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Locat ABC System
Compensation and Benefits Survey
Please Relurn on or before December 1, 2009
To Laurie Lee, NC ABC Commission
4307 Mail Service Center, Raleigh NC, 27¢2¢

Name of ABC System Sﬁ’ﬂg f?Z ol 55/ #g é %Jjﬁd/

ABC Employses

1. How many emplovees does your ABC sysiem have? full-fime é pari-time f
other

2. What are the names, titles, total annual compensation (salaries plus bonuses), benefits
{410{k), health, retiremnent, other) and hire dale Tor the 8 most highly naid employees of
your sysiem for the following perinds:

Fiscal Year 2009 (July 1, 2008 — June 30, 2009)

NAME /S8 77y f7/4; TITLE M 2

SALARYS4Z 090 BONUSS BENEEITS 9}
NAMELZRE 201 )@W‘f‘/&% TITLE Md/ ﬁ;‘;&

SALARYS 34 S@lo  BONUSS BENEFITS Yes L-No_ " HIRE DATE /- 0(- ¢}
NAMELE o Nooks Gran e /el

SALARYS_/4 ¢¢ 2 RBONUSS BENEFITS Yes -No_ HIRE DATE{./%2-F2
NAME 5 Veske FFraehil. TITLE

SALARYS /& 7 NUST. BENEFITS Yes & No__ HIRE DATES. 2 7- 74
NAME s s g it A ams me Cle 174

SALARYS jZ s ¢ ©  BONUSS BENEFITS Yes__No ¥HIRE DATE /70 /- 77

Fiscal Yegr 2008 (July 1, 2007 - June 30, 2008}
NAME 7y

(7743 TITLE ﬂ{/é’ﬂ/f ?ER A’a’WK'/@fPF 72
SALARYS 40 2¢€  BONUS &

BENEFITS YestPNo_ HIRE DATE 9- 24-9 ]
NAME g REGE Ry ‘{2?;//’;_;/4 TITLE ! Sistant /WA / /e k /{
SALARYS,27.#7 & BONUS§ BENEFITS Yes vNo_ HIREDAVE [{- /-0
NAME_{ Een/ dﬁigﬂ&gﬁ/ﬁ/ TITLE (Z/&‘/@/{
SALARYS /4 060 BONUS § BENEFITS Yes & No_ HIRE DATEG - [9- 22
NAME_Lrée ke f%r@ Ly e O/ En K
SALARYS_f¢f #Loc¢_ BONUS § BENEFITS Yesi\No_ HIRE DAIEZ - L 1- P&

NAME_ZF Js @ ﬁfd AM.S mme_ legl
SALARYS £ S0 o BONUS S BENEFITS Yes__No\HIRE DATE /8- [-9 7

Fiscal Yegr 2007 (July 4, 2608 - June 30, 2007)

NAVE_/% 177 (lls re_ MR,

SALARY$ 3’2 0¢ BONUSS BENEFITS #esiHo_ HIRE DATE 4.2[~ g1
NAME (ZRE Gogy Larrish e Clep i

SALARYS 25 00© ' BONUS $ BENEFITS YesNo__ HIRE DATE - [ - ¢ |




NAME

o/ A/&?&V}@/Lg/j/ TITLE @féﬁ’(

SALARYSE (_,té‘, ﬁ BONUS § BENEFITS Yes b-No__ HIREDATE G -/9-F2

NAME

6&*’;}@/{/5’ %w&/f&r" TITLE é/f/ﬁ K

SALARYS_fit H F O BPNUSS BENEFITS Yes_LNo_ HIRE DATE § -2 1- 7¢
NAME ; 77 &3 e (7 [ 7.4
SALARYS 90 BONUSS BENEFITS Yes__NoyHIRE DATE /0-/ -7 ]

3.

4

10.
11.
12.
13.
14.

Submitted by Name /

Flease attach a list of the benefits you pay to your 5 highest paid employees.

List the names of your boarg members and their annual board compensation for Fiscal
Year 2009

Lgééé 47 _resianed Ao 2609
‘. 4.:' ..é 286. 80 jg’b&' Ie‘ll' l/’)’jfbus/sk’z

l@éa;&-ﬁ &Lmsﬁ(; —-#{ L. 88

-[\;j— Soe.00

e 20500 ey SaGH 506 _Z) £el L bm@f(’f- For

Doyouboardmembers receive insurance or retirerhent benefits? Yes No v |f
s, what are they?

Lo your board members receive other compensation for their service Yes__ No |
- If so, what?
Do you have a travel policy for board members/employees? Yes _L No If yes, when

was it mstltuted‘?[ Eé Piease attach a copy.

De you have an ethics policy in place for board members/emplovees? Yes Yo i
yes, when was it instifuied? /47 i Please attach a copy.

Does your ethice policy prohibit receipt of gifts, including for example, entertainment
tickets, bottles of alcohol, goods or services? Yes \~No ___

Does your ethics policy allow payment of meals or other travel expenses by industry
members or private dollars? Yes __ No _\~

Do you have a nepotism policy in place for board members/employees? Yes __ No _L—
If yes, when was it instituied? Please attach a copy.

Lo you have & standard process for setting salary and compensation ranges for ABC
employees? Yes ___ No _\1f yes, when was it instituted? Please attach a copy.

Do you pay a car allowance for board membersfemployees? Yes __ No L—1 so, how
much is i per year {otal and who receives it?

For your individual board members (and family members if applicable) what was the total
travel expense paid or reimbursgg from alt sources, public and private for ARC-related

functions in Fiscgl Year 20009 ¥
: pate: /[. 25-09




Such recommendations shall be brought before the Board annually for discussion,
and final action by them,.

Section 2. Salary of Trainee. An applicant hired, or employee assigned
responsibility in a higher classification who does not meet all the established requirements
of the position, may be appointed at a aining salary below that minimum salary. An
employee in a frainee status shall continue to receive a reduced salary until the Manager,
on approval of the Board, shall determine that the trainee is qualified to assume the full
responsibilities of the position.

Section 3. Salary of Part-fime Employes. The pay plan established by this
resolution is for full-time service. The compensation of any employee appointed for less
than full-fime service shall be on an hourly wage basis, recommended by the Manager and
approved by the Board.

Section 4. Pay Periods. All employees of the Town of Sunset Beach ABC
Svstern shall be paid biweekly. The pay period begins on Monday morning and eads on
Saturday night.

ARTICLE IV. APPOINTMENT AND DISMISSAL

Section 1. Applicability of Article. The provisions of this article shall be
applicable to all employees covered by the position and pay plan.

Section 2. Appaintments. The Manager shall appoint all new employees in
conjunction with the store's needs, with prior approvai of the Board.

Section 3. Qualificarion Standards. Employees shall meet the employment
standards established by the State ABC Comussion, the position classification plan, and
such other reasonable minimum standards as to character, intelligence, ability to meet the
public, and physical condition ag may be established. No emplovee shall be required 1o

elong 1o a particular political party nor shail race, religion, sex or age be a condition of
employment.

Section 4. Probationary Period. All appeintments or promotions to permanent
positions in the service of the Town of Sunset Beach ABC System shall be for a
probationary period of a minimum of three (3) months. The Manager and the Board
where applicable, shalk:

(a) discuss the employee's progress, accomplishments, strengths, fatiures,
and weaknesses; and decide

(h) whether the new or promoted employee is performing satisfactory
wOTk,



(c) whether the new employee should be retained, or whether the

employee's probationary period should be extended for a period of
additional time;

(d) or whether the employee should be discharged, or if on probation

following a promotion, possibly reinstating the employee to his former
position.

-

If retained, the employee shall be considered a permanent employee. An employee
may be dismissed during the probationary period at any time the Board and Manager
believe the employee not capable of performing his assigned duties.

Section 5. Dismissal. A permanent or temporary employee whose conduct or
work is not satisfactory shall be notified by Manager, verbally or by letter, of his
deficiency and what he must do to correct this deficiency. A permanent or temporary
employee may be dismissed by the Manager, after the approval of the Board, if he fails to
perform satisfactorily to the standard of the classification which he holds or is no longer
considered qualified because of, but not limited to the following:

L)

i

10.

11

. Fraud or misrepresentation in securing appointment.
. Unfit to perform duties.

. Failure to perform assigned duties.

Incompetence, inefficiency or negligence.

. Inexcusable neglect of duty.
o) 7

Physical or mental disability affecting the ability to perform duties.

. Insubordination.
. Dishonesty.

. Drinking, drunkenness, or unlawful drug use while on duty or off duty,

50 as to bring discredit to the reputation of the employee or the Sunset
Beach ABC System.

