Attendance 

  

Regular attendance is essential to department operations. An employee is expected to be present 

and on time as scheduled. If an employee is going to be late or unable to work because of illness, 
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the supervisor should be notified before the start of the workday or not later than two (2) hours 

after the beginning of a scheduled working day. Notification by another employee, friend, or 

relative is not acceptable except in an emergency situation where the employee is physically 

unable to make the notification. Leaving messages is not considered satisfactory notice. This 

gives the supervisor an opportunity to schedule a replacement or reschedule work, as necessary. 

Tardiness, excessive absences without leave or notice interferes with department and County 

objectives and may result in disciplinary action.  

 

 

7.0 Solicitation  
 

In order to protect employees from unwanted interruptions, it is the policy of Bladen County that 

solicitation by outsiders for any reason is forbidden. Solicitation by co-workers should be done 

only with the prior approval of the Department Head.  

 

Solicitation through distribution of literature, written or computer generated, of any kind to 

employees without the prior approval of the County Manager is not permitted.  

 

This policy does not apply to County-sponsored drives such as the United Way and Blood Drive 

or others approved by the County Manager.  

 

8.0 Disclosure of Confidential Information  
 

As a County employee, one should not disclose any confidential information concerning the 

property, government or affairs of the County without prior approval of appropriate Department 

Head. Under no circumstances should one use such information to advance the financial or 

private interests of oneself or others. Violation of this regulation constitutes grounds for 

dismissal.  

 

9.0 News Media  
 

Bladen County has a policy of cooperation with all branches of the news media as they strive to 

provide citizens with an accurate account of the activities of County government. To ensure the 

consistency of any statements to the media, all requests should be referred to the appropriate 

Department Head. 

 

10.0 Gifts and Favors 

  

10.1 No official or employee of the county shall accept any gift, whether in the form of a                

service, a loan, an article of value, or a promise from any person, firm, or corporation. 

that in the employee’s knowledge, is interested directly or indirectly in any manner 

whatsoever in business dealings with the county. 

10.2 No official or employee shall accept any gift, favor, or article of value that may tend to     

influence that employee in the discharge of duties.  

10.3 No official or employee shall grant any improper favor, service, or article of value in the                

discharge of duties.  

10.4 Exempted from the prohibition are "honorariums for participation in meetings,                

advertising items or souvenirs of nominal value, or meals furnished at banquets". Also 

exempted are "customary gifts or favors between employees or offices and their friends 

and relatives" but these have to be reported to department heads.  
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11.0 Political Activity Restricted 

  

11.1 Every employee of Bladen County has a civic responsibility to support good government 

by every available means and in every appropriate manner. Any employee may join or 

affiliate with civic organizations of a partisan or political nature, may attend political 

meetings, and 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 the constitution and laws of the United States of America. 

              

However, while on duty, no employee of Bladen County shall: 

 

a. Engage in any political or partisan activity;  

b. Use official authority or influence for the purpose of interfering with or affecting the 

result of an election or a nomination for office;  

c. Be required as a duty or a condition of employment, promotion, or tenure of office to 

contribute funds for political or partisan purposes; employee of the county; or  

d. Use funds, supplies, or equipment of the county for political or partisan purposes. 

e. Distribute any campaign items or wear any campaign buttons, etc, while on duty. 

 

11.2 Employees subject to the Hatch Act may not be candidates for elected office in a partisan 

election.  

 

11.3 Any violation of this section may subject the employee to dismissal or other disciplinary 

action.  

  

12.0 Harassment (See separate policy) 

  

Bladen County expressly forbids harassment of employees because of age, race, gender, color, 

religion, non-disqualifying handicap, national origin or political affiliation. Such harassment 

constitutes unacceptable personal conduct, and is subject to disciplinary action, up to and 

including termination. Sexual harassment of employees by supervisors or co-workers is forbidden 

in any form.  

 

13.0 Outside Employment (See Conflict of Interest Policy) 

  

The work of the County takes priority over other employment interests of employees. 

  

Outside employment is defined as self-employment, contractual work, or providing services to an 

employer other than the County, which results in earning compensation, profits or commissions. 

All outside employment requires prior written approval by the department head and County 

Manager. Failure to obtain prior written approval is a violation of policy. The approval form 

(Request to Engage in Outside Employment) will be retained in the employee's permanent 

personnel file. This approval is valid until withdrawn or outside employment changes. Any 

outside employment or personal business commitments during regularly scheduled hours are 

prohibited unless the employee uses approved vacation leave. Employees of the Sheriff's 

Department may not work for any organization or private business while in uniform or in a 

capacity as a law enforcement officer without prior approval of the Sheriff. 

  

A conflict of interest exists when outside employment interferes with the employee performing 

the job for which employed by the County. In these cases, the department head will provide 
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written notification of conflict to the employee. If the conflict is not resolved, continued outside 

employment will result in termination in accordance with the disciplinary process.  

 

14.0 Limitation on Employment of Relatives  

 

13.1 No two members of an immediate family shall be employed within the same department 

if such employment will result in one member supervising the other or in one member 

occupying a position that has influence over the other's employment, promotion, salary 

administration, or related management or personnel considerations. 

 

13.2 The term "immediate family" shall be understood to refer to that degree of closeness of 

relationship, which would suggest that problems might be created within the work unit, 

or that the public's philosophy of fair play in providing equal opportunity for employment 

to all qualified individuals would be violated. In general, this would include an 

employee's spouse, parent, guardian, child, sibling, 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. It may also include others living within 

the same household, or otherwise sufficiently closely identified with each other as to 

suggest that principles of fair play in providing equal opportunity for employment to all 

qualified individuals may be violated.  

 

13.3 The provisions of this section shall not be retroactive, and no action will be taken 

concerning those members of the same family employed in conflict with Subsection 13.1 

before the adoption of this policy.  

 

13.4 Agency heads and department heads may not appoint members of their immediate                

family to work in county government departments without first obtaining approval from 

the Board of County Commissioners. This section is applicable to all appointed and 

elected officials serving as agency or department heads. The Board of County 

Commissioners shall approve the appointment by the Sheriff or the Register of Deeds of 

a relative by blood or marriage of nearer kinship than first cousin, as required by Chapter 

153A-103(1) of the North Carolina General Statutes.  

 

 

 

15.0 Bloodborne Pathogens (see departmental polices for more information)  

 

Bladen County has adopted plans and procedures to comply with all requisite provisions of the 

Occupational Exposure to Bloodborne Pathogens Standard issued by the U. S. Department of 

Labor's Occupational Safety and Health Administration, and the approved plan requirements 

related thereto which are promulgated by the North Carolina Department of Labor. These plans 

are located in appropriate departments.  

 

15.1 All employees of the county who are occupationally exposed to blood or other potentially 

infectious materials as defined in the regulations are covered under provisions of this 

policy.  

 

15.2 The County Manager or his designee shall maintain a copy of the exposure control plan,           

addressing exposure determination, procedures for evaluating the circumstances 

surrounding an exposure incident, and the schedule and methods for implementing 
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compliance with the various sections of the Standard. This plan is updated on an annual 

basis.  

  

15.3 The Human Resources Director maintains a listing of exposure determination for all job            

classifications, grouped into two exposure groups. The first group includes classifications 

in which all classifications have occupational exposure, and the second includes 

classifications where some employees have occupational exposure associated with 

specific listed tasks.  

 

15.4 All occupationally exposed employees of Bladen County will be provided information 

and training prescribed under the Standard, which will occur during working hours at no 

cost to the employee. This training will be provided at initial assignment and at least 

annually thereafter. Additional training is provided when existing tasks are modified or 

new tasks are introduced which affect employees' exposure.  

 

15.5 Hepatitis B vaccine and vaccination series is available to all employees who have            

occupational exposure, in addition to post-exposure evaluation and follow up services, as 

well as any booster doses subsequently recommended by the U.S. Public Health Service. 

Each of the foregoing services is provided at no cost to employees, at reasonable times 

and places, and is performed by or under the supervision of a licensed physician or 

licensed health care professional that is qualified to provide these services.   

 

15.5.1 The hepatitis B vaccine and vaccination series is available within 10 days of initial          

assignment to employees who have occupational exposure to blood or other potentially 

infectious materials unless the employee has (1) previously received the complete 

hepatitis B vaccination series, (2) antibody testing reveals that the employee is immune, 

or (3) medical reasons prevent the employee from receiving the hepatitis B vaccination 

series.  

 

15.5.2 All employees will be provided with a copy of a health care professional's written 

opinion stating whether a hepatitis B vaccination is indicated, and whether the employee 

has received such vaccination.  

 

15.5.3 All employees with occupational exposure are provided personal protective equipment by 

the County at no cost to the employee.  

 

15.5.4 Complete and accurate records are maintained for all employees concerning occupational 

exposure, as prescribed by the Standard, for which the retention period is throughout the 

period of employment, and for 30 years thereafter.  

 

15.5.5 Any employee determined to be occupationally exposed who declines to accept hepatitis 

B vaccination must sign a declination statement and release of liability after appropriate 

prescribed training regarding hepatitis B, hepatitis B vaccination, the efficacy, safety, 

method of administration, benefits of hepatitis B vaccination, and that the vaccine and 

vaccination are provided free of charge.  

 

15.5.6 Any employee who declines vaccination executes a declination and release of liability 

thereafter and who remains occupationally at risk can request vaccination at a later date.  

If subsequently requested, the same provisions will apply with respect to receipt of 

services at no cost to the employee. 
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16.0 Residency Requirement for Department Heads 

 

16.1 Non-County residents recruited and employed as a department or agency head on or after 

July 1, 2011 shall be required as a condition of employment to reside in Bladen County 

during his/her tenure of employment as a department or agency head.  A person newly 

appointed or employed shall have six months from the date of the appointment or 

employment to establish permanent residency.  Employment will be deemed conditional 

until legal residence is established in Bladen County.  In the event of hardship in meeting 

the residency requirement, the Board of County Commissioners may grant an extension 

for an amount of time.   

  

 Following an exhaustive search and having determined that there are no qualified 

applicants who reside in Bladen County or who are willing to relocate to Bladen County, 

the Board of Commissioners reserves the right to waive the residency requirement as 

determined on a case by case basis and majority approval by the County Commissioners.  

 

16.2 Personnel currently residing in Bladen County shall be required as a condition of 

employment to maintain residence in Bladen County during his/her tenure of 

employment as a department or agency head.   

 

16.3 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. 

  

16.4 If a current County employee is living outside of Bladen County and promoted to a 

position subject to this policy, he/she shall relocate to Bladen County within six months. 
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1.0 Purpose To set the policy and procedure for dealing effectively with conflicts of interest, 

outside business interests, other employment ventures, agreements or 

arrangements which may interfere with a legitimate interest of the County. 

 

2.0 Applicability To all employees of Bladen County. 

 

3.0 Definitions  Conflict of Interest: An activity or interest which is inconsistent with or opposed 

to the legitimate best interests of the County. 

 

4.0 Policy In order to ensure judgments and actions that are in the best interests of the 

County, adherence is required to a policy designed to prevent conflicts with the 

County. It is the responsibility of every employee to act in the best interests of 

the County at all times and to make certain that he/she refrains from placing 

himself / herself in positions that might produce conflicts of interest.  

 

It shall be the duty of all Bladen County employees to recognize and report to the 

Department Head, any and all part-time employment opportunities in any outside 

undertaking that may be considered a conflict of interest in their employment 

with Bladen County. Law enforcement personnel should make the Sheriff aware 

of these opportunities. 

 

It shall be the policy of Bladen County that no manager, department head, 

supervisor or any employee may use their position, or the knowledge gained 

therein, in such a manner that a conflict between Bladen County's interests and 

their personal interests should arise. Both the fact and the appearance of the 

conflicting interests are to be avoided. 

 

Other incompatible activities include, but are not limited to, acceptance of a 

favor, pay, gift, payment of expenses, or any other thing of monetary value under 

circumstances in which acceptance may result in or create the appearance of 

conflicts of interest.   

 

An employee is prohibited from having a direct or indirect interest that conflicts 

substantially with his/her County duties and responsibilities; or, from joining in, 

directly or indirectly, a transaction as a result of, or primarily relying upon, 

information obtained through his/her County employment.   

 

Employees should refrain from transmitting any knowledge of county 

considerations or decisions, or any other information which might be prejudicial 

to the interest of the County, to any person other than in connection with the 

discharge of their official duties or responsibilities. 

  

 

 

 

5.0 Request for Outside employment    (See Outside Employment section of Conditions of 

Employment Policy)  
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The work of the County will take precedence over other occupational interests or 

employment. Outside employment is self-employment or any employment for 

salaries, wages, tips or commission other than the position held with the County. 

 

Any employee considering outside employment shall report to the responsible 

department head his / her intentions prior to the beginning of the job, occupation 

or self-employment by completing a ‘Request to Engage in Outside 

Employment’ form (Exhibit A). The responsible department head shall review 

the outside employment and assure that: 

 

a. the nature of the work will not create a conflict of interest with the County 

position, and 

b. the schedule or total hours worked will not conflict with the performance of 

the employee’s duties with the County.   

 

Failure to seek approval for outside employment as outlined above or to maintain 

such employment when not approved shall be cause for disciplinary action up to 

and including dismissal.   

 

If approved, outside work shall not interfere with the employee’s regular work 

schedule and performance nor will such work be done on County time. If 

attendance or work performance is determined to be compromised by outside 

employment, approval for outside employment may be withdrawn. 

 

6.0 Verification Form 

 

Prior to a job offer being made to any applicant for a County position, this 

conflict of interest policy will be discussed with the applicant and a verification 

form (Exhibit B) signed. A copy of this policy will be given to each successful 

job applicant as soon as is reasonably possible prior to the first day of 

employment, but, in any event, no later than the first day of employment. 

 

Adherence to this policy, as herein above set out, is a condition of employment. 

Failure to comply may result in disciplinary action, up to, and including 

termination of employment. 

 

 

 

 

 

 

 

 

 

 

 

 
Exhibit A 

 
Bladen County 

    

   

Request for Authorization to Engage in 
Outside Employment 
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Employee Name:       Position:   

 

 
Department:       

Date of 
Request:   

 

          PROPOSED OUTSIDE EMPLOYMENT         

  
Name of 
Employer:             

  Phone Number:             

  Address:             

  
Work 
Location(s):             

  
Total Hours 
Proposed: 

Per 
Week: 

 
        

    Per Month:         

  
Days and Hours 
of Work:             

  Position Title:             

  Briefly describe the type of business or service provided:         

                

  List tools, equipment, and machines that you operate in performing the duties:     

                
 

  Describe working conditions and hazards of this work:         
 

                
 

                 

 
I have read the Outside Employment policy and I affirm that my proposed Outside Employment is not in 

 

 
conflict with any of those rules, and I recognize that violations of Bladen County regarding Outside 

 

 
Employment may be cause for discipline, up to and including termination of employment. 

  

        
 

 
I will advise the County immediately if I am injured or become ill as a result of the outside employment. 

 

        
 

 
    

 
      

 
 

 

Employee 
Signature 

  

Department 
Head/Supervisor 

   ____  APPROVED for _______ months.  ____ DISAPPROVED   
   Justification: 

    
  

 
 

              
 

 

  
Department Head 
Signature:         

 

 

  Date:           
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Exhibit B         

NEW HIRE VERIFICATION 

 

I certify that I have read, or have had read to me, Bladen County's policy on conflicts of interest. I further 

certify that, except for the situation(s) described hereafter, to the best of my knowledge, I find no area of 

possible conflict of interest with any function or department of Bladen County: 
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_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

(Please Print) Name:______________________________________________________________ 

 

Social Security No.  ______________________________________________________________ 

 

Title:                        ______________________________________________________________ 

 

Department Name: _______________________________________________________________ 

 

______________________________________________________________________________ 

Signature                                                                          Date 
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1.0 Purpose  
The purpose of this policy is to provide employees of Bladen County with 

guidelines for selecting appropriate attire for the work place that promotes an 

attitude of professionalism.  Not only shall these standards apply while at the 

work place, they shall apply to all employees of the county during the course of 

business.  This includes educational and training events. 

 

Staff should demonstrate professionalism in their demeanor and appearance.   

Employees of Bladen County need to portray a positive image to the community 

and professional dress attire is one important way to do this. 

 

2.0 Dress Code Violations  

Professional dress is defined as dress that is neat, clean and appropriate for the 

staff member’s environment. Staff is expected to comply with the dress code 

policy. All staff in supervisory positions is expected to monitor and enforce the 

dress code policy. Violation of the Dress Code Policy is considered Unacceptable 

Personal Conduct under the County’s disciplinary process. The first violation will 

be addressed through supervisory coaching followed up with a written statement 

by the supervisor, which will be placed in the employee’s personnel file. Each 

agency department head or designee is required to send employees home to 

change clothes should it be determined that dress is not appropriate.  Employees 

will not be compensated for this time away from work and will be required to use 

annual leave to cover the absence.     In the event that the employee does not have 

annual leave time available, the employee will be required to take leave without 

pay.   

 

3.0 General Standards 

All staff is expected to be neat, clean and appropriately dressed at all times.  All 

attire must be in good condition.  A good rule of thumb is that if you question the 

appropriateness of attire for the workplace then do not wear it.  Employees are 

expected to exercise good judgment. 

 

The list below is only a guideline and is not all-inclusive.  

 

 General attire will be clean, neat, free of holes and appropriate for the type of 

work performed that day. 