Public criticism about the operation of the ABC System or employees
as to bring discredit to either.

Possession of unauthorized weapons on the job.



12. Addiction to the use of narcotics or habit-forming drugs.

13. Undue conversation with the public as to the customers of the ABC
Store.

14. Absence without leave.

-~

15. Conviction of a felony, or conviction of a misdemeanor involving moral
turpitude.

16. Willfully disregarding State ABC Laws.
17. Willfully disregarding the policies of the Board.
18. Discourteous treatment of the customers or other employees.

19. Public activites or expressions of opinions intended to call into

disrepute the Board (or any Member therecf), its policies, or the ABC
System in general.

20, Willful disobedience

In case of an infraction of rules and regulations, the Menager may suspend an
employee from duty until the Board may be notified. All pay for an employee so
suspended will cease upen notification of suspension by Manager.

Section 6. Suspension. During the investigation, hearing or trial of an employes
on any criminal charge, or during the course of any civil action involving an ABC
employee, or when suspension would be in the best interests of the employee or the ARC
Beard, the Manager may, by writien notification, suspend the employee without pay as a
non-disciplinary measure.

Section 7. Reduction in Force. In the event that a reduction in force becomes
necessary, consideration will be given, among other things, to the quality of each
employee's past performance and the needs of the Board, as well as senjority consideration
in determining those employees to be retained. The determination of the Board in such
matters shall be final.

ARTICLE V. CONDITIONS OF EMPLOYMENT

Section 1. Applicability of Article. The provisions of this article shall be
applicable to all employees except those exempted. The benefits provided by the article
shall be for full-time permanent employees only.



Section 12. Travel Policy. Travel on official Abc Store business requiring an
overnight stay must be authorized by the local ABC Board prior to the trip. Travel not
previously approved shall be at the expense of the employee. ABC employees and
officials traveling away from the store on official busines shall be reimbursed as
follows:

(a) mileage for travel for the shortest route. Mileage paid at the current IRS
allowance;

{b) living expenses other than meals shall be authorized only for trips
lasting overnight or longer;

{c) reimbursement for meals while traveling in-state and out-of-state shall
not exceed $50.00 a day.

(d) ABC employees and officials traveling away from Sunset Beach on
official business will be conpensated for all room and board expense
paid out of pocket, and the actual cost of special expenses paid from
their personal funds, such as: registration fees and other expenses

(e) A written travel claim. signed by the employee or official, accompanied
by receipts for hotel and meal expenses, and for any special expenses
shall be required for reimbursement.

(f) Travel to and from conferences, classes or other meetings while on
official business, is time-worked by employee. Such travel is construed
to be covered by Worker's Compensation Insurance protection when
travel has been properly authorized.

Section 13: Gifts and gratuities. Abc store employees may not accept gifts or
gratuities from retail or LBD customers, outside sales personnel or their
agents. Failure to comply may result in dismissal per Article IV,
section 6-17.




Town of Sunset Beach
ABC Board

The only benefit we get is retirement.



Local ABG System
Compensation and Benefits Suevey
Pleage Return on or before Decamber 1, 2009
To Laurie Les, NC ABC Commission
4307 Walt Service Center, Raleigh NC, 27599

Name of ABC System T of Sylva ABC Praied

ABC Employees i
1. How many employees does your ABC system have? full-time ﬁ pari-time __ =5
other

2. What are the names, titles, total annual compensation (salaries plus bonuses), benefits
(410(k}, health, retirement, other} and hire date for the § most highly paid employees of
your system for the following periods:

Fiscal Year 2009 (July 1, 2008 — June 39, 2009)

NAME Mary Cris TITLE _Gerprud Manaasi

SALARYS 3yt b BONUS§_LS0 ©C  BENEFITS Yesy/No_ HIRE DATE 08— |1 0ils
NAME [ gy (Algen TITLE _Acaouniant

SALARYS 252 €0 BONUS $_fp5p 00 BENEFITS Yes_ No/HIRE DATE B~ | ~ 6]
NAME lonwx \fﬂﬂﬂf)\f TTLE Sdhorr Derk

SALARYS 25000, 00 "BONUS $_S00, 08 BENEFITS Yes,/No__RIRE DATE £9-1 71-07
NAME T Hamildon TITLE SShove. Clerie,

SALARYS 234l | (15 BONUS §_ 500,00 BEMEFITS Yes, No_ HIRE DATE (00

NAME_Dioua Heveed TITLE _ Sore Cler ke
SALARYS hzw_blij @t BONUSS Sy, L BENEFITS YesNo_ HIRE DATE Dl )~ G

Figcal Year 2@@8 {Juﬂy 1, 2007 — June 30, 2008) )
teaw TITLE Cienesnd Manaaer
SALARYS$ A5, Qﬁ;ﬂ o BONUS §__S5epn, 00 BENEFITS Yes /No_ HIREDATE 2. 1-9F

NAME i Lunninaham TITLE _Shore Cleirk

SALARYS R, 21). b8 “BONUSS___ = _ BENEFITS Yes/No_ HIRE DATE & -2} -]
NAME i, Toued TITLE _ Spre. ek

SALARYS 2%, o105 .40y BONUS § BENEFITS Yes, No_ HIRE DATE L~ 25-7%
NAME_Wiary Crisp TTLE Aesisdart Manager
SALARYS_27ccc, ol BONUS §_150,00  BENEFITS Yes,No,_HIRE DATE G 11 Ol

NAME_Tonve, Vianney TITLE _Shove. Clork.,
SALARYS Za4tp . mg» BONUS $_250. 00 BENEFITS Yes,/No_ HIRE DATE £ - 11 -7

Fiscal Year 2@@7 (July 1, 2008 - fune 30, 2007) _
NAME a0 2] TITLE Gy WMeanaaesr
SALARYS EDATE R -977

f 5@_& BONUSS__ - BENEF!TSYES_,{;NO Hil

NAMEJim_ (lanninghaim TITLE _Sore (o
SALARYS_Zd,d7:5-67 BONUS$__ = BENEFITS Yesy/No, HIRE DATE & -2l —bx




L TITLE _Sre. Clerk,
BONUS S .. BENEFITS Yesy No_ HIRE DATE {~22-718,

NAME Michae | Collings TITLE __ Sz, Cleric,
SALARYS 262000 {ip BONUS § — BENEFITS Yes No_ HIRE DATE J0 -~ 1 - 0

* NAME_ary (rian TTLE Rt -Time Clerk,
SALARYS$ {{51¢, fof BONUSS___ ——  BENEFITS Yes_ Now HIRE DATE g (7 - 0lp

3. Please sttach a list of the benefits you pay to your & highest paid employees.

4. List the names of your board members and their annuatl board compensation for Fiscal
Year 2009

Kewin Peoningdeon, Chawman - *4200,90
Eld mc]@f VankerMember - 1200.€0  rvonica Micho los embir =2 700.%¢

Fiscal Year 2008
Same s Olooye,

Fiscal Year 2007 )
SANE S abxwe

$. Do your board members receive insurance or retirement benefits? Yes No_ ¥ f
ves, what are they?

6. Do your board members receive other compensation for their service Yes Mo_ X
i g0, what?

7. Do you have a travel policy for board membersiemployees? Yes X No - If yes, when
was it instituted? N Eﬁ Please aftach a copy.

8. Do you have an ethics policy in place for board members/employees? Yes X No __ #
yes, when was it instituted? ZgpaPlease attach a copy.

9. Does your ethics policy prohibit receipt of gifts, including for example, entertainment
tickets, bottles of alcohol, goods or services? Yes X MNo__

10. Does your ethics policy allow payment of meals or other travel axpenses by industry
members or private dollars? Yes _ No W

11. Do you have a nepotism policy in place for board membersiemployees? Yes X No___
If yes, when was it institufed? Z08 Please atiach a copy.

12, Do you have a standard process for setting salary and compensation ranges for ABC
empioyees? Yes __ No X_If yes, when was it instituted? Please attach a copy.

13. Do you pay a car allowance for board membersfemployees? Yes ___ No X I so, how
much is it per year fotal and who receives it?

14. For your individual board members (and family members if applicable) what was the total
travel expensé paid or reimbursed from all sources, public and private for ABC-related
functions in Fiscal Year 20097 —

Submitted by Name __{(7410 ﬂffaa;ﬁ




TOWN OF SYLVA ABC BOARD TRAVEL POLICY

I. For the purpose of this policy, the description of "Out of Town" travel
shall be all travel beyond fifty (50) miles. Travel reimbursement will
be strictly for ABC employees and ABC Board members, specifically
excluding non-employees.