 Clothing should fit properly, not too tight, revealing, or provocative. 

 Clothing which reveal undergarments is prohibited.  

 Skirts and dresses must be of sufficient length to provide appropriate coverage 

(articles of clothing should be no shorter than two inches above the knee, front 

or back). 

 No shorts shall be worn, including dress down day. 

 No spaghetti strap tops, sundresses or strapless dresses without jackets. 

 Footwear should be appropriate for the working environment and conditions. 

No flip flops, rubber shoes or bedroom shoes. (Walking around barefoot or in 

socks is strictly prohibited). Heels should not exceed three inches. 
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 No low cut tops such as halter, tube or tank tops, cropped or muscle shirts. 

 No exposed midriffs, backs, or shoulders. 

 No bib overalls at anytime.  

 No leggings or biking shorts. 

 Standard or traditional stockings may be worn.  No fishnet or designer.  

Ribbed tights are acceptable. 

 No head wear while indoors except as part of uniform. 

 No workout suits, wind suits, jogging suits or velour lounging suits, including 

on “dress down” Fridays. 

 No clothing with suggestive, controversial, offensive or political messages. 

 Any apparel, hair style, cosmetic or jewelry even if not specifically mentioned 

in this policy , which creates a safety concern, draws undue attention to the 

wearer, may be offensive, causes controversy or tends to detract from the 

daily business process is strictly prohibited. 

 Denim can be worn regularly as a jacket, coat, dress or skirt that is appropriate 

to professional attire. Denim pants (of any color) are restricted to “dress 

down” Fridays. 

 No sneakers, tennis shoes or athletic shoes (exception will be made for 

medical reasons with a signed statement from a physician). 

 Tattoos shall not be offensive or excessive. 

 Visible piercing is limited to ear-lobes. No more than two piercings per ear-

lobe shall be displayed while on duty.   

 

Blue tooth devices, IPods, MP3 players and similar gadgets, including the 

earphones for these gadgets are prohibited in all working areas within the county.  

Employees may only use such devices during their assigned break times. 

 

The official county issued employee identification badge must be worn while 

performing the duties of the job and county, including after hours work and 

disaster duty.  

 

 

 

 

4.0 Dress Down Friday 

 

“Dress Down Friday” will be observed every Friday as an employee option.  

EXCEPTION:  If Friday is a county recognized holiday dress down will be the 

last working day before the holiday.  Dress down does not mean sloppy or 

unprofessional.  The privilege of dressing down will cost $1.00, and should be 

paid to the identified EAC (Employment Assistance Committee or Helping 

Hands) representative in each unit.  The purpose of “dress down” is to accumulate 

funding to help assist county employees in special circumstances as well as with 

agency projects. 
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In addition to clothing that conforms to our regular dress code, Dress Down 

Friday options include:  denim material pants/jeans, tennis shoes and most other 

athletic shoes. T-shirts and sweatshirts are prohibited: The only exceptions are 

county approved logo t-shirts or sweat shirts.  Jeans should not be torn, ripped or 

have holes in them.   

 

Overalls, wind suits, sweat suits, jogging suits and lounging suits are “NOT” 

included as an appropriate option for dress down days. 

 

In the event that there is an occasion, meeting or special event that happens to be 

taking place on a Friday, staff should remain mindful of our responsibility to 

make a professional appearance and to represent Bladen County in a respectful 

fashion. 

 

Dress Down Friday does not apply to those issued uniforms. 

 

5.0 Court Appearance Standards 

 

Formal business attire is required for court.  Men must wear dress shirt, dress 

pants, sport coat/blazer and tie or suit with tie.  Women must wear dresses or 

skirts that are of appropriate length, dress blouses or sweaters, dress slacks and 

dress shoes.  No denim material of any type or color should ever be worn to 

court. 

 

6.0 Uniform Staff 

 

Nurses, Nursing Assistants, Lab Technicians to include Home Health Nurses 

Aides: 

 Name tags shall be worn at all times 

 Scrubs may be worn.  Scrub top or jacket/lab coat may be any 

color or pattern as long as professionalism is adhered to 

 Lab coats shall be worn in clinical areas on dress down days 

 Shoes – Navy, Black or White – NO sandals (any shoe with both 

heel and toe open).  Contrast color on white tennis shoes okay, but 

majority of shoe must be white.  No flip flops. 

 

Other Uniform Staff: 

1. When Bladen County Government issues uniforms to employees, the basic 
uniform elements (shirts & pants) must be worn while on duty, no non-standard 
issue uniform elements are permitted. Other issued uniform elements are as 
follows : steel-toe boots, gloves, coveralls, rain coat, and jacket. No uniform 
elements may be worn while off-duty. All uniform service-issue clothing and 
gear described in this article are considered uniform elements. 

2. No other patch or pin, other than Service-issue is permitted on the uniform. 
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3. Thermal underwear & t shirts are permitted but they must be navy, black, or 
white in color. 

4. All employees will provide and wear socks while on duty, color must compliment 
the uniform. 

5. All employees will provide and wear a belt, must be black to compliment the 
uniform. 

6. All employees will report for duty freshly showered, in a clean, ironed uniform. 
Shoes should be black, polished (department issue when needed). Appearance 
should be neat, clean, well groomed and professional at all times. All employees 
will remain in full uniform, unless doing hot, dirty work. All employees shall 
maintain a change of uniform at work while on duty. Shirt tails in at all times. 

 
7. Head and facial hair will be groomed and maintained in such a way AS not to 

interfere with the performance of duty, interfere with any safety equipment and 
project professional appearance. 

8. Excessive or dangling jewelry (bracelets, necklaces, earrings, etc.) which may 
present a safety hazard to the employee shall not be worn. Watchbands, eye 
wear safety cords/straps, etc., should be limited to basic colors that are reflected 
in the uniform. 

9. Coats, rain gear, and jackets are for wear at the member's discretion while on 
duty. Safety reflective vest are provided and shall be worn where visibility is 
necessary to provide personal safety. 

10. It is the employee’s responsibility to see that all uniforms are turned in on the 
appropriate day and time for cleaning. 

 

7.0 Exemptions 

Occasionally, dress code standards may need to vary temporarily for different 

sections or specific individuals based on special events, special tasks to be 

performed, customer needs, medical reasons or other extenuating circumstances.  

Certain positions may necessitate an employee’s deviation from this policy as part 

of the performance of their job duties (i.e., custodial staff for the purpose of 

uniform compliance.  The decision to deviate from the established dress policy for 

a specific reason or occasion must be prior approved by submitting the request 

and the reason for the request through the employee’s chain of command for 

approval.  The final approval must be through the department head or his/her 

designee to assure consistency among all sections of each Department.  Written 

approval will be given to the employee within ten (10) business days from receipt 

of the request informing the employee if the request is approved or denied.   

 

8.0 Certification of Receipt 
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I have received a copy of the Bladen County Dress Code policy outlining 

appropriate business attire for work.  I understand that failure to adhere to this 

policy may result in disciplinary action. 

 

 

________________________________________ ______________________________ 

Employee’s Signature    Date 

 

 

________________________________________ ______________________________ 

Supervisor’s or Agency Designee’s Signature Date 
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Section I: 

 

1.0 Overview 

 

As a driver of a county vehicle, the authorized driver has been given certain privileges. He/she 

assumes the duty of obeying all motor vehicle laws, maintaining the vehicle properly at all times 

and, otherwise, following the policies and procedures outlined in the following. 

 

2.0 County Vehicle Fleet Purposes 

 

County vehicles are provided to support business activities and are to be used only by qualified 

and authorized employees. County vehicle means any licensed motor vehicle owned, rented, 

borrowed or leased by the County of Bladen.  Rental vehicles are considered county vehicles 

when rented by a duly authorized employee and used for official county business. They are not to 

be considered a part of an employee’s compensation and must not be used as an inducement for 

employment. In all cases, these vehicles are to be operated in strict compliance with motor 

vehicle laws of the jurisdiction in which they are driven and with the utmost regard for their care 

and cost efficient use. 

 An employee whose job entails authorized use of a County vehicle for commuting to and from 

work should be aware that this usage could be a taxable fringe benefit.  

 County vehicles may not be used for business activities of other companies. 

Agencies may adopt additional departmental policies provided they do not conflict with the 

provisions of this policy.  Please note that appropriate (County Manager or agency Board of 

Directors) approval must be obtained before implementation.  

 

3.0 Driver Licensing 

 

County drivers and anyone authorized to drive the County vehicles must have a valid North 

Carolina driver’s license for the class of vehicle being operated and must be able to drive vehicle. 

Obtaining a driver’s license is a personal expense. 

 

4.0 Driver Qualifications 

 

Driver qualifications are as follows: 

1. Authorized individual, employee, elected official, appointee or other individual as 

provided by law who is in control of a county vehicle and is authorized by the County of 

Bladen.   

2. Must possess a valid license in the class of vehicle operated. 

3. Must possess a valid North Carolina operator’s license (privilege to drive in North 

Carolina is in good standing). 

 

5.0 Review of Motor Vehicle Record 

 

State motor vehicle records (MVRs) will be used as the source for verifying driver history. MVRs 

will be obtained and reviewed at least annually. Driving privileges may be withdrawn or 

suspended and/or the County vehicles removed for any authorized driver not meeting the above 

requirements. In addition, appropriate disciplinary action may be taken. 

 

 

6.0 Guidelines for the Use of County Owned Vehicle 
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a. County vehicles may not be used for private purposes or for entertainment while off-duty. 

County vehicles should never be used to run personal errands, such as shopping for groceries, 

attending sporting events, or any other non-governmental purposes. Exceptions would be 

approved when on overnight trip, but travel to adult entertainment facilities is prohibited even 

if away on business.  Sightseeing or trips for personal pleasure are prohibited unless the trip is 

part of the official agenda for a business conference. 

b. Non-County employees may accompany County employees if they have business interest in 

the travel; however they are not allowed to drive the County vehicle.  (Exceptions may be 

allowed in law enforcement and certain emergency situations in Emergency Services.)   

Children/spouse of County employees may not be passengers in County vehicles driven by 

employees of County. Exceptions may be approved by County Manager. 

c. Smoking or any other use of tobacco products is not permitted in any County owned vehicle. 

d. Hitchhikers are not permitted. 

e. Family pets are not permitted in County vehicles. 

f. Radar detectors are not allowed in County vehicles. 

g. Traffic violations and associated expenses are the responsibility of the assigned driver. The 

County will not be responsible for the cost of locking a key in the vehicle. 

h. Possession, transportation or consumption of alcohol or illegal substances by anyone in the 

vehicle is prohibited. 

i. Under no circumstances may a County employee operate a County vehicle while under the 

influence of intoxicating beverages, drugs or illegal substances, or transport these items in 

County vehicle. 

j. All occupants in the vehicle must use seat belts. Appropriate safety restraints must be used 

for children. 

k. Cell phones should only be used by non-emergency personnel when vehicle is safely stopped.  

l. Drivers shall not eat or engage in any activity that may hinder the driver’s attentiveness. 

 

Violation of these rules will result in disciplinary action.    

 

7.0 Safety for the Employee and Passengers 

 

The driver and all occupants must wear seat belts (lap and shoulder belt even if the vehicle is 

equipped with an air bag) when the vehicle is in motion. The General Statutes of North Carolina 

also require children to be protected by safety restraints. The law covers all persons, not parents, 

who operate a vehicle in which a child is a passenger. Under the safety belt law, all occupants 

MUST wear safety belts even if the vehicle is equipped with air bags, to include passenger vans. 

If the vehicle is equipped with automatic shoulder harnesses, the lap belt MUST also be worn.  

 

It is the driver’s responsibility to ensure that age appropriate vehicle seats are correctly installed 

in the vehicle and are used when transporting children. 

 

Adult Safety Points: Everyone is required to buckle-up with both lap and shoulder belts on every 

trip. Air bags are supplemental protection devices. The lap belt should be worn under the 

abdomen and low across the hips. The shoulder portion should come over the collarbone away 

from the neck and cross over the breastbone. The shoulder belt in most new vehicles can be 

adjusted on the side pillar to improve fit.  

8.0 Child Safety 

 

In some departments children are transported regularly. All such passengers shall be properly 

secured in a child passenger restraint system or seat belt which meets federal standards applicable 

at the time of the vehicle’s manufacture. 
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A child less than eight years of age and less than 80 pounds in weight shall be properly secured in 

a weight appropriate child passenger restraint system. In vehicles equipped with an active 

passenger-side front air bag, a child less than twelve years of age and less than 80 pounds in 

weight shall be properly secured in the rear seat unless the child restraint system is designed for 

use with air bags.  

 

a. Booster Seats and Safety Belts for Children 
 

Booster seats should be used for children who have outgrown their standard safety seats at about 

80 pounds and until they are big enough for seat belts. Adult safety belts should not be used for 

children until they are big enough for the seat belt to fit correctly. The lap safety belt must fit 

snugly across the child’s hip, not across the stomach. The Shoulder portion of a lap/shoulder belt 

must fall across the shoulder and chest, not across the face or throat. For shoulder belts that do not 

fit, belt positioning booster seats designed to raise a child up for a proper fit of the lap and 

shoulder belts are readily available. 

 

b. Child Safety Points 
 

Children 12 and under should ride buckled up in a rear seat. Infants in rear-facing child safety 

seats should NEVER ride in the front seat of a vehicle with a passenger side airbag. Small 

children should ride in a rear seat approved for their age and size. 

 

If a Child over one year old must ride in the front seat with passenger-side air bag, put the child in 

a front-facing full harness child restraint, a belt-positioning booster seat, or a correct fitting 

lap/shoulder belt and move the seat as far back as possible. 

 

9.0 Maintenance  

 

A transportation coordinator should be designated in each department who will be responsible for 

monitoring when the vehicles need servicing. All drivers shall walk around the vehicle checking 

for body damage, county decal, lost / stolen license tags, tire condition and air pressure and leaky 

fluids before operating the vehicle. Vehicles will normally be serviced at 3,000/5,000 miles 

interval based on the requirements of each vehicle. Drivers are expected to report any mechanical 

problems to the coordinator immediately upon return to the agency. Vehicle warranty service 

shall be completed at a dealership. Vehicle maintenance/service will be scheduled by the agency 

coordinator with the Bladen County Motor Pool Department. Drivers shall routinely check 

vehicle gauges to ensure oil level, water and antifreeze for radiators and water for battery are 

working properly. Tire inflation should also be routinely checked.  

 

In the event of an accident or break-down, please notify the transportation coordinator or 

department head immediately. If the accident occurs after hours, please call as soon as possible 

on the next working day. If you should require assistance after hours please call the designated 

person. If the vehicle requires towing, the driver should call 911 who will call a wrecker service. 

The vehicle should be towed to a location selected by the County.  Emergency repairs may be 

completed by an authorized repair shop when outside of the County only when authorized by the 

Department Head in consultation with the Operations Director and/or County Manager. 

 

10.0 Personal Cars Used for County Business 
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Use of a personal vehicle is appropriate if it is authorized by the department head and within 

budget funds. Mileage reimbursement is provided at the current effective rate if use of a personal 

vehicle is authorized and a county vehicle is unavailable. The employee will be reimbursed at 

one-half the current reimbursement rate when a county vehicle is available, but the employee 

chooses to drive his/her personal vehicle.   

 

Bladen County does not assume any liability for bodily injuries or property damage, the 

employee may become personally obligated to pay, arising out of an accident occurring in 

connection with operation of his/her own car. The County does not specify and assumes no 

responsibility for any insurance coverage employees carry on their own cars since this is a matter 

of individual status and preference.  Any person, using their personal vehicle for County business 

must meet the following criteria: 

 Satisfy the County driver qualification requirements. 

 Policy requires employee to maintain insurance coverage as appropriate for use of 

vehicle at work.  

 The vehicle must pass the North Carolina Annual Safety Inspection.  

 The employee must attend a safe driving class as provided by Bladen County. 

 

11.0 Traffic Violations 

 

Fines for parking or moving violations are the personal responsibility of the assigned operator. 

The County will not condone nor excuse ignorance of traffic citations that result in court 

summons being directed to the County as owner of the vehicle. 

 

Each driver is required to report all moving violations to the department head within 72 hours.  

This requirement applies to violations involving the use of any vehicle (County, personal or 

other) while on County business. Failure to report violations may result in appropriate 

disciplinary action.  

 

Please be aware that traffic violations incurred during non-business (personal use) hours will 

affect your driving status as well and are subject to review.  

 

12.0 Accidents Involving County Vehicles or Personal Vehicles Being Used for County Business 

 

 Do not admit negligence or liability. 

 Do not attempt settlement, regardless of how minor.  

 Request name, address and phone number of injured person and witnesses if possible. 

 Exchange vehicle identification, insurance company name and policy numbers with 

the other driver. 

 Take a photograph of the accident scene, if possible. 

 Call Law Enforcement.    

 Complete the accident report on your vehicle. 

 Notify your department head immediately, but no later than 24 hours following an 

accident.  All accident related information shall be submitted to the department head 

within 24 hours. 

  

13.0 Post-Accident Drug and Alcohol Screening 

   

See Article VIII - Drug and Alcohol Free Workplace; 5.0 C - Drug and Alcohol Tests - Post 

 Accident 
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14.0 Thefts  

 

In the event of theft of a County vehicle, notify local police immediately. Once police notification 

has been made, the department head shall be notified immediately.  