II. Tramnsportation.
A. The type of transportation wused for any trip must be based on the following:

1. The distance to be traveled,
2. The number of persons making the trip.
3. The time involved and the cost of the transportation.

B. Criteria to be considered when selecting the mode of travel:
1. Private vehicle.

a. Use of an employee's private vehicle must be authorized by the
Chairman and/or ABC Board.

b. When an employee uses his private vehicle, he will be reimbursed
at the current state rate per mile. WNo traveler shall be allowed
mileage or transportation funds when he is transported by another
traveler who is entitled to mileage or transportation expense.

2. Commercial aircrafe.

a. When a trip is out of state, and air transportation is available,
the feasability of traveling by air should be considered.

b. The fare for commercial air transportation on any trip should
not exceed the regular tourist fare except when no tourist
accommodations are available.

c., Cost of air travel must be substantiated by a copy of the
paid ticket.

3. Other.

a. Travel by other means of transportation may be authorized; however,
these shall be used only when categories ! & 2 above have been
determined not practical,

b, Use of commercial rental vehicles must be authorized by the
Chairman and/or ABC Board prior to the trip. If the rental
is allowed, a documented explanation for the need of a rental
vehicle should accompany the travel advance request form.

ITI. Lodging.

A. Employees who are official representatives of the ABC Board will be
reimbursed for the actual cost of lodging at the single occupancy
rate except in cases where single occupancy accommodations were not
available or not in the best interest of the ABC Board. Cost of
lodging must be substantiated by paid bills.



IV, Meals,

A

Actual expenses for subsistence while on offical buslness will be
reimbursed provided:

1. The trip is outside the fifty (50) mile radius and the traveler
is required to be away from his official duty station after normal
working hours.

2. All meals including gratuities are to be itemized and receipts
provided in order to receive reimbursement. Total meal cost per
24-hour period may not exceed $37.50. Gratuities may not exceed
157 of the meal cost per day. ~

3. The meal is not a part of a seminar or business program which
has previously been included with the registration fee,

V. Incidental Expenses (Receipts Required).

A.

The following incidental traveling expenses will be reimbursed
while on official business:

1. Parking charges.,
2. Registration fees for conferences, conventions, and seminars.
3. Tip and gratuities (other than meals).
4 Taxi, bus, and subway fares.

5 Telephone, fax, telegraph charges in conducting official

ABC Business.

The following iftems are examples of nonallowable cost:

Entertainment cost (including cost of aleoholic beverages).
Health club expenses.

Excessive gratuities.

Travel insurance premiums.

Cost of travelers' checks.

- Personal telephone calls or telegrams.

"

-

[ R o W R
.« .

VI. Responsibility of the Traveler.

A.

Advance,

Employees authorized by the Chairman and/or ABC Board to secure
advance funds must do so ten (10) days before the date of start

of travel. Request for travel advance funds will be made on the
travel advance request form. Settlement with the appropriate receipts,
registration, etc. is expected no later than five (5) working days
following the trip.

Reimbursement.

It is the responsibility of the traveler to prepare the form for
reimbursement of travel expenses for official travel in accordance
with the established ABC Board policies. Approved travel advance
and receipts shall be submitted with the travel reimbursement form
not later than five (5) working days following a trip.



C. The Chairman and/or ABC Board shall reject any reimbursement claims which
are not in accordance with current policy.

VII. All employee travel authorizations, both advances and reimburgements, shall
be made only on the authorization of the Chairman and/or ABC Board. All travel

advances for employees shall be approved by the Chairman subject to review
by the ABC Board.

VIIL. Auditing Travel Expenses.

A. The Chairman and/or ABC Board will review travel advances and verify
their compliance with this directive.®

B. The Certified Public Accountants will, during their annual audit, report

any irregularities and noncompliance to the Chairman and/or ABC Board.

#SAMPLE FORMS ON FOLLOWING PAGES. .

(3}



GUIDES TO EMPLOYEES -

1t is feit the following article is exceptionally good for the guidance and assistance of all employees. It sets
the standards of behavior and procedures expected of all ABC employees.

To deserve the goodwill of the public is of the utmost importance. It is best gained by giving cheerful,
competent service in clean atiractive stores, Customers must be waited on promptly and pleasantly. Greet
them with "Good Morning, Afternoon or Fvening.” Ask "May I help you?" When the sale is completed, say
"Thank You." If engaged in other duties at the counter, stop such work when customers enter and be
prepared to serve them, even if you have 1o show them where the product is located. If additional help is
needed at the counter for even better service, ask your Manager for that help.

Clerks should give customers their undivided attention. Never read, hum, sing, whistle, or converse
with other clerks while serving customers. Idle clerks should be considerate of busy ones by not doing
anything to distract his or her attention from the customer. Should a customer be difficult in his attitude,
always remain courteous and patient. If situations arise which you cannot handle, call the manager before
such incidents get out of control. Discourtesy, for any reason, is inexcusable and will not be tolerated. Tact
and courtesy are necessary aftributes to cultivate.

1. Reporting for Work: Your Board and co-workers depend on you to do quality work and a certain volume
of work. If you are late or absent, your co-workers have to do your work until a replacement can be found for you.
If you see that you have to be absent or late for work, call the Manager immediately. If you do not contact the
manager in person, do not leave a voice mail, but proceed to contact a co-worker to work in your place.

2. No Drinking on Premises Anytime, No signs of over-indulgence the night before. If the Manager should

find an employee not able to perform his or her duties, the Manager shall send the person home and take preper
disciplinary action.

3. All employees will be held responsible for change funds that are entrusted to them. Any amount of cash
over/short at end of your shift is to be recorded. Non-adherence will be reason for discipline. No checking out or

counting money is to be done at the front of the Store.When doors are locked, cashiers are to carry drawers to rear
of Store and check out.

4. No one is to tell of anyone they have seen making purchases. This is a personal matter to most individuals
and we must respect our customers,

5. All Store personnel are to be clean and properly groomed at all times while on duty. Name tags will be
furnished each employee and are to be worn on shirts bearing no other logo than that of the Sylva ABC Store.

6. Telephones in Store and Office are for business use. They must be available for the calls made daily, and
for Mixed Beverage Outlets to call in orders. Calls should be answered with professional courtesy. Step to the

warehouse phone for personal calils either incoming or outgoing. Lengthy personal conversations are not permitted.
Employees are not aliowed to have cell phones on the sales floor.



7. No Foul Language or strong emotions are to be displayed to customers or fellow workers. Any difficuities
or differences of opinion should be discussed calmly with the Manager. As a Sylva ABC employee, you represent the
Board to everyone you meet. The impression that you give will influence what people think of our store.

8. Employees and management are not to lend customers money. or allow a customer to run a “line” of
credit.

9. An employee may not deliver merchandise from Store to a purchaser while on duty. If a delivery is made
while not on duty, merchandise must be paid for before leaving the Store.

10. At no time will an employee remove money from the cash register for his or her own use. Not even
borrowing with the intention of paying it back later.

11. Any employee purchasing liquor must make the purchase through another employee. No alceholic
beverages may be taken from the ABC Store except through the front sales area. No exceptions.

13. ABC Board Members and employees are prohibited by law from accepting gifts greater than fifty dollars in
value from alcohol industry representatives. The Manager may accept "advertising novelties” such as, but not limited to,
disposable lighters, bottle or can openers, caps, hats, t-shirts, pens, umbrellas, key chains, shot glasses or other glassware,
drink recipes, or other items which bear advertising matter. Alcohol industry representatives are not allowed to give
advertising novelties directly to any ABC employee other than the Manager. Such advertising novelties may be
distributed to other ABC employees by the Manager, so long as all employees are represented with said items,

14, Anyone who is not an employee of the Board shall be accompanied or observed by an employee when they
enter the warehouse area.

15. ABC employment shall have precedence over all other occupational interest of employees.

16. No employee shall use the Store premises for personal benefit by engaging in the sale of merchandise while
on duty or off duty.

17. No employee shall (a) engage in any political activity while on duty, (b) be required as a duty of his office or
employment, or as a condition for employment, promotion, or tenure of office, to contribute funds for political or partisan
purposes, (¢) solicit, or act as custodian of, funds for political or partisan purposes, (d) coerce or compel contributions for
political or partisan purposes by any other employee of the ABC Store, or (e) use any supplies or equipment of the ABC
Store for political purposes. Any violation of this section shall be deemed improper conduct and shail subject such
employee to disciplinary action by the Board.