   

15.0 Driver Responsibilities  

     

Each driver is responsible for the actual care and use of the County vehicle in his or her 

possession. Therefore, a driver’s responsibilities include, but are not limited to, the following: 

 

 Operation of the vehicle in a manner consistent with reasonable practices that avoid 

abuse, theft, neglect or disrespect of the equipment. 

 Obey all traffic laws. 

 The use of seat belts and shoulder harness is mandatory for driver and passengers. 

 Adhering to manufacture’s recommendations regarding service, maintenance and 

inspection. Vehicle should not be operated with any defect that would prevent safe 

operation. 

 Attention to and practice of safe driving techniques and adherence to current safety 

requirements. 

 Restricting the use of vehicle to authorized driver only. 

 Reporting the occurrence of moving violation and/or loss of driving privileges. 

 Accurate, comprehensive and timely reporting of all accidents by an authorized 

driver and thefts of a County vehicle to the Human Resources office. 

 

Certain drugs and medical conditions may slow a driver down and reduce their ability to make 

decisions and process information rapidly thus impairing driving performance. It is the 

responsibility of the employee to alert his/her supervisor of any medical condition or medication 

which may affect his/her ability to safely operate a vehicle. 

 

Failure to comply with any of these responsibilities will result in disciplinary action. 

 

16.0 Preventable Accidents 

 

A preventable accident is defined as any accident in which the driver in question failed to 

exercise every reasonable precaution to prevent the accident. 

 

Classification of preventable accidents 

 Following too close 

 Driving too fast for conditions 

 Failure to observe clearances 

 Failure to obey signs 

 Improper turns 

 Failure to observe signals from other drivers 

 Failure to reduce speed 

 Improper parking 

 Improper passing 

 Failure to yield  

 Improper backing 
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 Failure to obey traffic signals or directions 

 Exceeding the posted speed limit 

 Driving While Intoxicated (DWI) or Driving Under the Influence (DUI) or 

similar charges. 

 

Employees involved in accidents and charged with one of the above offenses, or other offenses 

which reflect negligence on the part of the employee, are subject to disciplinary action up to and 

including dismissal.                                                            

 

Section II: 

 
1.0 Purpose 

 

Bladen County has the responsibility to ensure, to the best of its ability, all vehicle operators are 

properly licensed and maintain a safe driving record. Current employees, volunteers, and 

applications for employment must possess an appropriate and valid North Carolina driver’s 

license in order to maintain or be appointed to positions requiring driving duties, whether it is a 

County-owned/leased vehicle or privately-owned /leased vehicle. All employees and/or 

applicants are subject to the guidelines on such effective date of policy. 

 

2.0 Applicants 

 

A driving history shall be obtained on final application for an applicant who may be required to 

operate any County-owned/leased vehicle or any privately owned/leased vehicle on behalf of the 

County. Applicants must possess a valid North Carolina driver’s license as a condition of 

employment when applying for positions requiring driving duties. 

 

 Applicants will not be considered for positions requiring driving duties if their driving 

record contains convictions for any Type A violation within the last three (3) years. 

 Applicants who have been convicted of four (4) or more Type B violations within the last 

two (2) years will not be considered for employment; or three (3) or more Type B 

violations within one year or less. 

 When an applicant’s overall driving record reveals a pattern of convictions indicating the 

applicant’s ability to safely operate a County vehicle or piece of heavy equipment   is 

questionable, the County reserves the right to approve or disapprove the applicant based 

on their overall driving history. 

 The department head will request HR to obtain the applicant’s driving record prior to 

offering the position. 

 

Based upon satisfactory findings after review of the complete driving record, Human Resources 

should certify in writing on the “comments” section of the Personnel Action Form that 

employment of the selected applicant will not violate the Safe Driving Policy. 

 

3.0 Current Employees 
 

All employees who drive County-owned/leased vehicles driven for the benefit of the County, or 

operate heavy equipment on roadways or access roads, which requires a valid North Carolina 

driver’s license, must possess and maintain such valid driver’s license and safe driving record in 

order to retain County driving privileges. These employees will be required to attend a safe 

driving class every three years. Random driving histories for employees who drive for the benefit 
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of the County may be run as necessary. Employees who will be using their personal vehicle for 

County business should contact their personal automobile insurance company in order to ensure 

that they have proper coverage for such uses. 

 

The Human Resources Department or designee shall run driving records for new employees and 

those requesting to transfer into a position requiring driving duties, as well as, positions identified 

by department heads to be utilized for driving duties, although driving is not the main function of 

that position. 

 

Employees will not be permitted to operate County-owned/leased vehicles or heavy equipment or 

operate a privately-owned/leased vehicle for the benefit of the County if their driving record 

contains any of the following. 

 

 Conviction for any Type A Violation within the past three (3) years. 

 Conviction of four(4) or more Type B violations within the last two(2) years, or 

three(3) or more Type B violations within the past one year or less. 

 When an employee’s overall driving record reveals a pattern of convictions and 

the employee’s ability to safely operate a County vehicle or piece of heavy 

equipment is questionable, the County reserves the right to approve or disapprove 

driving privileges based on their overall driving history. 

 

Employees who are in positions requiring driving duties, even on a limited basis, who have their 

license suspended or revoked, or convicted of a Type A Violation shall report such 

suspension/revocation/conviction, as well as, all Type B violations to their supervisor within 24 

hours. The supervisor shall in turn notify the Department Head and Human Resources 

Department. 

 

Employees are subject to disciplinary action, dependent upon the motor vehicle violation. In 

cases where an employee is in a position which requires driving as a condition of employment, 

and such employee’s license is suspended or revoked, the employee may be transferred or 

demoted into a non-driving position if it is available, the employee meets qualifications and it is 

in the best interest of the County. If no such position exists, or a transfer or demotion is deemed 

in the best interest of the County, the employee may be terminated.  County employees with a 

limited driving privilege may not operate a county vehicle. 

 

4.0 Violations 

 

     4.1 Type A Violations 

 

a. Driving while impaired or under the influence of drugs or alcohol. 

b. Homicide, manslaughter or assault by vehicle; or use of vehicle in commission of a 

felony. 

c. Reckless driving/speeding. 

d. Failure to stop (hit and run) failure to report an accident. 

e. Making a false accident report. 

f. Passing a stopped school bus. 

g. Driving while license is suspended or revoked. 

h. Attempting to elude a police officer.  

  

4.2 Type B Violations 
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a.    All other moving violations not listed as a Type A violation.  

 

 

Section III 

 

1.0 Guidelines and Procedures 

 

Bladen County wants to ensure that vehicles under the control of the county are acquired, 

utilized, replaced and maintained in the most efficient and effective manner to conduct county 

business. 

 

1(a) Vehicle Records 

 

 All county vehicles owned by the county must be properly titled, licensed and 

insured. 

 To the extent possible, all direct costs owning and operating county vehicles 

must be fully documented, including original purchase price, sale price, fuel, 

maintenance and other expenses. 

 Appropriate managerial review of vehicle cost and use information should be 

conducted on a regular basis. 

 

1(b) Vehicle Acquisition 

 

 All county vehicles shall be purchased in accordance with NCGS 143-131, 143-

129 or other controlling statutes. 

 Agencies shall acquire vehicles consistent with budgetary intent. 

 

1(c) Vehicle Replacement 

 

Agencies should evaluate the cost per mile to operate vehicles taking into              

consideration acquisition costs, average surplus value and operating costs such as              

fuel, maintenance and other administrative charges.  Agencies should strive to              

replace vehicles at the point where the vehicle’s total operating cost per mile is the              

lowest.  Absent this analysis, the minimum replacement criteria for county vehicles are 

outlined below.  Any request to replace vehicles is subject to budgetary review.  Specialty 

use vehicles (vehicles especially equipped for a specific function or purpose) are exempt 

from these replacement criteria. 

 

     1(d) Vehicle Assignment   

 

Permanently assigned vehicles are dedicated to a single job function or individual based 

on travel needs for a semi-permanent time period.  County vehicles shall not be 

permanently assigned unless they are assigned to: 

 

a. An individual traveling more than 15,000 miles per year in the conduct of 

county business; or 

b. Job functions/employees requiring specialty use vehicles; or  

c. Job functions requiring frequent transportation in the performance of specific 

duties (e.g. mail, delivery, facility support vehicles, etc.); or 
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d. A person specifically identified by a department director or agency head.  

The department director or agency head must determine there is a compelling 

benefit to the county and documents in writing that they support and approve 

the assignment. 

  

  Permanently assigned vehicle shall not be used for commuting purposes, unless the: 

 

a. Vehicle is assigned to an employee who works from his/her home; or   

b. Employee needs to operate specialty use vehicle to perform official duties 

and  is subject to 24-hour call; or  

c. Employee is subject to 24-hour call and responds to after hour calls an 

average of four or more times per month; or     

d. Department director or agency head determines there is a compelling benefit 

to the county and documents in writing that they support and recommend the 

assignment, for approval by County Manager. 

 

Pool vehicles are general use vehicles available for temporary assignment to multiple 

individuals. 

 

a. Pool vehicles should average at least 15,000 miles per year. 

b. Pool vehicles should be used when available and where more cost effective 

than other options.  

 

2.0 Vehicle Usage 

 

County vehicles shall be used for county business only.  Some examples of unauthorized use are: 

 

a. Travel to adult entertainment facilities. 

b. Sightseeing or trips for personal pleasure unless the trip is part of the official 

agenda for a business conference. 

c. Transporting family members, dependents or friends to school, daycare, 

medical appointments, social events or other personal activities. 

d. Conducting other personal business 

 

However, it is permissible to use a county vehicle for travel to meals or to attend to other 

necessities of the operator or authorized passenger when away from their official domicile on 

county business.  

 

Agencies shall investigate complaints for alleged improper operation or use of a county vehicle.  

The operator may be subject to disciplinary action if the complaint is verified, in accordance with 

the Separation, Disciplinary Action, and Reinstatement policy. 

 

Liability to other persons (bodily injury and property damage) due to employee negligence in the 

operation of a county vehicle will be covered by the county, provided the employee was operating 

the vehicle while conducting county business.  The operator assumes full responsibility for bodily 

injury and damages to the vehicle and/or third party damages if an accident occurs during any 

unauthorized use of a county vehicle. 

  

Personal property in county vehicles is not insured for loss or damage by the county.  Coverage 

for these items may be provided by the employee’s personal insurance. 
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Agencies should review accident investigations involving county vehicles in an effort to avoid 

reoccurrence.  Employees found to have operated a vehicle in a careless manner or   in violation 

of state law or departmental policy or procedures will be placed in “Marginal Driving Status” (see 

Appendix A - Safe Driving Practices Policy) and will be subject to disciplinary action, in 

accordance with the Separation, Disciplinary Action, and Reinstatement policy. 

 

County vehicles should not be used for out-of-state travel, unless specifically authorized by the 

Department Head or County Manager. 

 

Animals are not allowed in county vehicles unless they are transported in the conduct of county 

business or are required by a passenger’s disability. 
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1.0 Purpose  

 

A. The purpose of this Policy is to maintain a drug-free and alcohol-free workplace and to 

provide procedures for conducting screenings of job applicants and employees for the use 

of illegal drugs, the improper use of prescription drugs, and the misuse of alcohol. 

 
B. All testing will be conducted in a manner that will protect the rights of employees and applicants 

subject to testing.  Therefore, the County will take all necessary steps to safeguard the dignity and 

self-esteem of those being tested, and will ensure adherence to all procedures pertaining to the 

implementation of this Article.  The County will adhere strictly to all standards of confidentiality 

and assure all employees that testing records and results will be released only to those authorized 

to receive such information. 

 

C. Employees with substance-abuse problems are encouraged to voluntarily seek help.  If an 

employee should approach the County prior to being identified as a drug user/abuser or 

alcohol abuser by means of drug or alcohol testing, all possible and positive consideration 

for a medical leave of absence for treatment and/or counseling will be pursued.  

However, notwithstanding any other provision of this policy to the contrary, employees 

who fail drug or alcohol tests may be disciplined, up to and including termination, in 

accordance with the provisions of this policy.  If an employee is terminated, no benefits 

except those provided for by federal, State or local act will be provided for beyond the 

last day of employment. 

 

D. The Drug Free Workplace Act of 1988 requires all county employees to notify the county 

within five calendar days after any criminal conviction for the manufacture, distribution, 

dispensation, possession, or use of narcotics, drugs, or any other controlled substance at 

the workplace.  Criminal conviction means a finding of guilt, a plea of no contest, or a 

plea of guilty.  The county shall then be required to notify all federal contracting agencies 

and grantors of such conviction within ten days of receiving notice of the conviction. 

 

E. Employees will be given a copy of this policy and will be required to sign a form 

acknowledging its receipt.  By continuing to work, the employee agrees that he/she will 

abide by the policy as a condition of employment.  Failure to sign the form will result in 

disciplinary action up to and including termination. 

 
2.0 Prohibited Behavior 

 

A. Alcohol 

 

1. The manufacture, distribution, dispensation, possession, storage, purchase, or use 

of alcohol by employees while at the workplace is prohibited and constitutes 

grounds for immediate termination. 

 
No employee shall use alcohol within four hours before going on duty, before operating or having 

physical control of a County owned vehicle, a commercial motor vehicle or transit service vehicle, or 

before performing a safety sensitive function. 

 



 

 

Employee Benefits - Page 156 of 211 

 

Safety-sensitive functions include, but are not limited to the following: armed law enforcement 

officers, firefighters, emergency medical technicians, other health professionals responsible for direct 

patient care, people who operate, repair, and maintain passenger-carrying motor vehicles, drivers of 

sanitation trucks and Human Service employees who drive vehicles to reach their clients. 

 

2. No employee shall report for duty or remain on duty in a safety-sensitive function 

while having an alcohol concentration of 0.04 or greater.  An employee who 

reports to work and whose blood alcohol test result indicates a 0.04 or greater 

level of alcohol in the employee's system shall be considered to have a positive 

alcohol test and shall be disciplined as outlined in this policy. 

 

3. No employee involved in an accident that requires an alcohol test shall consume 

any alcohol for eight hours following the accident or until a post-accident alcohol 

test is performed, whichever comes first. 

 

4. An employee who refuses to submit to, or fails to follow through with, an alcohol 

test when testing is required by this Article will be terminated.   

 

5. An employee who is tested (exclusive of the return-to-duty test) and found to 

have an alcohol concentration of 0.02 or greater but less than 0.04 shall not 

perform or continue to perform his or her job functions until the start of the 

employee's next regularly scheduled duty period, but not less than twenty-four 

hours following administration of the test.  The employee shall be removed from 

duty without pay for this twenty-four hour period and shall receive a notation in 

his or her performance appraisal about the requirement of reporting to work 

without the presence of alcohol in his or her system.  An employee may be 

removed from duty for a longer period as provided in this policy. 

 

B. Drugs 

 

1. The unlawful manufacture, distribution, dispensation, possession, purchase, or use 

of drugs by employees is prohibited and constitutes grounds for immediate 

termination without warning. 

 
2. An employee shall inform his or her supervisor if, prior to beginning work or while he or 

she is on duty, he or she has used or intends to use any prescription drug, over-the-

counter drugs, or other substance that might impair his or her ability to satisfactorily 

perform duties.  Employees are responsible for a thorough understanding of the effects 

and potential side effects of medications or other chemical substances taken.  Failure to 

notify the supervisor under these circumstances may result in disciplinary action up to 

and including termination depending on the severity of the resulting incident.   

 

3. An employee who refuses to submit to, or fails to follow through with, a drug test 

when testing is required by this Article will be terminated.   
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3.0 Supervisory Responsibilities 

 

Every supervisor shall: 
 

A. Consistently apply this Article to all employees under his or her supervision.  A 

supervisor who fails to apply this Article when he or she believes, or reasonably should 

believe, that an employee under his or her supervision has committed a violation will be 

disciplined. 

 

B. Initiate the process for having an employee drug or alcohol tested if there is reasonable 

suspicion that an employee under his or her supervision, when such employee is on duty, 

has an illegal drug or alcohol in his or her system or is using any legal drug in a manner 

other than it was intended.  

 

Supervisors must point to specific, objective facts and be able to articulate rational 

inferences drawn from those facts in light of their experience. Examples of criteria for 

finding reasonable suspension include: direct observation of drug use or possession; 

direct observation of the physical symptoms of being under the influence of a drug, such 

as impairment of motor functions or speech; a pattern of abnormal conduct or erratic 

behavior; arrest or conviction for a drug-related offense, or the identification of an 

employee as the focus of a criminal investigation into illegal drug possession, use, or 

distribution; information that is provided by reliable and credible sources or that can be 

independently corroborated; newly discovered evidence that the employee tampered with 

a previous drug test. 

 

C. Insure that all employees he or she supervises receive training on the requirements and 

consequences of this Article. 

 
D. Follow the procedure established by the department head for assuring that an employee who is to 

be tested for alcohol or other drugs is transported to the designated test site, and that those 

employees for whom there is reasonable suspicion of substance abuse or who have had a blood 

alcohol test result of 0.02 or greater are transported home, either by personal family/friends or by 

arranged transportation. 

 
4.0 Employee Responsibilities 

 

Every employee and, to the extent applicable, covered applicants shall: 

 

A. Abide by this policy as a condition of employment. 

 

B. Comply with all applicable laws regulating the manufacture, distribution, dispensation, 

use or possession of illegal drugs, alcohol, or prescription drugs. 