POLICY CHANGES

The members of the Board are most anxious for you to offer suggestions on how to improve our system. If you
have any ideas that will improve procedures, morale, and service; or reduce cost, duplication of work, waste, and
errors, then please write them down and bring them to the Office.

In any progressive organization, changes in personnel policy are necessary from time to time. Whenever such
a policy is changed, it is done to build a better or more secure organization. As changes are made to the policies
outlined in this book, you will be notified accordingly.

Should any provision in this Handbook be rendered invalid or iflegal by any existing or future legislative,
administrative, or court decrees, Federal or State, such provision shall be considered null and void, the balance of
the Handbook remaining in full force and effect.

This is your Handbook to be kept and used while employed with the Town of Sylva ABC System. This
Handbook is not intended to create a contract between the ABC Board and any employee for a specific or definite
period of employment. Should you leave the system, you wiil be required to return the Handbook to your Manager
along with all other ABC System property before receiving your final pay check.

THE SALARY PLAN

No member or employee of the Board shall be related by blood to the degree of first cousin, or closer, to any person
engaged or employed in the sale or distribution of alcoholic beverages in the Sylva ABC Store. In addition, no

individual involved in a personal (dating or married) relationship with an active employee shall be considered for
employment.

Each new employee will serve a probation period of six months. This period provides the employee the opportunity
to adjust to the job and serves as a trial period during which the employee must prove his or her ability to perform

the responsibilities of the position, to accept additional responsibility, to develop a positive attitude, and to work well
with fellow employees and the public.

To be retained as a full-time or hourly employee, he or she must be approved for employment by the Manager. If, at the
end of the probation period, continued employment is considered not to be in the best interest of the Board, an employee
may be discontinued without adverse judgment against the worker.

An employee promoted (o a higher position will receive a salary adjustment as determined by the Board, but will be
subject to another six-month probationary period. 1If an employee fails to successfully complete the probation
period following promotion, the employee shall be reinstated in his or her former position at his or her former salary.

Salaries will be reviewed by the Board annually. Adjustments will be made based primarily on cost of living and/or
in recognition of superior or improved performance as reflected in employee performance evaluations, Other factors

to be considered would be a comparative study of other ABC Boards, governmental bodies, private industry, and the
financial condition of the store.

(1) All employees shall be paid on the fifteenth and the last day of the month,
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MAKE arenda Heos - TITLE Mangoer
BALARYE 2 527 AL  BOMIUS § ﬁnsﬁmmo
NAME Bean Usavensr TTLE e
BALARYE 1901 50 HOWUS S BENEFITS Yeu_ NoX HIRE DATE 272008

NAME dmog Hole TIWLE Clerk
SALARYS 1945, 00 BONUS § e BENERTS Yes, _NoX HIRE DATE izz GLo8

NAMSETony Bord. TITLE Gle
SALARYY 15841 60 BONUS $__WEEN§‘H'5 Yas_NoX HIRE DATE ¢/ 35/07

MALE Aoril Boss iTLE _(.Q'.ﬂrk - _
SALARYS 250 33  BOMUS§ BENEFTTS Yas__NoX MIRE DATE 8703707

Flooal Vour 2SS (luly 1, 2007  June 30, 2608)

HAME Resnds Hawert TTLE Menagey

BALARYS 26, 102 00 BONUSS BENEFITS Yes X No__HIRE DATE 6701706
HAME fonv Byrd TTLE Ciork

BALARYY 9357, 58 BOMNLE 5 BENEF(YS You_ Nox HIRE DA 7

MARE Senn Boaveuprn TILE L4
SALARYR 588,27 . BONUE S BENEMTR Yoo Nox HIRE DATE 22:§2 08
NAME Mnos Holb 7 TITLE Clark

GALARYS 2708, 10 BOWUB S BENEFITS Yae_ Nof HIRE DATE 12/01/08

85 YoDaaisl TITLE Clegh . N
5240759 BONUS & BENEFITE Yea__ne g HIRE DATE §

61706

Figeat Yoor 2007 {duly 1, 2008 - Juns 30, .

AR ande. Bewat - TTLE Mananaey .
BONUS §__ . BENEFITS Yusy No__HIRE DATE_a701106
MAME Hr 1oy TTLE Qla



e 1. 200 Y

LS A E Breasian Lo siat & Avsociales CRM LY S o

L - LIy

TITLE ez e
—rmscsiren BENEFYTS Yos,_ Nox H DATE §761706
G Blllde Colling mﬁw
ARYE 435,11, BONUS §_ BENEFITS Yasy No . NIRE DATE T 1

3 Pmmlﬂk‘tmﬂmbﬂﬁm;’wp&y hyawﬁhw;wiummss,
% wmmmmmmm‘mmw bosrd compenasiion for Fiecs!

NAME Roge Norris TITLE
SALARY 3772 531 Bﬁﬁﬁ&a%wmé&%ms Yeu__NOX HIRE DATE. 3717707

Yegr 8008
Bernice Gerald - 7000.00 Fddie Grainger - 583.33
Bobby Jopes ~ 1008,00

Fieoal Yaer 2008

patd ~ 2000.00 Gary Walkey - 1416,67

Babk.llopes -~ 100000

nice Gersld - 200000 Gaty Waikey - 1000,00

X7 Yes___ Ho %

g, mmmmmmwmwmmm»wm Yoy Ko X
a0, wha?

7. Do you heve = avel nolioy for bowed mumwmgg_%u,__tfm.mn
Witk It inatiodbed? ___ Pleass witsch a SopY,

B, mm#mwm&qumﬁw in pleoe for board MMWWYW_E_NQ_“ i
, Whan wink & inviiaisd? Fiadms atinch & copy.

B Doss your etisics poiicy prohibk receipt of , Inciudding for exprrpie, entertainmant
m,m&m.QMWMYw_Lm_“_

10, Doy your athice poliey allow mymanmfmwwrumertmeicmnm by itdusiry
Ebars of pivate dolers? Yee _ No y

1. Do you have & sepotism policy in place fv bowy menbers/employees? Yes Mo X
H yun, whan was £ natiuiedy i S WbRCT: 2 GODY.

1%. Do you have & standend prooess for setting salary énd companeation ranges for ABD
arployeas? Yes | No X_H yus, when was It Insliiuted? Plesses sttach 2 copy.

18, Da you pay @ aar Sliowancs for board members/employees? Yen Mo X Hso how
mruGh Is | par yeer total and wi mosives k9

14, For your Iindvidut brard members (e finmily membere if applicable) what wak the 10tg;
travs) spara paid or seimbuness from sil sourses, publin s privats for ABG-raiated
- functions in Flaowl Vasr 20057 2 00

i by Home Bas N W mw.% Qo Dutes j3 - 008
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PERSONNEL POLICY
MANUAL
TABOR CITY

ALCOHOLIC BEVERAGE CONTROL BOARD
TABOR CITY, NORTH CAROLINA

Adopted April 12, 1999



ST I AR D Prsetnn Tl 4 Liyecistas ERDEELE- ALY

POLAICIES OF THE TABOR CITY ABC STORE

NEW EMPLOYEE

Applicant muast provids the Tubor City ABC Board with wiiticn. application. answering questions
&5 10 sduostion, experiente, and infommation sstn their ability t handle the job they are applying
for with sdsquate referenics of work exparienss, It is the eesponsibility of a8l new employees to
benome fmllin with North Cosling Aloshal Beverage Coutrol Commission rules and other state
laves that apply to theirjob, This informetion tan be obtafned from thusic immediste suparvisor.

COMPENSATION

All swployees are paid by salary based on a fory (40) howr work wesk, Employess will be
evalured anenally by the ABC siore HiEmIgsment,

YACATION
Employess will be eligible for one {1) week vacation after firgt year has beee. sompleted and two

wecks thersufier, Eroployess must coordinate with their supervisor dates of planned vacuioy,
Vacarlon time cannot be ascurnulated.