 

C. Assure that his or her ability to perform his or her job duties is not negatively affected 

due to use of a drug or alcohol when scheduled to report to work or when on "on call" 

status.  Should any employee be requested to report to work earlier than his or her normal 

or previously assigned time, it is the employee's responsibility to advise his or her 
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supervisor of an inability to perform his or her job duties or that he or she has consumed 

alcohol within the last four hours prior to reporting for duty.  If the employee had 

received prior notice that he or she might be called back into work, the employee shall be 

considered absent without leave if he or she is unable to report to duty.  An employee 

may be subject to other disciplinary action due to inability to report for duty. 

 

D. Submit immediately to a drug or alcohol test when requested by his or her supervisor. 

 

Notify his or her department head within five days if convicted of a violation of a 

criminal drug statute such as the manufacture, distribution, dispensation, possession, or 

use of narcotics, drugs, or for any other controlled substance when such violation 

occurred while the employee was on duty, as required by the Drug-Free Workplace Act 

of 1988.  Criminal conviction means a finding of guilt, a plea of no contest, or a plea of 

guilty.  The County shall then be required to notify all federal contracting agencies and 

grantors of such conviction within ten days of receiving notice of the conviction. 
 

5.0 Drug and Alcohol Tests 

 

Covered employees and covered applicants shall be subject to the following tests:  (A) 

Pre-placement; (B) Post Accident; (C) Reasonable Suspicion; (D) Random Testing; (E) 

Return to Duty;  and (F) Follow Up.  For purposes of this Article, Covered employees 

shall be defined as those employees who must hold a commercial driver's license as a job 

requirement or who perform other safety-sensitive functions as defined by the U.S. 

Department of Transportation (DOT) regulations and/or as defined by section 2.0(1) of 

this policy.  Covered applicants shall be defined as those applicants for positions 

required to hold a commercial driver's license or perform safety sensitive functions or to 

whom an offer of employment has been made contingent upon their passing a drug test. 

 

All employees are subject to the following tests: Pre-employment; Post Accident; 

Reasonable Suspicion; Return to Duty; and Follow Up. 

 

An employee who does not pass the drug or alcohol test and is terminated will not be 

considered for re-employment for a two-year period following the date of the test and 

then will be considered only when (a) he or she provides documentary proof of successful 

completion of a drug and/or alcohol abuse treatment or rehabilitation program and (b) he 

or she passes a pre-placement drug and/or alcohol test. 

 

A. Pre-employment. All job finalists are required to undergo drug/alcohol screening within 

forty-eight (48) hours (excluding Saturdays, Sundays and holidays) upon an offer of 

employment and prior to final appointment as an employee. Finalists who fail to undergo 

such screening within forty-eight (48) hours will not be considered for employment. 

 

B. Pre-placement. Before a temporary, part-time, or full-time employee initially operates a 

County owned vehicle or performs safety-sensitive function for Bladen County, he or she 

must undergo testing for drug and alcohol misuse.  Covered applicants for employment 

or current employees transferring from non safety-sensitive positions into a position that 

requires testing must pass a pre-placement drug and alcohol test. 



 

 

Employee Benefits - Page 159 of 211 

 

 

A covered applicant will have four hours to provide an acceptable urine specimen.  

An applicant who cannot produce a specimen within three hours will need to 

provide documentation from an urologist indicating the medical condition which 

prevented the ability to produce a specimen (example shy bladder).  An applicant 

who refuses to submit to, or fails to follow through with, the drug or alcohol test 

as required, or does not pass the drug or alcohol test will not be considered for 

employment for a two-year period following the date of the test and then will be 

considered only when (a) he or she provides documentary proof of successful 

completion of a drug and/or alcohol abuse treatment or rehabilitation program and 

(b) he or she passes a pre-placement drug and/or alcohol test. 

 

C. Post Accident.  Post-accident testing must be conducted on any driver and any other 

safety-sensitive employee (e.g., maintenance personnel) whose performance could have 

contributed to the accident.  A determination whether to test safety-sensitive employees 

who were not in the vehicle but who may have contributed to the accident will be made 

based on the best information available at the time of the decision.  The Federal Highway 

Administration mandates that tests must be conducted in the event of a fatality or if the 

driver receives a citation under state or local law for a moving traffic violation arising 

from the accident.  Federal Transit Administration mandates testing: (1). In the event of a 

fatality; (2). in the event that a driver receives a citation and an individual suffers a 

bodily injury and immediately receives medical treatment away from the accident scene; 

or (3). If one of the vehicles in the accident is disabled to the extent that it must be towed.  

Testing will be administered immediately following the accident or as soon as medically 

and legally possible.   

 
1. A post-accident drug test shall be administered within thirty-two hours following the 

accident.  If the drug test is not administered within thirty-two hours, the supervisor shall 

cease attempts to administer a drug test and must document the reason(s) for not 

administering the test.  Refusal to submit to a test will be handled the same as a "Verified 

Positive Test.”   Refusal to submit to a drug test is grounds for termination. 

 
2. A post-accident alcohol test shall be administered no later than (8) eight hours following the 

accident.  If the test is not administered within (2) two hours, the supervisor must document 

the reason(s) the alcohol test was not promptly administered.  If the alcohol test is not 

administered within (8) eight hours following the accident, the supervisor shall cease attempts 

to administer the test and must document the reason(s) for not administering the test.  In the 

event an alcohol test is not conducted within the eight-hour time frame.  No employee shall 

be allowed to remain on duty until a post-accident alcohol test is administered and the 

employee's alcohol concentration measures less than 0.02.  No employee may refuse to 

submit to an alcohol test as required by the regulations. Refusal to submit to a test will be 

handled the same as a "Verified Positive Test.”   Refusal to submit to an alcohol test is 

grounds for termination. 

 

D. Reasonable Suspicion. Testing will be conducted on any employee, if while on County 

property, while operating a County vehicle, or while engaging in County business, he/she 

demonstrates work performance or behavior which creates a reasonable suspicion that 

he/she is unfit for duty and has possibly misused alcohol or drugs as defined in this 
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Policy.  Reasonable-suspicion testing is authorized only if the required observations are 

made by a supervisor or official of the locality where the employee is on duty. 

 

1. When there is reasonable suspicion that an employee on duty has alcohol or drugs in 

his or her system, the employee will be tested.  If the employee tests positive and 

management concludes that alcohol or drug consumption occurred on the job, the 

employee will be terminated.  If the employee tests positive and department 

management concludes that alcohol or drug consumption occurred while not on the 

job, the covered employee shall receive appropriate discipline as outlined in this 

policy, up to and including termination. 

 
2. A reasonable-suspicion alcohol test shall be administered no later than (8) eight hours 

following the determination of reasonable suspicion.  If the test is not administered within (2) 

two hours, the supervisor must document the reason(s) the alcohol test was not promptly 

administered.  If the alcohol test is not administered within (8) eight hours following the 

determination of reasonable suspicion, the supervisor shall cease attempts to administer the 

test and must document the reason(s) for not administering the test.   No employee shall be 

allowed to remain on duty until an alcohol test is administered and the employee's alcohol 

concentration measures less than 0.02.  No employee may refuse to submit to an alcohol test 

as required by the regulations. 

 

3. A written record shall be made of the observations leading to a reasonable suspicion 

drug or alcohol test and signed by the supervisor or departmental designee who made 

the observations within twenty-four hours of the observed behavior or before the 

results of the controlled-substances test are released, whichever is earlier. 

 

E. Random Testing.  Covered employees will be tested on an unannounced basis for 

alcohol and drugs throughout the year.  Random numbers generated and matched with the 

employee's identification number will determine who is tested.  Random testing will be 

done on a percentage basis in a fair and equal manner. 

 

1. For drug testing, a Covered employee may be tested at any time the Covered 

employee is at work for the County. 

 

2. Selection of Covered employees for random testing will be made by a computer-

based random number generator that is matched with drivers' Social Security 

numbers.  At least 50 percent of the total number of Covered employees subject to 

drug testing and 25 percent subject to alcohol testing must be tested each year. 

 

3. Each time a random selection is made, every Covered employee will have an equal 

chance of being selected.  Random tests will be unannounced and spread reasonably 

throughout the year.  Covered employees, when notified that they have been selected 

for random testing, will proceed immediately to the collection site. 

 

4. When a Covered employee is selected for random testing, both the Covered 

employee and the employee's supervisor shall be notified on the day the test is 

scheduled to occur. The supervisor shall explain to the Covered employee that he/she 
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is under no suspicion of taking drugs and that the Covered employee's name was 

selected randomly pursuant to this policy. 

 

5. A blood alcohol test, with a finding of 0.02-0.039, will result in a five-day suspension 

without pay for tested individual and he/she will be required to submit to another 

blood alcohol test and receive a test result below 0.02 prior to being returned to the 

safety-sensitive position. 

 

6. A blood alcohol test result of 0.04 or greater and/or a positive drug test shall result in 

termination as outlined in Article VII, Section 6. 

 

7. Any employee who refuses to provide urine or other appropriate testing specimen 

shall be subject to termination as outlined in Article VII, Section 6. 

 

F. Return to Duty.  An employee who has a positive blood alcohol test must submit to a 

return-to-duty blood alcohol test before returning to duty following a disciplinary 

suspension.  An alcohol concentration of less than 0.02 is required before an employee 

may be authorized to return to duty. 

 

1. A blood alcohol test result of 0.04 or greater and/or a positive drug test may result in 

termination as outlined in this policy. 

 

2. Any employee who refuses to provide urine or other appropriate testing specimen will 

be subject to termination as outlined in this policy. 

 
6.0 Refusal to Submit to a Test 

 

Behavior that constitutes refusal to submit to a test includes: 

 

1. Refusal to take a test; 

2. Inability to provide sufficient quantities of breath or urine to be tested without a valid 

medical explanation; 

3. Tampering with or attempting to adulterate the specimen or collection procedure; 

4. Not reporting to the collection site in the time allotted; 

5. Leaving the scene of an accident without a valid reason before the tests has been 

conducted. 
6.   Refusal to submit to a test will be handled the same as a "Verified Positive Test.”  Refusal to 

submit to a drug test is grounds for termination. 

 

 
7.0 Testing Procedures 

 

A. Alcohol Testing 

 

1. Alcohol tests will be conducted at a facility designated by the county.  This facility 

meets security requirements as specified by Department of Health and Human 

Services (DHHS) guidelines. 
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2. Using the Evidential Breath Testing Device, the certified Blood alcohol Technician 

(BAT) will open an individually sealed mouthpiece and attach it to the EBT, The 

employee will be instructed to blow into the mouthpiece forcefully until an adequate 

amount of breath has been obtained.  The EBT will record the result and display it on 

the device and print the result immediately, the result will be recorded on the Breath 

Testing Form and attached to the form with tamper proof tape. 

 

3. When the result is less than 0.02, no further testing is authorized and the result will be 

transmitted to the County in a confidential manner and will be stored to insure 

confidentiality is maintained. 

 

4. When the result is 0.02 or greater, a confirmation test must be performed to verify the 

initial test.  The confirmation test will be conducted no less than 15 minutes and no 

more than 20 minutes after the initial test.  In the event the initial and confirmation 

test results are different, the confirmation test result is deemed to be the final result 

upon which any action under the terms of this policy shall be based. 

 

5. Following the completion of the test, the BAT will date the form and sign the 

certification on the form.  The employee will sign the certification and fill in the date 

on the form. This insures that each employee is attesting to the fact that the reported 

result is specific to the employee.  Failure of the employee to sign certification will be 

treated as if results are 0.04 or greater.  

 

6. Refusal to test will be treated the same as if the result is 0.04 or greater. 

 

7. The County will maintain alcohol and drug test results in a secure and confidential 

manner, so that disclosure of information to unauthorized persons does not occur.  

Employee information shall only be released as permitted by law or as expressly 

authorized. 

 

8. If an employee alleges that, because of medical reasons, he or she is unable to provide 

a sufficient amount of breath to permit a valid breath test, the blood alcohol 

technician shall instruct the employee a second time to attempt to provide an adequate 

amount of breath.  If the employee continues to allege an inability to provide a 

sufficient amount of breath for the test, the department shall be notified that the 

employee has refused to be tested.  The employee will be directed to obtain, as soon 

as practicable after the attempted provision of breath, an evaluation from a licensed 

physician acceptable to the County addressing the employee's medical ability to 

provide the adequate amount of breath.  If there is not a medical 

reason acceptable to the County for the employee's inability to provide the breath, the        

employee will be considered to have refused to submit to the alcohol test and will be 

disciplined according to the guidelines established by this policy. 

 

B.  Drug Testing- Specimen Collection: 
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1. In accordance with the DHHS Guidelines and to ensure that the sample or specimen 

provided by an individual is properly identified and not accidentally confused with 

any other sample, strict procedures shall be used when collecting and transferring the 

sample. The total of these procedures is known as the chain-of-custody. 

 

2. Drug tests will be conducted at a facility designated by the county.  This facility 

meets security requirements as specified by DHHS Guidelines.  The collection site is 

a secure location and allows for maximum privacy, which includes a toilet for 

completion of urination, a source of water for washing hands and, where practicable, 

excluded from the area provided for urination. 

 

3. No other person will be present or gain access to the collection area during the 

collection process.  All specimens must remain in the direct control of the collection 

site person.  No person other than the collection site person may handle specimens 

prior to their being placed securely in the mailing container. 

 

4. When reporting to a collection site for specimen collection, each employee will be 

required to provide a photo I.D.  Employees will be asked to remove all unnecessary 

outer garments (i.e., coat or jacket), and secure all personal belongings, but may 

retain his/her wallet. 

 

5. Employees will be allowed to provide his/her specimen in the privacy of a stall. 

 

6. A split sample method of collection will be used.  At least 45 ml of urine must be 

collected, 30 ml to be used as the primary specimen and 15 ml to be used as the split 

specimen.  Both bottles will be shipped in a single container.  

 

7. If the collection site person believes tampering or adulteration has occurred, a second 

specimen shall be collected immediately under the direct observation of a same 

gender collection site person.  Both samples will be sent to the lab. 

 

8. Refusal to test will be handled the same as a verified positive result. 

 

9. In all cases, the Covered Employee and the collection site person shall keep the 

specimen in view at all times prior to being sealed and labeled. The specimen will be 

labeled with tamper proof seals and the employee will sign appropriate places on the 

Chain of Custody and initial the seal on the bottle attesting to the fact that the 

specimen is specific to the individual providing the sample.  Failure of the employee 

to sign and/or initial certification will be treated as if results are positive. 

 

        C.  Drug Testing - Methodology 

 

1. All specimens collected by the county pursuant to this article shall be tested in a 

properly certified laboratory. 
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2. All samples will be first subjected to an individual screening process to detect the 

presence of drugs.  Those samples having a negative screen (no illegal or illicitly used 

substance) will be considered to have tested negative and no further testing will be 

done on those samples.  Those samples that test positive on the first screen will be 

tested more extensively by means of Gas Chromatography/Mass Spectrometry 

(GC/MS) analysis to eliminate any false positive tests. 

 

3. The laboratory will ensure that the chain-of-custody procedures are adhered to from 

the time of receipt of urine samples until testing is completed and results are reported.  

Samples that test positive will be stored by the laboratory for a minimum of one year. 

 

4. All covered applicants and employees will receive written notification of drug test 

results. 

 
8.0 Reporting of Results 

 

The laboratory shall report the test results directly to the designated county official as 

soon as the lab releases the results.  The report shall indicate the drug/metabolites tested 

for, whether the results are positive or negative, the specimen number assigned by the 

County, and the drug testing laboratory identification number. 

 
9.0 Review of Results/MRO 

 

A. The medical review officer (MRO) is a licensed physician and possesses knowledge of 

drug abuse disorders.  The MRO will review and interpret positive results obtained from 

the laboratory. The MRO, through a verification process, will assess and determine 

whether alternate medical explanations could account for the positive test results. The 

MRO may conduct medical interviews of the tested individual.  Additionally, the MRO 

will examine all medical records and data made available by the tested individual, such as 

evidence of prescribed medications. 

 

B. The MRO will review the findings of a drug test with the employee before a final 

determination is made that the employee did not pass the drug test.  The purpose of this 

review is to ensure that the findings of a positive test are not based on factors other than 

the use of the drug for which the positive result is found.  After the final decision is made, 

the MRO will notify the County as prescribed below. 

 

C. If during the course of an interview with an individual who has tested positive the MRO 

learns of a medical condition which could, in the MRO's reasonable medical judgment, 

pose a risk to safety, the MRO may report that information to Bladen County. 

 

D. The MRO will notify each employee who has a confirmed positive test that the employee 

has 72 hours in which to request a test of the split specimen.  The employee shall have 

the right to retest a confirmed positive sample at the same or another approved 

laboratory.  The employee must request release of the sample in writing specifying to 

which approved laboratory the sample is to be sent.  If the employee makes such a 

request, the MRO will direct, in writing, the laboratory to provide the split specimen to a 
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certified laboratory, as specified by the employee, for analysis. If the analysis of the split 

specimen fails to reconfirm the presence of the drug(s) or drug metabolite(s) found in the 

primary specimen, or if the split specimen is unavailable, inadequate for testing or un-

testable, the MRO will cancel the test and report cancellation and the reasons for it to the 

DOT, the County, and the employee.  A request for testing of the split sample and 

associated costs are the responsibility of the tested individual. 

 

E. If the MRO, after making and documenting all reasonable efforts, is unable to contact the 

tested person, the MRO will contact the Bladen County Manager to arrange for the 

employee to contact the MRO prior to going on duty.  If, within five days after a 

documented contact by the Bladen County Manager instructing the employee to contact 

the MRO, the employee has not done so, the MRO will verify the test positive and report 

it to the County. 
 