SICK LEAVE

Employees asin one sick day leave por montty sné may scobmulate toelve days. Sick day lvave
will be restricted for use due o iliness. Accumuinted sick dgys will sot be paid for 2t teemination
of srnploymant,

INSURANCE,
The ABC store st present pays hotpital insarance premiume for employwes. If smployses dte

interested in oovering family meinbers, the cmployes must pay the siditional supense of the
COveERge 83 pet thaurance company acceptwite and cost :

HOLIDAYS

WNew years day, Jaly fourth, Labor Day, Thanksiving. apd Chistmas ane duys that the sters will
be slosed,

FROMOTIONS
Employees in good standing will be considered for prometion by management if such posttion
wriat, ‘ )

SEPARATION OR TERMINATION

Teomination of emplovess witi bs s e disorction of e bowrd eRep sufficient capse for
ermination has bean provided o the Board for their sonsideratian,



Chaee

SE, .ty L - . B mremyan RIS AL 5 ars
Ll rGE e Presoos [ R B Auvoeary ERER AT A

EMPLOYEE GRIEVIENCES

Empicy;;;: gﬁcvggﬁa will be mé:miﬁad 10 thelr fmmediate supervisor. If acceptable apreement
conceming the problom cennot be worked cut, the grievance will be submitted to the chaj
the ARC bowrd for board review if neveunary, & : o chdliman of

CROUNES FOR DISMISSAL,

Emmployees that vislsie ABC sommiesion rules and state lavs that appl ¥ to their job. The aicoho!
beverags control commission niebank is avedlably ot the ABY store for veview.

If ewployees should purchige Sisuor at the stors whepe they are smployed, it sust be purchased
from snother omployes oo duty.

Eraployees wnst not requast gifis of any desatipion from 2 safesman.
Any erployee knowingly sells Equor to snyene who is underage or intoxicated,

Any employes whils working using loobol, drugs, or anv substance that wil] bmpair their ability
o perfam thelr dodes.

Arey gambling or betting while on viore property by emplovess.
UTHER REQUIBEMINTS

Bmployses must be groomed snd nesr i Sppearahee.
Employees to be condeous at 41l time,

Ne emploves will be in the ABC store other than nowral operaiing hours without the permission
of the manager, .

‘The welephone is for ABC buciness.

Budio wnd teievision are allowed providing thet tey do net hinder or interfore with job
performanca,

Stoe 16 be kept clean, nen and exdery with floors viaenumed, swept, or mopped,

Shwtves and mercnandise dusted, trash smptied, windows clzaned, and restiooms Jaimtained,
(urslde clean and nest in gppenrancs.

Shelves chocked daily, stocked and rotateg,

o alert when customens ate in the siore.

Be alert for possible theft 2 m} time.
Must be fumiliar with busglar slanm and provedures i ovopt of sobbesy.



Ld A D Teeton Tovpidt bosuncates PN 8A0 ATH

Ay void or srvor tnust be correcied mul propedy recorded,
I wrong cods number ie entared, sales icket raust be kept to seaintain inventory,

Finployess should discosmge Joitering.
X imve rend pnd uadessund Sis sbove policies of the Tebor City ABC Stors.

SIGHATURE

BATE "




Local ABC System
Compensation and Benefits Sutvaey
Please Roturn on or before December 1, 2009
Te Lavrie Lee, NC ABC Commigeion
4307 Wail Service Cenlar, Raleigh NG, 27599

Name of ABG Symm:&%fﬂmﬁ.@&%&
ABC’: Empioyees
How many empicyees does your ABC system have? full-tme & partwtsme __‘QL
Oﬁ'%EI‘

2. Whatl ane the narmes, tiles, tob) annug mmpansat;on (salaries plus bonuses} nenefis
(410(k}, health, retirement, other) and hire date for the 5 most highly paid employees of
yuur system for the following periods:

1y ol 98 Juna HY, 2009}

NAMEZL) fon Lo n s 3 Py TITLE al_ : ,
SALARYS.2Z p00. di BONUS $,,,,i,§zQ_Q____BENEFITS YegX*No__HIRE DATE ~;1aol

R e

SALARYS BONUS $_1 BENEFITS YesX No__HIRE DATE &« L= | Q‘i&
nameEC . D K e Clande

SALARYS_ ] RONDS$_ 50, FF _ BEMEFITS Yesy No__HIRE DATE. ]~ 4 -0
NAME e Cland .

SALARYS. 5 BONUS $ R50 Y BENEFITS Yes_ Mo X HIRE b&"fﬁ 3 =} ‘“nlm,;{_,

NAME %&mﬁ&.&ﬁk TITLE
SALARYS e BONUE S ﬁ BENEFITS Yes Nos HIRE DATE aﬂﬁ"‘?

) T TRETIN
%r%;%’? “/5‘?‘?‘% Bomus -  REMLFITS A

Fingal Yy L, 2807 ~ June 30, 2608}
NAMESR sya s . orad  TiTLE (Y OUnagdn

SALARYS 32 000 (H\ §_/577.53 BENEFITS Yes Ro_ HIRE mmg [ -380)

NAME Ciu&d&*@l EM mme_Qlanke

SALARY$ ZZ359.90 BONUS S /087 27 BENEFITS Yes)No_ HIRE DATE 5= 1-19Q 3
nante L. ‘&Q}.ﬁ% Corkl e Bloake.

SALARYS /7 777% BONUSS_V09.6C  BENEFITS Yes)X No_ HIRE DATE |-l 4 007

Natarmne.  me_Close.

. BONUSS__ 300 < "~ BENEFITS Yes_ NOX HIRE DATE,ﬁ;L-_aoca&

NAME DRUCE  SomSon) TITLE
BALARY%S: E*.:Q;"i e RONUS % o s RENEFITS Yee  Ne X HIRE DATE

Figeal Yeur 2007 {July 1, 20 June 30, 2007}
NAME atrmfr-d TITLE Y Y rno e
SALARYS 26785 7 BONUS §_ 1719, 3 BENEFITS YesxNo__ HIRE DATE & - 14 - 206

nave_Ccbend o e (ol

SALARYS_18901.40 BONUSS_G33.(4 BENEFITS Yesx No_ HIRE DATE, B« [- 1903

La/98  3F08d DE ITIIASHOTIAVL 879bZE98TE BEET BHBE/TZ/IT



ACCEPTANCE OF GIFTS BY ABC SYSTEM PERSONNEL

ABC System personnel must at all times be discrete 1n relations with outsiders,
friends and employees of the ABC System. Gifts or favors offered at Christmas or other
times which would place the ABC System in an undesirable position or injure the ABC
System’s relations with the donor, cannot be accepted.

A. Small mementos such as calendars, desk pads, notebooks, pencils, ashtrays,
etc., which are distributed by a donor 1o business customers and friends may
be accepted.

B. Any gifts of real monetary value will be courteously but firmly refused.

The spirit prompting gifis is usually commendable, but acceptance of gifts,
regardless of the spirit in which they are offered, may be compromising or
misunderstood.

C. A supervisor can not under any circumstances accept a gift from his/her
employees. To do so may create a situation where some employees will feel

they must participate to preserve their jobs.

VYLORSVILL T ape
42 NC Hwy 18 ¢
Teviorsvilie, NO
28F8;

(27)



Locat ABC System
Compensation and Benefits Survey
Flease Return on or before December 1, 2009
Te Laurie Lee, NC ABC Commission
4307 Mail Service Center, Raleigh NG, 2789%

Name of ABC System %WSV { / !ﬁ.«

ABC Employees
1. How many employees does your ABC system have? full-time ! part-time \%
other

2. What are the names, titles, total annual compensation (salaries plus bonuses), benefits
{410(Kk), health, retirement, other) and hire date for the 5 most highily paid emplovees of
your system for the following periods:

Fiscal Year 2@09 (Juiy 1, 2008 — June 30, 2008)

NAME_ {ith n Lows TITLE _iatra] monast s

SALARYS @3,‘?}0 BONUS § BENEEITS Yes wo_ HIRE DATE 57, /0.2

NAME_Danny S Buyerly TITLE _Stote Mandst v

SALARYS 3L, A8y  BONUSS BENEFITS Yes »No__HIRE DATE_{1]/4 %

NAME_Onteta. aldw,n TITLE _fissh. @&

SALARYS_ 29 BONUS § BENEFITS Yesk”No_HIRE DATE_ (605
"

NAME J&s5e S Yowl TITLE fiest, stort manast &

SALARYS g%, 0[t _ BONUS S BENEFITS Yesy’ No__HIRE DATE 11 J&,57

NaME vl Gl TITLE StorL manase »

SALARYS_9%.09%  BONUS § BENEFITS Yes_ No_ HIRE DATE 129§

Fiscal Year 2008 (Juiy'% 2007 — June 30, 2008}

NAME_(Adaly Onn Cowt TITLE _&AY)

SALARYS Ug, 50 BONUS 8 BENEFITS Yesi Mo HIRE DATE 51&]02

NAME Doy S, buuriy TITLE_Shes mbaase”

SALARYS 35 0u0 __ BONUS § BENEFITS Yesi/No__HIRE DATE_1]59

NAaME P la %J_d. TiTee_Bssl, &M

SALARYS DY 55 BONUS $ BENEFITS Yesy No__HIRE DATE [OJ0S.