10.0 Compliance with Law 

 

A. Information regarding the testing and referral of employees and applicants under this 

Article will be treated as confidential in accordance with the requirements of North 

Carolina law governing the privacy of employee personnel records. 

 

B. Searches and seizures are to be conducted in a legal manner.  The County reserves the 

right to conduct searches or inspections of property assigned to an employee whenever a 

department head or his or her designee determines that the search is reasonable under all 

the circumstances. Failure to consent to, or cooperate with, such inspections will be 

grounds for disciplinary action up to and including discharge. 

 
11.0 Additional Standards for Sheriff Department  

 
11.1 Testing: All applicants for employment as law enforcement officers shall be subject to 

the additional drug testing policies and procedures of the North Carolina Department of  

Justice, Sheriff Standards Division.  The Sheriff’s Department will follow these 

procedures for blood alcohol testing. 

 

11.2 Reporting Requirements:  The Sheriff’s Department will report all positive drug test 

results of applicants for sworn positions and current officers/employees within the 

department to the North Carolina Department of Justice, Sheriff’s Standards Division. 

 

11.3 Consequences of a Positive Test Result:  All sworn law enforcement personnel who test 

positive will be denied continued employment in a position requiring sworn status. 

 

11.4 Employee Notice – Each employee, including those engaged either directly or indirectly 

on a grant, shall be given a copy of this policy 

 

12.0 Definitions 

 

Accident means an occurrence involving a motor vehicle operating on a public road that 

results in a fatality; bodily injury to a person who, as a result of the injury, immediately 

receives medical treatment away from the scene of the accident; or one or more motor 
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vehicles incurring disabling damage as a result of the accident, requiring the vehicle(s) to 

be transported away from the scene by a tow truck or other vehicle. 

 

Alcohol test means a test for the presence of alcohol in the body as determined through 

the use of a blood alcohol test, evidential breath analyzer test, or blood screening. 

 

Canceled, with respect to the results of a drug test, means a test result in which the 

medical review officer finds insufficient information or inconsistent procedures with 

which to make a determination. 

 

Commercial motor vehicle means a motor vehicle or combination of motor vehicles 

used in commerce to transport passengers or property if the motor vehicle: 

a. has a gross combination weight rating of 26,001 or more pounds inclusive of a 

towed unit with a gross vehicle weight rating of more than 10,000 pounds; or 

b. has a gross vehicle weight rating of 26,001 or more pounds; or 

c. is designed to transport 16 or more passengers, including the driver; or 

d. is of any size and is used in the transportation of materials found to be hazardous 

for the purposes of the Hazardous Materials Transportation Act and that requires 

the motor vehicle to be placarded under the Hazardous Materials Regulations. 

 

Confirmation test for alcohol means a second test, following a screening test with a 

result of 0.02 or greater that provides quantitative data of alcohol concentration.  

Confirmation test for controlled substances means a second analytical procedure to 

identify the presence of a specific drug or metabolite that is independent of the screen test 

and that uses a different technique and chemical principle from that of the screen test in 

order to ensure reliability and accuracy.  Gas chromatography/mass spectrometry 

(GC/MS) is the only authorized confirmation method for the five SAMHSA drugs. 

 

Conviction means a finding of guilt (including a plea of nolo contendere) or imposition 

of sentence, or both, by any judicial body charged with the responsibility to determine 

violations of federal or state criminal drug statutes. 

 

Criminal drug statute means a criminal statute relating to the manufacture, distribution, 

dispensation, use or possession of any drug. 

 

Drug test and drug screening means a test, including providing the necessary sample of 

body fluid by the employee to be tested, for the presence of any of the following drugs or 

drug metabolites in the urine or blood of an employee: 

a. amphetamines 

b. cannabinoids 

c. cocaine 

d. opiates 

e. phencyclidine 
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Drug means a controlled substance as listed in Schedules I through V of Section 202 of 

the Controlled Substances Act (21 USC 812) or Chapter 90, Section 87(5) of the North 

Carolina General Statutes or a metabolite thereof. 

 

Medical review officer is a North Carolina-licensed physician with specific training in 

the area of substance abuse.  The medical review officer not only has knowledge of 

substance-abuse disorders, but also has been trained to interpret and evaluate laboratory 

test results in conjunction with an employee’s medical history.  The medical review 

officer verifies a positive drug test result by reviewing a laboratory report and an 

employee’s unique medical history to determine whether the result was caused by the use 

of prohibited drugs or by an employee’s medical condition. 

 

Negative, with respect to the results of an alcohol test, means a test that indicates a blood 

alcohol concentration of less than 0.02. 

 

Negative, with respect to the results of a drug test, means a test result that does not show 

presence of drugs at a level specified to be a positive test. 

 

On call means being subject to a call to report immediately to work for Bladen County.  

 

On duty means when an employee is at the workplace, performing job duties, on call, or 

during any other period of time for which he or she is entitled to receive pay from Bladen 

County. 

 

Other substance means any substance that has the potential to impair appreciably the 

mental or physical function of a person who does not have an unusual or extraordinary 

reaction to such substance. 

 

Pass a drug test means that the result of a drug test is negative.  The test either 

a. showed no evidence or insufficient evidence of a prohibited drug or drug 

metabolite, or 

b. showed evidence of a prohibited drug or drug metabolite, but there was a 

legitimate medical explanation for the result as determined by a certified 

medical review officer. 

 

Pass an alcohol test is a negative alcohol test.  The test showed no evidence or 

insufficient evidence of a prohibited level of alcohol. 

 

Positive, with respect to the results of an alcohol test, means the presence of alcohol in an 

employee’s system at the 0.04 level or greater. 

 

Positive, with respect to the results of a drug test, means a laboratory finding of the 

presence of a drug or a drug metabolite in the urine or blood of an employee at the levels 

identified by the Substance Abuse and Mental Health Services Administration 

(SAMHSA), or for drugs not subject to SAMHSA guidelines, at the levels identified by 

the County, if any.  All positive tests will be confirmed using a different technology than 



 

 

Employee Benefits - Page 168 of 211 

 

was used for the first test, such as the gas chromatography/mass spectrometry (GC/MS) 

process. 

 

Pre-employment testing is testing for job finalists to undergo drug/ alcohol screening 

within forty-eight (48) hours (excluding Saturdays, Sundays and holidays) upon an offer 

of employment and prior to final appointment as an employee.  

 

Pre-placement testing is testing conducted on a current county employee prior to his or 

her being promoted, transferred, or demoted into a safety-sensitive position. 

 

Qualified negative, with respect to the results of a drug test, means a test in which the 

lab result is consistent with legal drug use. 

 

Random testing is testing conducted on an employee assigned to a safety-sensitive 

position and is chosen by a method that provides an equal probability that any employee 

from a group of employees will be selected. 
 

Reasonable suspicion exists when a supervisor can substantiate specific 

contemporaneous, articulable observations concerning appearance, behavior, speech, or 

body odor or other physical indicators of probable drug or alcohol use.  By way of 

example and not limitation, any one or a combination of the following may constitute 

reasonable suspicion: 

a. slurred speech 

b. the odor of marijuana or alcohol about the person 

c. inability to walk a straight line 

d. an accident resulting in damage to property or personal injury 

e. physical altercation 

f. verbal altercation 

g. behavior that is so unusual that it warrants summoning a supervisor or anyone 

else in authority (i.e., confusion, disorientation, lack of coordination, marked 

personality changes, irrational behavior) 

h. possession of drugs 

i. verifiable information obtained from other employees based on their observations, 

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

 

Refuse to submit means that an employee (1) fails to provide adequate breath for testing 

without a valid medical explanation after he or she has received notice of the requirement 

for breath testing, (2) fails to provide adequate urine for controlled substances testing 

without a valid medical explanation after he or she has received notice of the requirement 

for urine testing, (3) refuses to sign the blood alcohol confirmation test certification, (4) 

engages in conduct that clearly obstructs the testing process, (5) fails to report to the 

collection site in the time allotted, (6) Leaves the scene of an accident before a required 

test is administered or fails to remain readily available for testing may be deemed to have 

refused to submit to testing, or fails to properly sign or initial documents to show chain of 

custody. 
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Safety-sensitive position means a position so defined pursuant to regulations 

promulgated by the United States Department of Transportation.  Employment with 

Bladen County is defined as Safety-sensitive when the following functions are performed 

but are not limited to the following: armed law enforcement officers, firefighters, 

emergency medical technicians, other health professionals responsible for direct patient 

care, people who operate, repair, and maintain passenger-carrying motor vehicles, drivers 

of sanitation trucks and Human Service employees who drive vehicles to reach their 

clients. 

 

Supervisor, in general, means any employee who has the authority to direct the job 

activities of one or more other employees.  With respect to a particular employee, the 

term means such employee’s immediate supervisor and all persons having indirect 

supervisory authority over such employee. 
 

Unannounced follow-up testing is testing conducted on an employee on a periodic, 

unannounced basis, following his or her return to work from an approved drug or alcohol 

rehabilitation program. 

 

Workplace means the location or facility where an employee may be expected to 

perform any task related to the requirements of his or her job.  This includes break rooms 

and restrooms, outdoor work sites, County or personal vehicles (while personal vehicle is 

being used for County business), computer work stations, conference rooms, hallways, 

private offices, open/partitioned work areas, public contact/customer service/medical 

services areas, and parking lots. 

 

13.0 Contact 

 

Any inquiries regarding this policy should be directed to the Bladen County Human 

Resources Director who is the County Official designated to answer questions about this 

policy, the County Manager or manager’s designee. 
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1.0 Purpose It is the intent of Bladen County to provide a workplace for County 

employees that is free from violence by establishing preventative 

measures, holding perpetrators of violence accountable and by 

providing assistance and support to victims. 

 

2.0 Applicability To all Bladen County employees (full and part time), contractors and 

visitors. 

 

3.0 Definitions 

 

3.1    Workplace Violence includes, but is not limited to, intimidation, 

threats, physical attack, domestic violence or property damage and 

includes acts of violence committed by County employees, clients, 

customers, relatives, acquaintances or strangers against County 

employees in the workplace. 

3.2    Intimidation is engaging in actions that includes but is not limited to 

stalking or behavior intended to frighten, coerce, or induce duress. 

3.3    Threat is the expression of intent to cause physical or mental harm. 

An expression constitutes a threat without regard to whether the party 

communicating the threat has the present ability to carry it out and 

without regard to whether the expression is contingent, conditional or 

future. 

3.4     Physical Attack is unwanted or hostile physical contact such as 

hitting, fighting, pushing, shoving or throwing objects. 
3.5                             Domestic Violence is the use of abusive or violent behavior, including 

threats and intimidation, between people who have an ongoing or prior 

intimate relationship. This could include people who are married, live 

together or date or who have been married, lived together or dated. 

Property Damage is intentional damage to property and includes property 

owned by the County, employees, visitors or vendors. 

 

4.0 Policy Bladen County is concerned about every individual’s well being and 

personal safety while on County property. Acts of violence and / or 

threats of violence, including any act of an assault nature, whether 

expressed or implied toward individual(s), while on County property, 

are prohibited. Included are acts of violence when such conduct stems 

from County business or may affect County business, operations, 

reputation, or employees, regardless of the time or location.  

 

The County shall make efforts to protect victims of workplace 

violence by offering all available security measures. Victims may also 

need special accommodations or adjustments to their work schedule, 

location or working conditions in order to enhance their safety. The 

County shall accommodate these requests and needs whenever 

possible and appropriate. The County shall work closely with victims 

to ensure that both the needs of the victims and the county are 

addressed.  Management is expected to offer support to victims of 

workplace violence, which includes domestic violence. In addition, 

management shall use their discretion to grant a victim leave time for 



 

 

Employee Benefits - Page 171 of 211 

 

medical, court, or counseling appointments related to trauma and/or 

victimization. 

 
The following options should be considered: 

 Flex Scheduling 

 Vacation Leave 

 Sick Leave 

 Leave without pay 

 

5.0 Procedure 

 

5.1  Acts of Violence and Threats 

 

            Should a threat or act of violence become known, the following procedure should be  

           followed by both employees and non-employees alike. 

  

5.1.1   Immediately report the incident to someone in management. Provide 

as much information relating to the incident as possible (i.e., name, 

description of person, vehicle or object, location of incident or 

subject, wording of statements made, etc.).  Incidents reported to 

management should be forwarded to Emergency Services (911). 

 

5.1.2   All reports regarding threats or acts of violence will be kept 

confidential. Employees are required to report such incidents without 

regard or fear of retribution from management. Failure to report such 

incidents may result in disciplinary action. 

                     

5.2  Employee Conduct 

 

5.2.1   Any employee initiating and/or participating in such conduct will be 

subject to disciplinary action, up to and including termination and/or a 

criminal complaint. In addition, any employee not terminated for such 

conduct may be required to submit to a fitness for duty evaluation 

before returning to work to ensure he/she does not present a threat to 

persons and/or property. Any person who is not an employee, such as 

a contractor, vendor or visitor, will be subject to removal from 

County property and/or a criminal complaint. 

 

5.2.2    Any employee who receives a protective/restraining order, which lists 

Bladen County owned or leased property as a protected area is 

required to provide Human Resources a copy of the official 

document. A copy of this document will be forwarded to the proper 

individual(s) in the employee’s work area, County Manager and 

Emergency Services.                

 

        5.3      Weapons on County Property 
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5.3.1   Firearms and other dangerous weapons are not permitted on or in 

Bladen County property at any time, with the exception of tools of the 

trade.  This procedure does not apply to local, state or federal law 

enforcement officers acting in the line of duty.  Employees needing 

clarification of the definition of a dangerous weapon will contact a 

department head. 

Possessing or carrying mace/pepper spray, as well as possessing or 

carrying any weapon as described in N.C.G.S. 14-269(a) or N.C.G.S. 

14-415.10 whether open or concealed, in or on any County Building 

and its appurtenant premises, in or upon County motor vehicles, or in 

any County park is prohibited, with the exception of tools of the trade.  

Exception:  This does not apply to those individuals exempt under 

N.C.G.S. 14-269(b). 

 

5.3.2    The County reserves the right to conduct a search of personal effects 

and vehicles while these items are located on or in County properties. 
 

6.0 Prohibited Actions and Sanctions 

 

           It is a violation of this policy to: 

 Engage in workplace violence as defined herein; 

 Use, possess or threaten to use an unauthorized weapon during a 

time covered by this policy; and 

 Misuse authority vested to any employee of Bladen County in 

such a way that it violates this policy. 

 

A violation of this policy shall be considered unacceptable personal 

conduct as provided in the Disciplinary Action, Suspension and 

Dismissal Policy. Acts of violence, as defined herein, may be grounds 

for disciplinary action, up to and including termination. An act of off-

duty violent conduct may also be grounds for disciplinary action, up 

to and including termination. In these situations, the County must 

demonstrate that the disciplinary action, suspension or dismissal is 

supported by the existence of a rational behavior between the type of 

violent conduct committed and the potential adverse impact on a 

County employee’s ability to perform the assigned duties and 

responsibilities. 

 

7.0 Authorized Exceptions to Policy 

 

          An employee may possess a weapon if possession is: 

 In compliance with North Carolina law, 

 Authorized by the County Manager, 

 Used by an employee who is a certified law enforcement officer, 

 Required as a part of the employee’s job duties with Bladen 

County, or 

 Connected with training received by the employee in order to 

perform the responsibilities of their job. 
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8.0 Retaliation 

 

This policy prohibits retaliation against any employee who, in good 

faith, reports a violation of this policy. Every effort will be made to 

protect the safety and anonymity of anyone who comes forward with 

concerns about a threat or act of violence. 

 

9.0 Reporting Responsibilities 

 

All employees are encouraged to be alert to the possibility of violence 

on the part of employees, former employees, customers and strangers. 

Employees shall place safety as their highest concern, and shall report 

all acts of violence and threats of violence. All reports of violence 

will be handled in a confidential manner, with information released 

only on a need-to-know basis. Management shall be sensitive and 

responsive to the reporting employees’ fear of reprisal. 
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1.0 Purpose  To provide, if possible, transitional duty assignments to employees 

with temporary work limitations as determined by a medical 

provider.  To provide a safe and cost effective system of utilizing 

personnel resources.  To limit and control the nature of duties 

assigned to personnel with known temporary medical limitations.  

To maintain an orderly procedure for monitoring employees on 

transitional duty assignments.  To limit the duration of expense of 

workers compensation losses. 

 

2.0 Applicability  To ensure that all parties are working as a team to return an 

injured/ ill employee to a productive position as soon as medically 

possible. 

 

3.0 Definitions  Transitional Duty Assignment:  A temporary alternate duty        

assignment for an employee recovering from an occupational 

injury or illness that can be performed in conformance with the 

employee’s medical restrictions. Transitional duty assignments 

allow the employee to remain gainfully employed during the 

recovery period. 

 

Reasonable Accommodations:  Any change in the work 

environment or in the way the work is customarily performed that 

enables a qualified individual with a disability, as defined by the 

Americans with Disabilities Act (ADA) and the Fair Employment 

and Housing Act (FEHA), to perform the essential functions of a 

position.  Examples may include job restructuring, identifying part-

time or modified work schedules, reassignment to a vacant 

position, acquisition of special equipment or devices, hiring 

readers or sign language interpreters, redesigning workload 

patterns, or making any other reasonable change that enables the 

qualified individual to perform the essential functions of the job. 