NAME 56568 Stowi TITLE _ fAssl, Ston managtr

SALARYS Mg ;59 3 BONUS § BENEFITS Yes~"No_ HIRE DATE 1199

NAME Joftven Gy TITLE Sh0_ manase s

SALARYS_2{, 267 BONUS § BENEFITS Yes__No_ HIRE DATE | 7195

Fiscal Yeazr 007 {Juiy 1, 2006 — June 30, 2007}

NAME | 44 Ann (pwh TITLE G0

SALARYSYS, 041 BONUS § BENEFITS Yes No__ HIRE DATE. 570 L.

NAME Dy S, By orly TITLE 9/t MAanaser

SALARYS 30, %3¢  BONUS $ BENEFITS Yes =" No_HIRE DATE | #57




NAME Q«ﬂ@ﬁ, Eeddwin TITLE 3553 . &M

SALARYS 24 417 BONUS § _ BENEFITS Yes* No__HIRE DATE j¢jo&
NAME_Jgsse Stowit TITLE _wall ~ Rt cdevie
SALARYS 24,4 %7 BONUS § BENEFITS Yesy No__ HIRE DATE } § 1549
NAME__ (o 1900 HuyueS TITLE _pi4 clevil
SALARYS ;aﬂ?g BONUS § BENEFITS Yes__NoY HIRE DATE_[¢/p.>
3. Please attach a list of the benefits you pay to your 5 highest paid employees.
4. List the names of your board members and their annual board compensation for Fiscal
Year 2009
Swiope, Menteemmery - #5090  Diit mills - 4 1200.%
ﬁ\ i-km i.g m #200.2Y Tom Holladas - woo.w
Figeal Year 2008 0 00
Lotngie_Ough- #12009°  Swoeps mantaemesy 1400,
Bl MGl -# 12009  miiton Pilen - # %0000
Fiscal Year 2007 o
i Puah -3 igp0f taomery — #/20p.00
il mdls - ¥ (2pp,00
5. B0 your board members receive insurance or refirement benefits? Yes____ No__ I~ If
yes, what are they?
6. Do your board members receive other compensation for their service Yes___ No_ b
if so, what?
7. Do you have a travel policy for board members/employees? Yes / Y. HNo_ Ifyes, when
was i instituted? 7 Piease attach a copy.
8. Do you have an ethics policy in place for board membersiempioyees? Yes ‘/No if
yes, when was it instituted? “70lp Please attach a copy.
8. Does your ethics policy prohibit receipt of gifts, inciuding for example, entertainment
tickets, bottles of alcohol, goods or services? Yes _ No v/
10. Does your ethics policy allow payment of megls or other travel expanses by industry
members or private dol!ars? Yes ___No v
11. Do you have a nepotism policy in place for board members/employees? Yes ‘/No
if yes, when was it instituted? Please attach a copy.
12. Do you have a standard process for setting salary and compensation ranges for ABC
employees? Yes __ No V¥ yes, when was it instituted? Please attach a copy.
13. Do you pay a car allowance for board membersfemployees? Yes __ No mﬁ if s0, how
much is it per vear total and who receives it?
14. For your individual board members (and family members if applicable) what was the fotal

Subritted by Name _{ 8,00 Ban

travet expense paid or reimbu ﬁed from aii sources, public and private for ABC-reiated
functions in F:scal Year 2009 '7&95} pv




Thomasville ABC Board

Benefits paid by employer for full time employees
Simple IRA — 3% matching contribution
Holiday pay
Life Insurance
Medical Insurance
Sick Leave
Vacation
Longevity Pay

Short term disability



North Carolina Alcohol Beverage Control Board
Thomasville ABC Board Policy and Procedure Manual

Business Travel Expenses

The Thomasville ABC Board will reimburse employees for reasonable business travel
expenses incurred while on assignments away from the normal work location. All
business travel must be approved in advance by the Executive Director or a Thomasville
ABC Board Member(s).

Employees whose travel plans have been approved are responsible for making their own
travel arrangements.

When approved, the actual costs of travel, meals, lodging, and other expenses directly
related to accomplishing business travel objectives will be reimbursed by the
Thomasville ABC Board. Employees are expected to limit expenses to reasonable
amounts. '

Employees who are involved in an accident while traveling on business must promptly
report the incident to their immediate supervisor. Vehicles owned, leased or rented by
the Thomasville ABC Board may not be used for personal use without prior approval.

With prior approval, employees on business travel may be accompanied by a family
member or friend, when the presence of a companion will not interfere with successful
completion of business objectives. The family member or friend’s travel expenses are
not reimbursable, including meals. Generally, employees are also permitted to combine
personal travel with business travel, as long as time away from work is approved.
Additional expenses arising from such non-business travel are the responsibility of the
employee.

When travel is completed, employees should submit completed travel expense reports
within 30 days. Reports should be accompanied by receipts for ail individual expenses.

Employees should contact their supervisor for guidance and assistance on procedures
related to travel arrangements, expense reports, reimbursement for specific expenses, or
any other business travel issues.

Abuse of this business travel expenses policy, including falsifying expense reports 10

reflect costs not incurred by the employee, can be grounds for disciplinary action, up to
and including termination of employment.

46



North Carolina Alcohol Beverage Control Board
Thomasville ABC Board Policy and Procedure Manual

Business Ethics and Conduct

The successful business opzration and reputation of the Thomasville ABC Board is built
upon the principles of fair dealing and ethical conduct of our employees. Our reputation
for integrity and excellence requires careful observance of the spirit and letter of all
applicable laws and regulations, as well as a scrupulous regard for the highest standards
of conduct and personal integrity.

The continued success of the Thomasville ABC Board is dependent upon our customers’
trust and we are dedicated to preserving that trust. Employees owe a duty to the
Thomasville ABC Board, and its customers to act in a way that will merit the continued
trust and confidence of the public.

The Thomasville ABC Board will comply with all applicable laws and regulations and
expects its directors, officers, and employees to conduct business in accordance with the
letter, spirit, and intent of all relevant laws and to refrain from any illegal, dishonest, or
unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you
with respect to lines of acceptable conduct. If a situation arises where it is difficult to
determine the proper course of action, the matter should be discussed openly with your
immediate supervisor, if necessary, for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every
Thomasville ABC Board employee. Disregarding or failing to comply with this standard
of business ethics and conduct could lead to disciplinary action, up to and including
possible termination of employment.



North Carolina Alcohol Beverage Control Board
Themasville ABC Board Policy and Procedure Manual

Personal Relationships in the Workplace

The employment of relatives or individuals involved in a dating relationship in the same
area of an organization may cause serious conflicts and problems with favoritism and
employee morale, In addition to claims of partiality in treatment at work, personal
conflicts from outside the ‘work environment can be carried over into day-to-day working
relationships.

For purpose of this policy, a relative is any person who is related by blood or marriage, or
whose relationship with ths employee is similar to that of persons who are related by
blood or marriage. A dating relationship is defined as a relationship that may be
reasonably expected to lead to the formation of a consensual “romantic” or sexual
relationship. This policy applies to all employees without regard to the gender or sexual
orientation of the individuals involved.

Relatives of current employees may not occupy a position that will be working directly
for or supervising their relative. Individuals involved in a dating relationship with a
current employee may alsc not occupy a position that will be working directly for or
supervising the employee with whom they are involved in a dating relationship. The
Thomasville ABC Board reserves the right to take prompt action if an actual or potential
conflict of interest arises involving relatives or individuals involved in a dating
relationship who occupy positions at any level (higher or lower) in the same line of
authority that may affect the review of employment decisions.

If a relative relationship or dating relationship is established after employment between
employees who are in a reporting situation described above, it is the responsibility and
obligation of the supervisor involved in the relationship to disclose the existence of the
relationship to management. The individuals concerned will be given the opportunity to
decide who is to be transferred to another available position. If that decision is not made
within 30 calendar days, management will decide who is to be transferred or, if
necessary, terminated from employment,

In other cases where conflict or the potential for conflict arises because of the relationship
between employees, even if there is not line of authority or reporting involved, the
employees may be separated by reassignment or terminated from employment.
Employees in a close personal relationship should refrain from public workplace displays
of affection or excessive personal conversation.