 

4.0 Policy Employees who are recovering from a work related temporary 

injury or illness and cannot resume the full work requirements of 

their regular positions may be eligible for a transitional duty 

assignment. 

 

Employees may be assigned to appropriate transitional duty in 

their “home” department or elsewhere in the County if such work 

is not available within their home department.  Transitional duty 

assignments to departments other than the home department are 

subject to approval of the Departmental Supervisor, Department 

Head and the Human Resources Director.  Operational issues such 

as budget constraints, staffing requirements, scheduling, etc. will 
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be considered prior to approval. The final authority will be the 

affected Department Head. 

 

The Departmental Supervisor shall initiate transitional duty 

assignment for medically cleared injured/ ill employees following 

consultation with the Human Resources Director and appropriate 

Department Head. 

 

 

5.0 Scope  An employee’s entitlement to or denial of benefits under this 

program shall be in compliance with North Carolina Worker’s 

Compensation law, applicable County policies, and State and 

Federal law. 

 

Transitional duty, if available, may be provided to accommodate a 

temporary illness or injury.  Reasonable accommodation should be 

requested for disabilities that limit the individual’s ability to 

perform a major life activity as defined in the Americans with 

Disabilities Act and/ or the Fair Employment and Housing Act. 

 

6.0 Program Department Heads are responsible for the administration of 

transitional duty assignments within their respective departments.  

Department Heads     may initiate a transitional duty assignment 

unilaterally within their own departments. The Human Resources 

Director shall be notified when an employee is placed on   

transitional duty and /or returned to full duty, and when transitional 

duty is revoked.  Any medical reports, or work restriction notices 

shall be forwarded to the Human Resources Director.   

 

When transitional duty is unavailable within the home department, 

the Departmental   Supervisor and Human Resources Director shall 

be notified. The Department Head and the Human Resources 

Director will identify and, when available, make appropriate 

transitional duty assignments within the employee’s medical 

restrictions.  All departments shall assist, when possible, in 

meeting the program’s objectives. 

 

The County reserves the right to exercise its prerogative to protect 

itself against excessive future liability and insurance risk, and the 

employee against further aggravation and/ or injury. 

 

7.0 Procedures  The Human Resources Director shall consult in advance with the 

Department Head about the employee’s availability for transitional 

duty assignment.  If it is determined that the employee can be 

temporarily assigned to transitional duty, the Human Resources 

Director will instruct the employee where and when to report for 
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transitional duty.  If the employee fails to report for transitional 

duty then the Department Head shall immediately contact the 

Human Resources Director.  The Human Resources Director and 

the Department Head shall decide what action, if any, shall be 

taken under the Personnel Policy 

 

Particular transitional duty assignments will be based on 

departmental needs and priorities, individual capabilities, medical 

limitations and estimated duration of illness/ injury. 

 

Working conditions, including the number of hours worked and/ or 

shifts and classifications of the employee assigned to transitional 

duty may be varied to meet the objectives of this program. 

 

If no transitional duty is available within the limitations set by the 

physician, the employee will remain on “no work” status. 

 

Assignments to transitional duty shall be for a period of up to six 

months unless the employee, the Department Supervisor, 

Department Head and the Human Resources Director and the 

involved department/s agree to a longer period of time, and as long 

as medical evidence indicates the employee is improving and is 

likely to return to full duty.  The Human Resources Director may 

revoke any transitional duty assignment if the employee’s medical 

condition, based on medical documentation, is not improving.  The 

Human Resources Director will periodically review the status of 

employees assigned to transitional duty to ensure compliance with 

all work limitations and that the employee is meeting all medical 

appointments.  Employees assigned to temporary transitional duty 

shall conform to the work procedures, practices, dress 

requirements and regulations of the workplace, division or 

department where assigned, and shall perform all work in 

conformance with their medical restrictions.  Failure of the 

employee to satisfactorily perform the required duties may 

terminate the transitional duty assignment and require 

reassignment. 

 

If the employee’s medical condition is determined to be permanent 

or permanent and stationary, precluding work for which the 

employee was hired, the employee’s assignment, if any, will be 

governed by applicable County policies, Workers’ Compensation 

law and/ or state and federal law.  If the employee believes he or 

she is eligible for reasonable accommodation under the ADA or 

FEHA, the Department Head in conjunction with the Human 

Resources Director will coordinate a meeting with the employee, 

the Department Supervisor, the home Department Head, to 
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evaluate the employee’s eligibility and determine whether or not a 

reasonable accommodation is   available.  The employee may 

invite a representative to attend this meeting with them, if   they 

wish. 

 

Once an employee has been on a continuous transitional duty 

assignment for a period of 90 days, the Human Resources Director 

will set up a meeting with the employee, the Department 

Supervisor, and the involved Department Head/s to determine the 

status of the employee’s recovery and whether the transitional duty 

assignment will continue.  The employee may invite a 

representative to attend this meeting with them if they wish. 

   

A transitional duty assignment, if available, may extend beyond 

the six-month period only if medical evidence indicates the 

employee’s return to work is imminent. 

 

If at any time while any employee is on a temporary transitional 

duty assignment the treating physician determines that the 

employee is able to perform regular work activities within current 

restrictions or without restriction, the employee shall return to his 

or her regular duties. 

 

8.0 Compensation While temporarily assigned to transitional duty, the injured/ ill 

employee will be paid his or her regular base pay and be carried on 

the payroll of the home department even though the employee may 

be assigned to another department. 

 

While an injured/ ill employee is temporarily assigned to 

transitional duty, time associated with physician appointments 

shall be included on time sheet for that week.  If the Worker’s 

Compensation claim is denied, then employee must use sick or 

vacation time for all appointments. 

 

 

 

 
 
 
 
 
 
 



 

 

Employee Benefits - Page 178 of 211 

 

 

1.0 Purpose The purpose of this policy is two-fold.  To establish procedures for authorization 

and reimbursement of travel and other expenses by the County employees, 

elected officials and appointed officials for the purpose of conducting County 

business; and to encourage and promote responsible, efficient, ethical and legal 

utilization of funds. 

 

2.0 Applicability To all regular full and part-time employees.  This policy also applies to elected 

and appointed officials and all contract employees. 

 

3.0 Policy   
 

3.1 The County is committed to minimizing travel cost while providing a reasonable 

balance between the needs of the County and the needs of the traveler.  An 

employee or board member traveling on official business is expected to exercise 

the same care in incurring expenses that a prudent person would exercise if 

traveling on personal business and expending personal funds.  Excess costs, 

circuitous routes, luxury accommodations, and services unnecessary in the 

performance of official business are not acceptable under this standard.  

Employees and board members will be responsible for unauthorized cost and any 

additional expenses incurred for personal preference or convenience. 

 

3.2 The policy of the County is to reimburse the employee or county official 

traveling on authorized County business for all legitimate expenses incurred as a 

result of the travel as authorized per this procedure.  The Finance Officer, the 

County Manager and the respective Department Head are responsible for 

monitoring the initial need for the travel, the availability of funds, and to insure 

that the cost of travel to the County is held to a reasonable minimum. 

 

3.3 The same procedure for approval and reporting of travel expenditures apply to 

both in-County and out-of-County travel.  Non-employees (i.e. board members) 

traveling on County business shall be subject to the same policies and 

requirements as employees if the county is paying the expenses. 

 

3.4 Travel advances represent a payment of public funds to an employee or official 

for travel costs, which have not yet been incurred.  Request for a travel advance 

must be presented and properly documented to the County Finance office at least 

ten (10) days prior to the scheduled travel date. Advances should be made for the 

minimum amount necessary, paid just prior to travel, and reconciled immediately 

at the conclusion of the travel.  They are not to be used as interest free loans. 

 

3.5 N.C.G.S. 14-247 states that it is illegal for a publicly owned vehicle to be used 

for a private purpose.  In accordance with this Statute, vehicles owned by the 

county shall not be used for personal purposes. 

 

 

 

 

3.6 N.C.G.S. 159-181(a) states that any officer or employee of a local government or 

public authority who submits a written claim or approves a claim for funds that 

he/she knows to be false is guilty of a misdemeanor. 
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3.7 Violations of this policy, to include all applicable statutory laws will result in 

disciplinary action up to and including dismissal. 

 

4.0 Unauthorized Costs 

 

Employees and County officials will be responsible for unauthorized costs and 

any additional expenses incurred for personal preference or convenience.    

                                                                            

5.0 Definitions and General Information  

             

5.1 Definitions 

 

a. Appropriation – The amount needed for annual travel must be included in the 

annual budget request for each department.  This total will include the estimated 

travel costs of anticipated training and conference trips and the estimated costs of 

routine travel. 

 

b. Authorization – Travel on official county business, both within State and out of 

state for conferences and educational purposes must be authorized in advance by 

the Department Head, with approval by the County Manager.  When deemed 

necessary by the County Manager, the Board of Commissioners may be asked to 

authorize travel.   

    

The Finance Office will receive and verify all expense reports and is responsible 

for determining that an unencumbered appropriation sufficient to cover the 

estimated cost of the approved travel remains in the appropriate expenditure item. 

 

c. Employee’s Duty Station – “Duty Station” is defined as the job location at 

which the employee spends the majority of his or her working hours.  For an 

employee in travel status, the duty station should be the point where traveling 

begins the majority of the time (home or office).  The designation of an 

employee’s home as the duty station requires prior approval by the department 

head and shall only be approved when leaving from one’s residence would 

reduce travel costs. 

 

d. Requesting Party – The person who will be reimbursed for travel costs incurred 

while conducting County business. 

 

e. Subsistence (Meals & Lodging) – Subsistence is an allowance related to 

lodging, meal costs, and gratuities thereon. 

 

 

 

f. Travel – Travel is defined as going to and from the normal duty station to a site 

located in / outside the County to conduct County business.  Authorization of 

travel requests will be based upon need and cost / benefit of travel as determined 

by the authorizing party.    

 

The requesting party will be reimbursed for actual cost incurred only, subject to 

the limitations established in this policy.   
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1. Personal Vehicle – A requesting party may use his / her personal vehicle 

for travel and be reimbursed for mileage if a County vehicle is 

unavailable or if car pooling is not available or practical.  If a county 

vehicle is available and the employee chooses to drive his/her personal 

vehicle, he / she will be reimbursed at one-half of the current rate of 

reimbursement. 

 

2. IRS Rate – The allowable IRS rate per mile will be paid to an employee 

or County official who uses his / her personal vehicle except when there 

is a county vehicle available and the employee chooses to use their 

personal vehicle.  (See f 1 above). 

 

3. Rental Vehicle – A receipt is necessary for reimbursement.  Rental 

vehicles are to be used as a last resort.  Use of a rental vehicle must be 

approved in advance by the Department Head and County Manager. 

 

4. Commuting – No reimbursement shall be made for the use of a personal 

vehicle in commuting from an employee’s home to his / her duty station. 

 

 5.2 General Information 

 

a. County Credit Card – Where practical, county credit cards will be issued to 

administrative County employees and Board of County Commissioners as a tool 

to help minimize the personal financial impact of conducting County business.  

Detailed documentation is required of all County credit card use. Inappropriate, 

unauthorized or unreported use of County credit cards will be grounds for 

disciplinary action. 

 

b. Transportation – Transportation expenses include personal automobile, taxi, 

bus, train, airplane, motor pool charges, auto rentals, tolls and parking fees.  All 

travel expenses must be incurred by and for employees, Board Members, or other 

eligible travelers while conducting official County business or in order to be 

eligible for reimbursement.  

 

c. Lodging – In general, most lodging will be arranged in advance and charged to 

the County credit card.  When traveling with family, if there is a difference 

between the single and double rate, which is usually shown on Internet 

advertisements, the County will only reimburse the employee or County official 

for the single rate.   

 

d. Mileage – The County will pay employees on the basis of actual mileage for the 

use of their private vehicle.  Mileage is measured from the determined point of 

departure (as agreed upon by the Department Head or designee and the 

employee) to the destination (and return). The County allowance is based on 

current IRS regulations.  All mileage must be reasonable and may be disallowed 

if determined to be otherwise.   Parking fees will be reimbursed.  However, any 

parking tickets received while on County business are the responsibility of the 

employee. 
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e. Meals – Employees are entitled to the Standard Daily Meal per diem or 

reimbursement of actual meal expenses if traveling on official business to attend 

a meeting of a Board, Commission or other gathering subject to the following 

schedule: 

 

In-State Out of State 

Breakfast    $7.00       $8.00 

Lunch   $10.00     $11.00 

Dinner   $16.00     $21.00 

Total Meals  $33.00     $40.00 

    

Gratuities are included in the per diem rates. Meals included as part of a 

conference or registration fee will not be included in the daily meal 

reimbursement regardless of the reimbursement method selected.  For example, if 

dinner for one day of the conference is included in the conference registration 

fee, the requesting party cannot claim the dinner reimbursement for that day. 

 

During overnight trips, employees may receive allowances for meals for partial 

days of travel when the partial day is the day of departure or the day of return.  

Supporting documentation (agenda, dates, time) must be attached for 

reimbursement.   

 

Breakfast – Depart duty station prior to 6:00 A.M. 

Lunch – Depart duty station prior to 10:00 A.M. or return to duty station after 

2:00 P.M.  If stopping for lunch would cause the employee to return after 2:00 

P.M., when he / she would otherwise have returned before 2:00 P.M., lunch will 

not be reimbursed. 

Dinner – Return to duty station after 8:00 P.M.  If stopping for dinner would 

cause the employee to return after 8:00 P.M., when he / she would otherwise 

have returned before 8:00 P.M., dinner will not be reimbursed. 

  

The County will not reimburse for Day Trips.  The IRS states if no 

overnight stay is necessary for trip, then untaxed meal reimbursements are 

not allowed. 

 

f. Miscellaneous – The County does not reimburse for alcoholic beverages, in-

room movies, room service or tips associated with room service (i.e. bellhop, 

maid, etc.).   

 

g. Telephone – One reasonable personal long distance phone call (not to exceed 

$5.00) is allowed for every three nights away on business. 

  

6.0 Procedures 

  

 Steps for Submitting Travel/Expense Reports 

 

1. Upon completion of any travel or reimbursable expenditure, the employee shall complete and 

submit a Travel/Expense Report within 10 working days of expenditure. 

 

2. No reimbursement will be paid without a written travel claim signed by the employee and 

approved by the Department Head. All required documentation (verification of the event) and 
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receipts for the cost of hotels and related travel expenses must be attached to the “Claim for 

Travel Expenses Form”. 

 

a. Lodging, hotel guarantees, or any other expenses charged to the County credit card 

should be noted on the Travel/Expense Report.  These amounts will be paid directly to 

the Card Company and not reimbursed to the employee or County official. 

 

b. Travel/Expense Reports are to be submitted to the Finance Officer who will review all 

travel related transactions and advise the County Manager or Department Head of any 

apparent deviations from these procedures. 

 

c. The Finance Officer will issue payment for balances due the traveler.  A copy of the 

approved Travel/Expense Report will be provided to the employee or County official. 

 

d. In the event of a disallowed or excess expense claim, the Finance Officer will return the 

Travel/Expense Report for modification and, if needed, collect payment due the County.  

The County Manager will assist in collecting such amounts from the employee or County 

official, if necessary. 

 

e. The Finance Officer will maintain a chronological file of outstanding travel reports in 

order that proper disposition may be made of delinquent or other unsettled items. 

 

f. Any employee or County official who willfully misstates his travel expense and is duly 

reimbursed for such will be subject to disciplinary action, up to and including dismissal 

and may be liable for criminal prosecution as provided by law. 

 

g. The Travel/Expense Report must be used to report any travel expenses (in County, out of 

County and out of State) or for requesting reimbursement of meal expenses. 

 

3. The County Commissioners shall rule on any differences of opinion in the interpretation of the 

terms of this procedure that cannot be resolved to the mutual satisfaction of the employee or 

County official and the County Manager. 

 

4. Before the reimbursement is made, the Finance Officer will determine that an amount sufficient 

to pay the request has been encumbered for payment or that there is a sufficient unexpended 

appropriation in the expenditure item. The Finance Officer will immediately inform the County 

Manager, Department Head and the requesting party if payment cannot be made.   

 

   

A requesting party submitting a falsified reimbursement form will be subject to disciplinary action 

and / or criminal prosecution.  An authorizing party or Finance Officer who knowingly approves a 

falsified reimbursement form will be subject to disciplinary action and / or criminal prosecution.  

Violations of the County’s travel policy may result in disciplinary action up to and including 

dismissal from County employment. 
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COUNTY SAFE DRIVING PRACTICES POLICY 

 

Policy: 

Employees who will be operating motor vehicles for Bladen County shall have a valid North Carolina 

driver’s license.  Employees who have been residents of the State for more than thirty (30) days will be 

required to obtain a North Carolina Drivers License in accordance with N.C.G.S. 20-7(a). 

 

Safe driving practices of employees are of immediate concern to the County.  County employees with 

driving records containing accidents and serious vehicular traffic violations pose an increased threat to 

the public safety.  County drivers with unacceptable driving records cause a tremendous increase in 

County automobile insurance premiums.  The public loses confidence in the County’s ability to manage 

its affairs when little or no action is taken to correct County employees who exhibit unsafe driving 

practices.  More importantly, employees with unacceptable driving records could be cause for the 

County to lose its automobile liability insurance coverage.  There possibilities require County 

department heads to take immediate action to stress safe driving practices to our employees and to 

identify and remove from driving status those employees with unacceptable driving records. 