10



RECEIVgy,

Local ABC System
Compensation and Benefils Survey
Please Return on or hefore December 1, 2009 Ngﬁ
To Laurie Lee, NC ABC Commission ABC 0
4307 Mail Bervice Center, Raleilgh NC, 2789%

Name of ABC SystemMﬂwﬂ/ ABC ,J&m%/

ABC Employees

1. How many employeas doss your ABC system have? full-time ,53 part-time 47§
other

Muissron

2. What are the names, tities, total annual compensation (salaries plus bonuses), benefits
{410(k), health, retirement, other} and hire date for the 5 most highly paid employees of
vour systern for the following periods:

Fiscal Year 2009 {July'l 2008 — June 39, 2008)
NAME Y TITLE M%W

SALARYS BONUS $_/4, d9¢ BENEF!ITS Yes y'No__HIRE DATE.3/7/24

NAME ‘QCQ%_JM/ TITLE D |
SALARYS /¥, 754,17 BONUSS BENEFITS Yes »/No__HIRE DATE /277 97%3
NAME ST 1z ee Bitsre TITLE o Jerecdo A
SALARYS 40, 25 %.4.7 BONUS § BENEFITS Yes v No_ HIRE DATE 2

NAME_H g gl . Qe b o TITLE _Mane er
SALARY$.58, 754 .32 BONUS § BENEFITS Yef /No_ HIRE DATEM?,&

Fiscal Year 2008 (July 1, 2007 — June 30, 2008}

NAME e Phesidlon?
SALARKS 49, /¢ 3 BONUS$ /7, ¢0 BENEFTT S Yesy/No, HIRE DATE 7777792

NAME .Fi{ﬂ,{, TITLE

SALARYS BONUSS_____  BENEFITS Yesy No_ HIRE DATE.E
NAME A ean_. f[m é},@ TITLE

SALARY$S 73, 774.7% BONUSS __ BENEFITS Ye No HERE BATE

NAmEﬂm ﬁ‘w,/?/ya_ TLE /o), A Sk
SALARYS 45,723,337/ BONUS § BENEFITYYes yNo__ HIRE DATE Lol L7

NAM@%zm Jﬁm TITLE Lok QW&?/m
SALARYS$.S 7 279 27 BONUS § BENEEITS YééWéNowHiRE DATE.8/30/8%

Fiscal ¥par 2007 (July 1, 2006 — June 30, 2007)
NAME Uaaeo Jladdall TITLE %M(M
SALARYS 7%, 40 _ BONUS $ /3,440. Y3 BENEFITS Yes v No_ NIRE DATE /72 7/ /9 9

NAME (a0 s /fﬂa*c/é% e VA / Tt apr L Dwd’m

SALARYS_§3 , 747, 75 BONUS $ BENEFITS Yesy/No_HIRE DATE 3/ 7/ 94/




NAME /7( oo S Do TITLE roB. Lk
SALARYS$ £, %0, 9/ BONUS § BENEFITS Yes »No__HIRE DATE (L1553

NAME_Oamaess [T Iom TITLE gj{%
SALARYS 4 4, ¥0/.95 BONUS S BENEFITSYes yNo__ HlF(E DATE //g/g2</
NAMW TITLE o7 (A
SALARYSSY, 720 08 BONUS § BENEFITS Yes_/No_ HIRE DATE 2
3. Please attach a list of the benefits you pay to your 5 highest paid employees. J«u’ a flacdsel
TmABC Seswre ﬁ
4.

10.

1.

12.

13.

14.

List the names of your board members and their annual board compensation for Fiscal
Yaar 2009

Do your board members raceive msurance arre irement benefﬁ:s’? Yes ] No ﬁ
yes, what are they?

Do your board members receive other compensation for their service Yes No__ .~
if so, what?

Do you have a travel policy for board members/employees? Yes u/ No ___ Ifyes, when
was it instituted? Please attach a copy. Jet @ ack e G/ ~c2

Do you have an ethics policy in place for board membersiemployees? Yes L Ne_ if
yes, when was it instituted? Please attach a copy. .Swe athkeed pege 57 ¥ot/°43

Does your ethics policy prohibit receipt of gifts, including for example, entertainment
tickets, bottles of alcohol, goods or services? Yes 1 No __ s4e a dfaehecl fage O

Does your ethics policy allow payment of meals or other travel expenses by industry
members or private dollars? Yes ___ No _»

Do you have a nepotism policy in place for board members/employees? Yes l/ No___
if yes, when was 1t instituted? Please attach a copy. it all@ed.el page P

Do you have a standard process for setfing safary and compensation ranges for ABC

employees? Yes / No ___!f yes, when was it instituted? Please attach a copy. .22 4?‘?;’454’ agh

Do you pay a car allowance for board membersiempioyees? Yas No if 30, how adon®
- F o | — ¥4 /0 Adtmomslzad P

much is it per year total and who receives it? MMMMM 4 R D i

For your individual beard members (and family members if applicable) what was the total

travel expense paid or reimbursed from all sources, public and pnvate for ABC-related

functions in Ftsca Year 2&3/} $9,87%9 3 Soma 479 Ames ¥4, ?? Wﬁffft  (£929
Submittad by Name ﬁﬁz’“ Title: _Admmpcitvalon__ Date: ///.,73/39 ok




Triad Municipal ABC Board
Benefit Summary

North Carolina State Retirement System

- [401K (100% Employee Contribution)
Heaith Ins. /Prescription / Vision Insurance
Dental Insurance

Cther Benefits
Health Insurance for Retired Full-Time Employees with 15+
continuous service and meet State retirement guidelines

457 Retirement Plan (100% Employee Contribution)

Paid Holidays (8 day)

Floating Holiday (1 day)

Paid Birthday off

Uniform Allowance

Paid Sick Leave (12 days per year) unlimited accumulation
Paid Vacation (10 to 25 days}

Long Term Disability {100% Empioyee}

Short Term Disability (100% Employee)

Basic Life insurance & AD &D

Group Dependent Life Insurance (100% Employee)

Voluntary Life Insurance 1x,2x,3x Salary (100% Employee)
EAP Program

AFLAC - Cancer Indemnity Insurance Plan (100% Employee)
AFLAC - Personal Accident Indemnity Plan {(100% Employee)
AFLAC - Specified Health Event Protection {100% Employee))
AFLAC - Hospital Protection (100% Employee)

AFLAC - Long Term Care Plan (100% Employee)
Winston-Salem City Employees’ Credit Union Membership
lLocal Government Employees Credit Union Membership
Tuition Reimbursement

Longevity (employees hired prior to July 1, 1998}

Funeral Leave (death of immediate family member) 3-5 days
Military Leave (employees called fo active duty in the armed services




Date Issuned: 1/19/2000 Date Revised:

TRAVEL POLICY

Travel by Board members and employees is necessary and useful to the accomplishment
of Alcoholic Beverage Control functions. 1t is the purpose of these guidsiines to
establish the procedure for authorizing employee travel and to describe the system of
reimbursement of travel expenses.

These guidelines are intended fo be consistent with efficient operation while permitting
sufficient flexibility on the part of the employee traveling on authorized Board business.

The Administrator must approve all travel. All trips that involve expenses in exeess of
the total amount budgeted for travel in any department will reqmre the additional
approval of the Administrator.

If an employee wishes to combine a business trip with a vacation, the following shall
apply:

A. The department director must approve the arrangement,

B. The Board shall provide only the reimbursement that would have been approved
if the most economical mode of transportation had been used to the business
destination.

C. The Board will provide only that reimbursement which covers the actual expenses

of the business portion of the frip.

D. The employee must specify on the Business Expense Voucher form the dates of
the conference or meeting and the fotal days of the trip so that vacation time may
be computed.

Spouses or family members may accompany an employee on official trips. The Board
provides reimbursement for only those expenses that the employee would normally incur
if traveling alone.

Ordinarily, the most economical and expeditious form of transporiation will be used for
Board travel. If there 1s some doubt as to the best method of travel, the matter should be
reviewed with the Administrator.

Board employees may use only tourist class air travel.
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TRAVEL POLICY

Only Board employees or other persons so authorized shall be permitied to travel in
Board vehicles, Unless impractical, all travel related vehicle expenses, i.c., oil, gasoline,
repairs, etc. should be charged on 2 Board credit card. A paid receipt must support any
request for reimbursement not charged to a Board credit card, except tolls.

The use of a private vehicle will normally be confined to destinations within the state or
those in neighboring states where it is more advisable to travel by vehicle because of
expediency and destination accessibility.

Reimbursement for travel by private vehicle is at the rate specified by the Internal
Revenue Service and is paid directly to the employee. Reimbursement will be made on
this mileage basis unless it is more expensive than what it would cost to reach the same
destination by air. The cost of air travel tourist class will be used for this comparison.