 

Therefore, any employee with an unacceptable driving record is prohibited from driving a County motor 

vehicle or a private motor vehicle on County business.  Any employee who violates this policy will be 

subject to discipline up to and including termination. 

 

Procedure: 

 

I. Each employee shall report to his or her department head any involvement in a vehicle 

collision resulting in injury to or death of any person or total property damage to an apparent 

extent of $1000.00 or more not later than three (3) days after the collision.  Additionally, the 

employee shall be responsible for notifying his or her department head of his or her 

conviction of a moving traffic violation, any temporary or permanent revocation of driving 

privileges or the determination of fault in an accident not later than three (3) days.  Failure to 

make any such report may result in immediate termination. 

 

II. The department head shall immediately notify and provide a written warning to employees 

whose driving record is deemed marginal.  (*see note) Department heads will be notified of 

those employees whose records are deemed marginal. 

 

NOTE: A marginal driving record is a driving record that contains either convictions or 

accidents fewer in number or severity than an unacceptable driving record.  It is based on an 

analysis of all of the facts surrounding the conviction or accident.  Further, it is based on a 

case by case determination of whether it is more likely that the person poses a higher risk 

than normal of future accidents or injuries.  A person may remain in marginal driving status 

for three years or less, provided there are no intervening accidents or convictions. 

 

Employees will be required to acknowledge receipt of the warning and to take steps to 

improve their safe driving practices.  Department heads will insure that the acknowledgement 

is delivered to the Human Resources Director for filing in the employee’s personnel file.  The 

written warning will be removed from the employee’s personnel file when the employee’s 
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driving record is no longer marginal.  Attached as Exhibit A is a Written Warning of 

Marginal Driving Record Form to be used for the purpose of warning the employee and 

obtaining his/her acknowledgement. 

 

III. The following criteria shall be followed in determining an unacceptable driving record  for job 

applicants and for the evaluation of existing County employees.  Any one of the  following constitutes 

an unacceptable driving record: 

 

A. One conviction of driving while intoxicated, impaired, or under the influence of drugs 

within the last three years. 

 

B. One conviction of reckless driving or racing on streets and highways within the last three 

years. 

 

C. One conviction of speeding in excess of 25 miles per hour over the posted limit within 

the last three years. 

  

D. One conviction of manslaughter involving an automobile or death by vehicle within the 

last three years. 

 

E. A combination of any three or more moving violations or at fault automobile accidents 

within the last three years. 

 

F. A combination of any two or more moving violations or at fault automobile accidents 

within the past year. 

 

G. A revocation of driving privilege within the last year. 

 

H. Conviction of furnishing alcohol to minors. 

 

I. DWI while in public vehicle area of gated communities. 

IV. 

The department head shall immediately remove an employee from driving status upon 

receipt of credible information that the employee has an unacceptable driving record.  

Department heads will give written notice of non-driving status and will require the 

employee to acknowledge receipt and understanding that he or she has been removed 

from driving status.  The attached Notification of Non-Driving Status, Exhibit B, is 

provided for this purpose.  Department heads will insure that a copy of the Non-Driving 

Status acknowledgement is delivered to the Human Resources Director for filing in the 

employee’s personnel file.  The Notification of Non-Driving Status and 

Acknowledgement will be removed from the employee’s personnel file when the 

employee’s driving record is no longer unacceptable.  In those cases where driving 

constitutes a condition of employment and the department head determines that there is 

no other suitable position in which the employee may serve, the employee will be 

processed for termination under the provisions of Bladen County Personnel Ordinance, 

Article V, Section 8. 
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V. No applicant shall be employed by the County who has an unacceptable driving record if the 

position applied for requires driving as a condition of employment. 

VI. No employee who has an unacceptable driving record shall be promoted or transferred to a 

position requiring driving as a condition of employment. 

VII. Provided there are no intervening convictions or accidents, an unacceptable driving record 

will be removed after three years. 

VIII. A conviction is based on a decision by a judge or an admission of guilt by signing the 

backside of the citation and paying the fine.  The fact that a plea of nolo contendre was 

accepted or that a prayer for judgment continued or limited driving privilege granted shall not 

affect the determination of an unacceptable driving record. 

IX. The policies contained herein constitute a written County Disciplinary Policy issued by the 

county manager for the purposes of Bladen County Personnel Ordinance, Article V, Section 

8.  Additionally, conviction of a moving traffic violation or determination of an at fault 

accident shall constitute a violation of a written safety rule or regulation for the purposes of 

Bladen County Personnel Ordinance, Article V, Section 8. 

X. Department heads should take immediate action to notify all employees of this policy and 

require that each employee acknowledge receipt and understanding of this policy.  This 

acknowledgement on the Safe Driving Practices Acknowledgment Form (Exhibit C) shall be 

submitted to the Human Resource Director for permanent filing. 

 

 

This policy is effective ____May 7, 2001,  90 days after approval from the Bladen County Board of 

Commissioners.  Employees hired before the approval date will be grandfathered for a marginal driving 

record. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WRITTEN WARNING OF MARGINAL DRIVING RECORD 

 

 

 

TO:               
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  (Employee Name)     (Department) 

 

 

FROM:             

  (Department Head Name)   (Dept. Head Signature) 

 

 

RE:  Written Warning of Marginal Driving Record 

 

 

 Your driving record has been determined marginal.  This determination is based on your 

conviction of moving traffic violation(s) or a finding that you were at fault in an accident.  These 

deficiencies identify you as a person with an increased risk of future violations and/or accidents.  You 

should take immediate action to correct your driving deficiencies and insure that there are no future 

convictions for a moving traffic violation or that you are not involved in any at fault accidents.  Failure 

to do so may result in your being placed in an unacceptable driving status.  If you are placed in an 

unacceptable driving status, your employment with the County of Bladen could be terminated under 

certain conditions. 

 

 

 

EMPLOYEE ACKNOWLEDGEMENT 

 

 I acknowledge receipt and understand this written warning and agree to correct my driving 

deficiencies and/or any personal problems contributing to my marginal driving record.  I understand that 

future driving convictions or accidents may result in my being placed in an unacceptable driving status 

and could affect my employment with the County of Bladen. 

 

 

              

 Employee Name     Date 

 

 

 

 

 

 

 

         EXHIBIT A, Page 1 

 

 

Written Warning of Marginal Driving Record 

 

 

Employee Comments 
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This section is reserved to give you an opportunity if you desire to express a rebuttal or comments 

concerning my decision.  Your comments will be used to evaluate how best I may assist you in 

correcting and/or improving your driving record and to give you the opportunity to comment on any 

inaccurate or misleading information you feel has been provided on your driving record.  Your 

comments will not be used to evaluate the issuance of the Written Warning. 

 

 

              

              

              

              

              

              

              

              

              

              

              

   

 

 

 

 

 

 

cc:  Personnel File        EXHIBIT A, Page 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTIFICATION OF NON-DRIVING STATUS 

 

 

TO:               

 (Employee Name)     Department 
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FROM:             

  (Department Head Name)    (Dept. Head Signature) 

 

 

RE: Notification of Non-Driving Status 

 

 

 After careful review of your driving record, it has been determined that your record is 

unacceptable.  This determination was based on the criteria in the County’s Safe Driving Practices 

Policy, Section III.  An unacceptable driving record marks you as an increased driving risk.  You are 

much more likely to have a serious accident and injure yourself or others if you continue to drive a 

vehicle while performing your County duties.  Because of this possibility, you must be removed from 

driving status. 

 

 I have determined that you are to be assigned to a non-driving status effective  

(date)    until you are notified otherwise.  All other duties of your position where 

driving a vehicle is not required are to be performed. 

 

 

EMPLOYEE ACKNOWLEDGMENT  

 

 

 I acknowledge receipt and understand this notification of non-driving status and agree to abide 

by the conditions of not driving a vehicle on County business while I am in non-driving status. 

 

 

             

 (Employee Name)     (Date) 

 

 

 

 

         EXHIBIT B, Page 1 

 

 

 

 

 

Notification of Non-Driving Status 

 

 

 

Employee Comments 

 

 



 

 

Employee Benefits - Page 191 of 211 

 

This section is reserved to give you an opportunity, if you desire, to express a rebuttal or comments 

concerning my decision.  Your comments will not be used to evaluate your non-driving status.  It will be 

used to evaluate how best I may assist you in correcting and/or improving your driving record; and to 

give you the opportunity to comment on any inaccurate or misleading information you feel has been 

provided on your driving record. 

 

 

              

              

              

              

              

              

              

              

              

              

    

 

 

 

 

 

cc:  Employee Personnel File       EXHIBIT B, Page 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This “COUNTY SAFE DRIVING PRACTICES POLICY” has been reviewed and approved as 

indicated. 

 

 

 

Approved by Bladen County Safety Committee 
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Chairman, Safety Committee     Date 

 

 

 

 

Approved by Bladen County Board of Commissioners 

 

 

             

   Chairman, Board of Commissioners    Date 

 

 

 

Attest: 

 

 

 

 

 

             

   County Manager       Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

COUNTY O F BLADEN 

SAFE DRIVING PRACTICES POLICY 

 

 

ADKNOWLEDGEMENT 
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I,     an employee of Bladen County      

Department, hereby certify that I have received, read, and understood the Safe Driving Practices Policy.  

I understand that a conviction(s) or at fault accident or license revocation within the last three years may 

result in a non-driving status.  I understand that my department head may determine if I can continue 

employment in my current position where significant duties may still be performed without driving or I 

may be transferred to another position within my department not requiring driving, provided a vacancy 

exists and if qualified.  I further understand that if there are no other means for which my employment 

may continue I shall be terminated as a County employee in accordance with the Bladen County 

Personnel Ordinance Article V,  

Section 8. 

 

I shall report to my department head any involvement in a vehicle collision resulting in property damage 

of $1,000.00 or more; personal injury or death; revocation of license; determination of fault; and 

notification of conviction within three (3) calendar days of specific occurrence. 

 

I understand that my driving record reflects driving convictions while performing my duties on the job 

and driving convictions on my personal time. 

 

 

 

             

  Employee Signature           Employee Title 

 

 

 

      

  Date 

 

 

 

         EXHIBIT C 
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1.0 Purpose The purpose of this fraud policy is to affirm that fraud and corruption will not be 

tolerated and spell out the consequences of fraud and corruption.  It also sets out 

the framework to ensure a timely and appropriate response to instances of alleged 

fraud or corruption. 

 

 The overall purpose is to limit the County’s exposure to fraud and corruption and 

to minimize financial loss and the potential adverse affects on the County’s 

image and reputation in the event of their occurrence. 

 

2.0 Applicability  This policy applies to all Employees of Bladen County.  Citizens may use the 

procedures established by this policy to report instances of alleged fraud and 

corruption. 

 

3.0 Policy Bladen County will: 

 Institute and maintain cost effective measures and procedures to deter fraud 

and corruption. 

 Take firm and vigorous action against any individual or group perpetrating 

fraud against the County. 

 Encourage employees to be vigilant and to report any suspicion of fraud and 

corruption, and provide suitable channels of communication and ensure 

sensitive information is treated appropriately. 

 Rigorously investigate instances of alleged fraud and corruption, take the 

appropriate disciplinary actions and to seek restitution of any County asset 

fraudulently obtained together with the recovery of costs. 

 Assist law enforcement and all other appropriate authorities in the 

investigation and prosecution of those suspected of fraud or corruption. 

 

4.0 Fraud Strategy 

  

  4.1 Introduction 

 

Bladen County’s Fraud Policy is aimed to address the following types of 

irregularity: 

 

Fraud: “The intentional distortion of financial statements or other 

records by persons internal or external to the organization which 

is carried out to conceal the misappropriation of assets or 

otherwise for gain.” 

 

Corruption: “The offering, giving, soliciting or acceptance of an inducement 

or reward which may influence the action of a person.” 

 

Theft: “The dishonest appropriation of property belonging to an 

individual or organization with the intention of depriving the 

organization permanently of its possession.” 

 

 *These definitions are adopted for the purpose of this policy only 

and are not intended to modify or supersede existing County 

policies and ordinances. 

 



 

 

Employee Benefits - Page 195 of 211 

 

  Fraud and Corruption may include but are not limited to the following: 

Systems Issues – Where a process/system exists which is prone to abuse by either 

employees or the public. 

Financial Issues – Where Employees have fraudulently obtained money from the 

County. 

Equipment Issues – Where the County’s equipment is used for inappropriate personal 

use. 

  Resource Issues – Where there is a misuse of resources, (e.g. theft of materials). 

Other Issues – Activities undertaken by Employees of the County which may be:  

unlawful; against the County’s policies, in violation of established standards or practices; 

or otherwise improper conduct. 

 

  The policy includes the following elements: 

 Core Values 

 Reporting 

 Prevention (e.g. effective internal control systems) 

 Detection and Investigation 

 Training 

 

These elements are supported by extensive internal and external scrutiny of Bladen 

County’s affairs by a range of bodies and individuals, including: 

 The County Manager 

 Department Heads and Supervisors 

 Bladen County Taxpayers 

 Bladen County Service Users 

 Bladen County Board of Commissioners 

 County Auditor and Attorney 

 

4.2 Core Values 

  

Bladen County’s Core Values are intended to foster honesty and integrity.  Employees 

are expected to lead by example in adhering to laws, ordinances, regulations, procedures 

and policies. 

 

Employees shall embrace Bladen County’s Core Values to further the County’s Mission 

which is, “To provide customer focused county services efficiently and responsibly.”  

The County’s Core Values are: 

 Safety 

 Integrity 

 Respect 

 Communication 

 Punctuality and Timeliness 

 Reliability 

 Accountability 

 

As part of the County’s Mission and commitment to the Core Values, the County will 

provide clear procedures by which concerns can be raised by Employees, Citizens and 

others within and outside the County. 
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Department Heads and/or Supervisors will be expected to deal promptly and firmly with 

those who defraud the County or who are corrupt. 

 

**Additional Note:  Where applicable, members of the public, clients and external 

organizations (such as vendors and contractors) are expected to act with integrity and 

without intent to commit fraud or corruption against the County in any dealings they may 

have with the County.  If any event of fraud or corruption is detected from an external 

level the appropriate external contacts will be made and the appropriate internal actions 

will be performed for further prevent any fraudulent actions in the future. 

 

 4.3 Reporting 

 

Employees and the general public are important elements in Bladen County’s stance on 

fraud and corruption.  They are encouraged to raise any concerns they may have about 

fraud and corruption via: 

 Department Heads 

 Immediate Supervisors 

 County Manager 

 Board of Commissioners 

 

Employees shall report any alleged instances of fraud or corruption to their supervisors.  

(If the instance involves the employee’s supervisor, the report shall be made directly to 

the department head.)  Upon receipt of a report, the supervisor shall immediately give 

notice of the reported to the employee’s department head.  Department Heads are 

responsible for following-up any allegations of irregularity.  It is their responsibility to 

inform the County Manager.  The instance also may be reported to the County Auditor or 

the County Attorney.  Public reports of fraud or corruption shall be referred to the County 

Manager and/or Department Head. 

 

Retaliation against any employee who files a report or voices a concern under this policy 

is strictly prohibited.  Employees determined to have engaged in retaliatory behavior or 

who fail to maintain an employee’s anonymity if requested may be subject to discipline, 

which could include termination of employment.  Any employee who feels that he or she 

has been subjected to any behavior that violates this policy should immediately report 

such behavior to his or her Supervisor, Human Resources Director, or the County 

Manager.  Please note that employees, who knowingly file misleading or false fraud or 

corruption reports, or file reports without a reasonable belief as to truth or accuracy, 

will not be protected by this policy and may be subject to appropriate disciplinary 

actions. 

 

To the extent permitted by law, reports of fraud and corruption will be treated in 

confidence.  Such reports will be properly investigated. 

 

Bladen County and its Management Staff will deal firmly with any proven Fraud or 

Abuse.  When, after a proper audit investigation has been performed by staff or an 

approved external auditor, evidence is identified that fraud or corruption has or is 

occurring the County shall refer the matter to Local Law Enforcement.  Law Enforcement 

will pursue further investigation and to pursue criminal charges if considered appropriate. 
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When the outcome of the audit or law enforcement investigation indicates improper 

conduct by an employee, the County’s disciplinary process will be utilized by the 

Department Head of the affected Department, regardless of the disposition of any 

criminal charges.  The matter shall be referred to the County Attorney for the recovery of 

lost funds or property. 

 

When it is determined that fraud or corruption has occurred due to a breakdown in the 

County’s systems or procedures, Department Heads, in consultation with the Finance 

Officer and the County Manager, shall be responsible for ensuring that appropriate 

improvements in the effectiveness of the internal control systems are implemented in 

accordance with any audit recommendations. 

 

 4.4 Prevention 

 

Bladen County Finance Office performs program reviews throughout Departments 

County-wide.  The Finance Office will review programs that are closely aligned with the 

organization’s risk-base that are designed to assure the effectiveness of the internal 

control systems.  The internal control systems are based on on-going processes designed 

to identify the principal risks, to evaluate the nature and extent of those risks and to 

manage them effectively.  Managing the risk of fraud and/or corruption is part of this 

process. 

 

  Employees are expected to operate within the following guidelines: 

 A key measure in the prevention of fraud and corruption is to take effective steps 

at the recruitment stage to hire individuals with integrity, clear up criminal 

history or suspicion prior to offering employment within Bladen County. 

 Employees, once recruited, are expected to adhere to the County’s Core Values, 

ordinances, administrative policies and state law and to follow standards to 

conduct issued by their Departments. 

 Disciplinary Procedures for all categories of Employees will be utilized to 

address improper conduct. 

 

4.5 Detection and Investigation 

 

Subject to the requirements of state and federal law and the County’s Identity Theft 

Prevention Policy, Bladen County will actively participate in an exchange of information 

with external agencies on fraud and corruption activity in relation to public bodies. 

 

The operation of preventive systems, particularly internal control systems, within Bladen 

County, help to deter any fraudulent activity.  However, such activity may nevertheless 

occur.  It is often the alertness to the possibility of fraud and corruption by the Board of 

Commissioners, employees and the citizens of Bladen County that lead to the detection of 

financial irregularities.  This policy ensures that Bladen County has procedures in place 

to detect, investigate, and address fraud and corruption in a timely manner. 

 

The Finance Office shall be notified immediately of all financial or accounting 

irregularities or suspected irregularities or of any circumstances that may suggest the 

possibility of irregularities, including those affecting any Bladen County Department that 

accepts payments from County customers. 

 

  Reporting of suspected irregularities is essential as it: 
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 Facilitates a proper investigation by experienced staff, and 

 Ensures the consistent treatment of information regarding fraud and corruption. 

 

When notified, the Finance Office will investigate any allegations or tips that fraud 

and/or corruption is occurring.  The Finance Office will: 

 Work with appropriate Department Heads to deal promptly with the matter 

 Gather evidence 

 Record any evidence received 

 Ensure the security and, to the extent permitted by law, the confidentiality of the 

evidence received 

 Work closely with Department Heads in the concerned area and other agencies, 

such as Police when necessary, to ensure that all issues are properly investigated 

and reported upon 

 Report any such Allegations and Findings to the County Manager 

 Ensure maximum recoveries are made on behalf of Bladen County, when 

appropriate 

 Advise the Department Heads and County Manager on appropriate disciplinary 

action, based on policy 

 

4.6 Training 

 

An important contribution to the continuing success of a fraud strategy, and its general 

creditability, lies in the effectiveness of programmed training of Employees throughout 

the organization. 

 

This will be achieved through development of both induction and refresher training for 

all personnel involved in internal control systems to ensure that their responsibilities and 

duties in this respect are regularly highlighted and reinforced. 

 

The investigation of fraud and corruption rests with the Finance Office and other 

Departments where it is deemed appropriate.  It is essential that there are an adequate 

number of trained Employees able to undertake this work, and this requirement is 

reflected in the training plans of the Finance Office. 

 

 4.7 Conclusion 

 

Bladen County has in place a clear network of systems and procedures to prevent and 

detect fraud and corruption. 

 

These policies should keep pace with any future developments in techniques for 

preventing and detecting fraudulent activity. 
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I. PROGRAM ADOPTION 

 

The County of Bladen developed this Identity Theft Prevention Program pursuant to the 

Federal Trade Commission's Red Flags Rule, which implements Section 114 of the Fair 

and Accurate Credit Transactions Act of 2003.  16 C.F.R.§681.2.  This Program was 

developed with oversight and approval of the County Board of Commissioners.  After 

consideration of the size and complexity of the County’s operations and account systems, 

and the nature and scope of the County’s activities, the County Board of Commissioners 

determined that this Program was appropriate for the County of Bladen, and therefore 

approved this Program on May 4, 2009. 

 

 

II. PROGRAM PURPOSE AND DEFINITIONS 

 

A. Fulfilling requirements of the Red Flags Rule 

 

The goal of this policy is to prevent identity theft. The County of Bladen 

recognizes the responsibility to safeguard customer’s personal information during 

its collection, recording, and handling of such information. Under the Red Flags 

Rule, every financial institution and creditor is required to establish an “Identity 

Theft Prevention Program” tailored to its size, complexity and the nature of its 

operation.  Each program must contain reasonable policies and procedures to: 

 

1. Identify relevant Red Flags for new and existing covered accounts and 

incorporate those Red Flags into the Program; 

2. Detect Red Flags that have been incorporated into the Program; 

3. Respond appropriately to any Red Flags that are detected to prevent and 

mitigate Identity Theft; and 

4. Ensure the Program is updated periodically, to reflect changes in risks to 

customers or to the safety and soundness of the creditor from Identity Theft. 

 

 

B. Red Flags Rule definitions used in this Program 

 

The Red Flags Rule defines “Identity Theft” as “fraud committed using the 

identifying information of another person” and a “Red Flag” as a pattern, practice, 

or specific activity that indicates the possible existence of Identity Theft.   

 

According to the Rule, a county utility, tax collector, and fees of other sources is a 

creditor subject to the Rule requirements.  The Rule defines creditors “to include 

finance companies, automobile dealers, mortgage brokers, utility companies, and 

telecommunications companies. Where non-profit and government entities defer 

payment for goods or services, they, too, are to be considered creditors.” 
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All the County’s accounts that are individual accounts held by customers whether 

residential, commercial or industrial are covered by the Rule.  Under the Rule, a 

“covered account” is: 

 

1. Any account the County offers or maintains primarily for personal, family or 

household purposes, that involves multiple payments or transactions; and 

2. Any other account the County offers or maintains for which there is a 

reasonably foreseeable risk to customers or to the safety and soundness of the 

County from Identity Theft. 

 

“Identifying information” is defined under the Rule as “any name or number that 

may be used, alone or in conjunction with any other information, to identify a 

specific person,” including:  name, address, telephone number, social security 

number, date of birth, government issued driver’s license or identification 

number, alien registration number, government passport number, employer or 

taxpayer identification number, unique electronic identification number, 

computer’s Internet Protocol address, or routing code.” 

 

III. IDENTIFICATION OF RED FLAGS. 
 

In order to identify relevant Red Flags, the County considers the types of accounts 

that it offers and maintains, the methods it provides to open its accounts, the 

methods it provides to access its accounts, and its previous experiences with 

Identity Theft.  The County identifies the following red flags, in each of the listed 

categories: 

 

A. Suspicious Documents 

 

Red Flags 

 

1. Identification document or card that appears to be forged, altered or 

inauthentic;  

2. Identification document or card on which a person’s photograph or physical 

description is not consistent with the person presenting the document;  

3. Other document with information that is not consistent with existing customer 

information (such as if a person’s signature on a check appears forged);  

4. Application for service that appears to have been altered or forged; and 

5. Conflicting names on identification and other documentation. 

 

B. Suspicious Personal Identifying Information 

 

Red Flags 

 

1. Identifying information presented that is inconsistent with other information 

the customer provides (example: inconsistent birth dates);  
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2. Identifying information presented that is inconsistent with other sources of 

information (for instance, an address not matching an address on a credit 

report); 

3. Identifying information presented that is the same as information shown on 

other applications that were found to be fraudulent;  

4. Identifying information presented that is consistent with fraudulent activity 

(such as an invalid phone number or fictitious billing address);  

5. Social security number presented that is the same as one given by another 

customer;  

6. An address or phone number presented that is the same as that of another 

person;  

7. A person fails to provide complete personal identifying information on an 

application when reminded to do so (however, by law social security numbers 

must not be required); and  

8. A person’s identifying information is not consistent with the information that 

is on file for the customer.  

 

C. Suspicious Account Activity or Unusual Use of Account 

 

  Red Flags 

 

1. Change of address for an account followed by a request to change the account 

holder's name;  

2. Payments stop on an otherwise consistently up-to-date account; 

3. Account used in a way that is not consistent with prior use (example: very 

high activity);  

4. Mail sent to the account holder is repeatedly returned as undeliverable;  

5. Notice to the County that a customer is not receiving mail sent by the County;  

6. Notice to the County that an account has unauthorized activity; 

7. Breach in the County’s computer system security; and 

8. Unauthorized access to or use of customer account information. 

 

D. Alerts from Others 

 

  Red Flag 

 

1. Notice to the County from a customer, identity theft victim, law enforcement 

or other person that it has opened or is maintaining a fraudulent account for a 

person engaged in Identity Theft. 

 

 

IV. DETECTING RED FLAGS 
 

A. New Accounts 
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In order to detect any of the Red Flags identified above associated with the 

opening of a new account, County personnel will take the following steps to 

obtain and verify the identity of the person opening the account: 

 

 

 

  

1. Require certain identifying information such as name, date of birth, residential 

or business address, driver's license, social security card, or  other 

identification;  

2. Verify the customer's identity (for instance, review a driver's license or other 

identification card); and 

3. Require a rental receipt, lease agreement or purchase documents for the 

service address. 

  

B. Existing Accounts 

 

In order to detect any of the Red Flags identified above for an existing account, 

County personnel will take the following steps to monitor transactions with an 

account: 

  

1. Verify the identification of customers if they request information (in person, 

via telephone, via facsimile, via email); 

2. Verify the validity of requests to change billing addresses; and  

3. Verify changes in banking information given for billing and payment 

purposes. 

 

 

V. PREVENTING AND MITIGATING IDENTITY THEFT 
 

In the event County personnel detect any identified Red Flags, such personnel 

shall take one or more of the following steps, depending on the degree of risk 

posed by the Red Flag: 

 

A.  Prevent and Mitigate 

 

1. Continue to monitor an account for evidence of Identity Theft;  

2. Contact the customer;  

3. Change any passwords or other security devices that permit access to 

accounts;  

4. Refuse to open a new account;  

5. Close an existing account; 

6. Reopen an account with a new number; 

7. Notify the Program Administrator for determination of the appropriate step(s) 

to take;  

8. Notify law enforcement; or 
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9. Determine that no response is warranted under the particular circumstances. 

 

B.  Protect customer identifying information 

 

In order to further prevent the likelihood of identity theft occurring with respect to 

County accounts, the County will take the following steps with respect to its 

internal operating procedures to protect customer identifying information: 

 

1. Ensure that its website is secure or provide clear notice that the website is not 

secure;  

2. Ensure complete and secure destruction of paper documents and computer 

files containing customer information. The County may enter into a written 

contract with a third party in the business of record destruction to destroy 

sensitive information in a manner consistent with this policy;  

3. Ensure that office computers are password protected and that computer 

screens lock after a set period of time;  

4. Keep offices clear of papers containing customer information; 

5. Release sensitive information to the account holder or individual who own the 

information only upon confirmation of personal identifying information or a 

valid picture ID. 

6. Ensure computer virus protection is up to date; 

7. Require and keep only customer information that is necessary for utility 

purposes; 

8. Sensitive information should not be included on emails; 

9. Sensitive information should not be included on printed reports except as 

needed for the performance of essential tasks;  

10. Do not store files with sensitive information on laptops or on flash drives 

unless the information and the device can be secured and not accessible to 

unauthorized individuals; and 

11. Train County employees who at times make hand written notes to destroy 

after data is entered. 

  

VI.     PROGRAM  UPDATES 

 

This Program will be periodically reviewed and updated to reflect changes in risks 

to customers and the soundness of the County from Identity Theft.   

 

VII. PROGRAM ADMINISTRATION. 

 

A.  Oversight 

 

Responsibility for developing, implementing and updating this Program lies with 

each Department Head and Staff.  The other individuals to review policy are:  The 

County Manager, Sheriff, Finance Officer, and the Information Technology 

Director. 
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B.  Staff Training and Reports 

 

County staff responsible for implementing the Program shall be trained either by 

or under the direction of the Department Head or Supervisor in the detection of 

Red Flags, and the responsive steps to be taken when a Red Flag is detected.   

 

C.  Service Provider Arrangements 

 

In the event the County engages a service provider to perform an activity in 

connection with one or more accounts, the County will take the following steps to 

ensure the service provider performs its activity in accordance with reasonable 

policies and procedures designed to detect, prevent, and mitigate the risk of 

Identity Theft.   

 

1. Require that service providers have such policies and procedures in place; and  

2. Require that service providers review the County’s Program and report any 

Red Flags to the respective Department Head.   

 

D.  Specific Program Elements and Confidentiality 

 

For the effectiveness of Identity Theft Detection and Prevention Programs, the 

Red Flags Rule envisions a degree of confidentiality regarding the County’s 

specific practices relating to Identity Theft detection, prevention and mitigation.  

This Program is to be adopted by a public body and thus publicly available, 

therefore, it would be counterproductive to list these specific practices here. Only 

the Program’s general red flag detection, implementation and prevention practices 

are listed in this document. 
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County of Bladen, North Carolina 

 

Sensitive Information User Agreement 

 
I have read the Identity Theft Detection and Prevention Program for the County of Bladen, North 

Carolina and understand how to properly manage, maintain, store, and dispose of sensitive and 

confidential information while employed with the County of Bladen. I will abide by the policy 

and will handle sensitive and confidential information with prudent care in order to ensure proper 

security of the information. 

 

In the event of a suspected or actual breach of sensitive and confidential information, I will 

notify my supervisor without delay. 

 

I understand the negligent handling or inappropriate use of the County’s sensitive and 

confidential information will be subject to disciplinary action up to and including dismissal and 

may be criminally and civilly prosecuted as allowed by law. 

 

I have read, understand, and agree to the conditions above. 

 

Printed Name of Employee: _______________________________________________ 

 

Department/Division:  _______________________________________________ 

 

Signature of Employee: _______________________________________________ 

 

Date Signed:   _______________________________________________ 
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IDENTITY THEFT PREVENTION PROGRAM  

 

INCIDENT REPORT 
 

 

 

 

DATE EMPLOYEE INCIDENT RESPONSE MITIGATION 

          

          

          

          

          

          

          

          

          

 

 
 

Respectful Workplace Policy 
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1.0 Purpose Bladen County recognizes its responsibility to build and maintain a respectful 

workplace, where all employees and citizens enjoy an environment in which the 

dignity and self-respect of every person is valued and which is free of offensive 

remarks, material or behavior. This policy establishes a standard for appropriate 

workplace conduct.  This policy covers all County employees, including regular, 

temporary, contract workers, volunteers, and anyone else on County property or 

engaged in County business with a County employee, whether or not on County 

property. Violation of this policy by any individual will be subject to appropriate 

corrective action. Violation of this policy by a County employee may lead to 

disciplinary action up to and  including dismissal.  

2.0 Policy It is the policy of Bladen County to maintain a professional and respectful  work 

and public service environment. The County will not tolerate disrespectful 

behavior by or towards any employee or other individual by employees, visitors 

or vendors. 

 This policy provides for: 

a. Fostering a workplace which values diversity; personal dignity; courteous  

  conduct; mutual respect, fairness and equality; positive communication  

 between people; collaborative working relationships; 

b. A reporting/complaint procedure for any individual who experiences or  

  witnesses behavior prohibited by this policy; 

c. A response procedure for supervisors who become aware of behavior  

  prohibited by this policy; 

d. Accountability for violations or enforcement failures through appropriate  

  disciplinary actions; 

e. Actions by the County to heighten employees’ and supervisors’ awareness

 of  workplace violence issues, including domestic violence as it relates to the  

  workplace. 

  This policy prohibits disrespectful behavior, including but not limited to, the 

 following: 

a. Offensive and inappropriate remarks, gestures, material and behavior; 

b. Grouping or isolating; 

c. Yelling; 

d. Belittling; 

e. Reprimanding in the presence of others; 

f. Aggressive or patronizing behavior; 

g. Embarrassing or humiliating behavior; 

h. Damaging gossip or rumors; 

i. Covert behavior, i.e., inappropriately withholding information, undermining,  

 underhandedness; 

j. Unlawful discrimination or harassment as defined by federal and state laws; 
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 Employee Responsibilities:  

a. Treat others with respect; 

b. Set an example by respecting the dignity and human rights of all employees and  

 members of the public; 

c. Recognize and refrain from actions that offend, embarrass or humiliate others; 

d. Address disrespectful conduct with the employee displaying it or with a person  

 in authority as soon as possible; 

e. Do not make allegations of disrespectful behavior that are frivolous or   

 vindictive; 

f. Make every effort to resolve respectful workplace issues in an informal manner,  

 when possible. 

 

3.0 Procedure   

  3.1 Reporting   

An employee who believes he or she has been subjected to a violation of this 

policy and who has either opted not to try to personally resolve the  situation or 

who has been unsuccessful in attempting a resolution should report the violation 

immediately to his or her supervisor. If the employee’s supervisor is the source of 

the alleged policy violation, or if the employee’s supervisor does not respond to 

the report in a timely and appropriate manner, the employee should contact the 

Human Resources Department. 

 3.2 Investigating 

  Bladen County will promptly and thoroughly investigate any verbal or written  

 report of a violation of this policy, and will respond to the reporting employee or  

 other individual regarding the results of the investigation, except that specific  

 personnel actions taken may not be revealed. The investigation will be kept  

 reasonably confidential; however, it may be necessary to confront the employee  

 who has allegedly violated the policy concerning the allegation. 

 3.3 Corrective Action 

Any employee found to have acted in violation of this policy shall be subject to 

appropriate corrective and disciplinary actions, up to and including dismissal.  

Any visitor or vendor found to have acted in violation of this policy shall be 

subject to responsive action as determined appropriate by the County, up to and 

including being removed from the workplace and being prohibited from returning 

in the future. 
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 3.4 Retaliation 

 Bladen County will not tolerate retaliation or intimidation directed towards any 

 employee or other individual who makes a verbal or written report of a violation 

 of this policy or serves as a witness to a violation of this policy. Any individual 

 who retaliates against or intimidates an employee making a report or a witness 

 shall be subject to disciplinary action, up to and including dismissal. 
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