The traveling employee will be reimbursed for actual expenses incurred for meals and
tips while traveling on Board business. The employee is expected to use common sense
standards when ordering meals while traveling. Employees should order meals similar to
ones they would normally order if they were traveling on their own. A receipt should
accompany ail reimbursement requests for meals in excess of $25.

All reimbursement requests for lodging must be accompanied by a receipt. Employees
are to use common sense standards when making lodging arrangements. Employees
should choose the same type of ledging accommodations they would make if they were
traveling on their own. '

Incidental expenses such as telephone, parking, tolls, tips, and use of public
transportation are reimbursable. Any reimbursement request in excess of $25 should be
accompanies by a receipt.

If an advance of travel funds is requested, a request for funds must be approved by the
department director and the Director of Finance. Within 10 days after any travel, the
employee must complete the standard Business Expense Voucher form and submit the
completed form with all receipts to the department director for approval.
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PHILOSOPHY AND PURPOSE OF HUMAN RESOURCE
GUIDELINES

Our philosophy is dedicated 1o (1) creating and maintaining a team environment which
will have the highest degree of employee input in the operation of the Board and (2)
utilizing the experiences of all employees in developing guidelines that promote and
accomplisi the goals of the Board.

Our Forsyth Municipal ABC Board Employee Guidelines are a usable guidebook for all
employees. This manual not only outlines the Board’s guidelines toward the various
phases of our employer-employee relationship, but it also indicates how guidelines are to
be administered. Consequently, each employee is able to use this manual as a guidebook
when he/she needs to apply Board guidelines in a given situation.

These procedures and guidelines are subject to medification and further development in
light of experience. As such, these guidelines should be considered the latest, ever-
evolving draft that will be continually modified and improved upon as circumstances and
experience dictates. Each employee is encouraged 1o assist in keeping our human
resource program up-to-date by netifying your supervisor whenever problems are
encountered or improvements can be made in the administration of our Employee
Guidelines.
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PRINCIPLES OF EMPLOYEE RELATIONSHIPS

The Board will strive to provide an environment that is not only physically heaithy and
comfortable but also free of intimidation, hostility or other factors which may interfere
with an individual’s work performance or negatively affect the quality of the work
environment. Personally demeaning conduct at the work place, such as racial or ethnic
slurs, sexual comments, or other forms of harassment, undermines the integrity and
effectiveness of both individual employees and the Board. Any demeaning behavior of
this type will not be tolerated.

All of the practices of the Board are based on employee cooperation and mutual respect.
Each employee shall be accorded equal dignity and respect, and there shall be no
differentiation in the treatment of any persons employed within the Board. Every
employse must respect the rights and privileges of fellow employees.

The difference between an organization that is progressive and growing and one that is
not is often the difference in teamwork displayed by all employees. Teamwork is
sometimes hard to define, but we think it means working together to achieve the common
goals that are important to the employees and the Board — taking a “WE?” rather than an
“I” approach to our jobs. We believe it is imporiant to be concerned about each
employee as an individual and how that individual fits into the team. Working together
will ensure our success.

Principles to govern the Board relations with all employees:

L. In daily work, all employees will be regarded as individuals who are important
and as individuals who are responsible. All individuals will be treated with
dignity and respect.

2. All employees will be guaranteed the right of being heard by any level of

management through the open door policy.

Salaries will be maintained that compare with those prevailing in the local area in

comparable organizations for similar occupations.

Lok

4. Benefits will be maintained for all employees that will compare with those
prevailing in the local area in comparable organizations.
5. The Board and its employees are committed to the maintenance of a safe and

healthful environment for all employees at all times. No other consideration shall
lake precedent over this principle.

6. The Board and its employees will devote their very best efforts to the building of
a growing organization within which an atmosphere of trust, friendship and
harmony with job security and opportunity for all employees will prevail.
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PRINCIPLES OF EMPLOYEE RELATIONSHIPS

All employees are called upon to join in the efforts to carry out these principles and make
our working together a pleasant and meaningful experience,



Date Issued: 1/19/2000 ~ Date Reviged;

COUNSELING

In order to maintain the safety and welfare of all employees, we expect everyone to know
and observe common sense standards of job performance and conduct.

However, incidents may occur which disrupt orderly and efficient operations.
Responsibility for handling situations that vielate the common sense standards of job
performance and conduct rests primarily with the directors and managers.

When violations of common sense standards of job performance or conduct oceur,
cotrective action must be taken. 'While in most situations counseling will be used to
address the deficiency, it may become necessary to separate the employee without
counseling for some specific behaviors. Depending upon the severity and the
circumstances, employees may be subject to (1) counseling, (2) counseling with notice of
discharge for repeated violations, or (3} immediate termination. The standards listed
below are not intended to include every type of violation of common sense standards of
job performance and conduct but rather serve only as examples.

1. Using abusive, insulting, or degrading language which effect is to harass,
humiliate, insult, or demean another employee.

2. Violating the Solicitation/Distribution Guideline

3. Leaving work assignment or handling personal affairs during work time unless
authorized.

4, Failure to properly report an accident or injury.

5. Creating or contributing to unsanitary or unsafe conditions,

6. Violation of the attendance guidelines.

7. Insubordination or non-ccjaperation with fellow employees.

8. Any type of dishonesty, including falsification of records, time records, expense

reports, theft, etc.

S Misuse or destruction of Board property or the property of others on Board
premtises. Any act of vandalism.

10, Violation of the Conflict of Interest Guideline,
21
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COUNSELING

11.  Fighting with or harassment of another person on Board premises.

12.  Being under the infiuence of (including the inability to perform assigned duties
safely), using, or unauthorized possession of alcohol or illegal substances on
Board premises.

13, Any illegal activities, including gambling, on Board premises.
14, Possession of a firearm or other dangerous weapons on Board premises.
15. Willfully endangering lives and/or property.

Because of safety and health issues, it may be necessary to ask an employee fo leave
Board premises before the end of the scheduled work period. Employees will be notified
when to return to work for a discussion of the circumstances for which they weze
requested to leave.

To assure uniformity and fairness of treatment, we have a counseling procedure that is
used to formally communicate the needs and means for an employee o meet common
sense standards of job performance and conduct. The counseling will be documented in
the form of a written plan of action between the employee and supervisor at the intervals
listed below:

I — Written Action - 1* Counseling Action
2 - Written Action - 2" Counseling Action
3 - Written Action - Discharge

Such counseling actions warrant corrective action on the part of the employee, and the
written notice(s) make(s) formal note of that need. The employee’s supervisor, director
and the Administrator will review all such written Counseling Actions 12 months
following the date written. If the employee has had no other writien counseling action(s)
during the 12 month period and the counseling action does not contain any written
provisions to the contrary, the counseling action will be removed from the employee’s
file at that time. If the employee has had additional written counseling actions during the
12-month period, the counseling action in question will again be reviewed with the
review of the subsequently written counseling action(s).

22



Date Issued: 1/19/2000 Date Revised:

COUNSELING

Before administering a written counseling action, the supervisor should thoroughly
investigate the incident in question and determine the facts. The supervisor’s
investigation may include an interview with the employee who is being considered for
counseling action to determine the employee’s version of the event.

After a determination had been made te issue a counseling action, the supervisor will
explain to the employee that the purpose of the counseling action is to give him/her an
opportunity to improve.

The counseling action report should be divided into three sections:

1. Reason/details for the counseling action
2. Plan for improvement
3. Future action that will be taken if the violation or discrepancy is not corrected

Employees shall be required to submit to polygraph examinations in conjunction with
internal investigations by the Law Enforcement Unit. These examinations will be limited
to the narrowly defined offenses of the investigation.
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CONFLICTS OF INTEREST

All employees are expected to avoid all situations that create or may create an actual or
potential conflict between the employee’s personal interest and the interest of the Board.

A conflict of interest exists when your loyalties or actions are divided between the
interest of the Board and the interests of another, such as a supplier, or customer.

Avoid both the fact and appearance of such a conflict. If you are confronted with a
possible conflict of interest, discuss it immediately with your supervisor or the
Administrator.

In general, conflict of interest situations can include such matters as: (1) financial
interests in suppliers or customers, (2) gifts or favors from customers, or suppliers (3)
conflicting outside employment or self-employment, (4) disclosure of proprietary
mformation, and (5} the use of Board facilities, property, or inside information for private
gain,

Gifts
As a matter of policy, no personal gifts may be accepted by an employee from suppliers,
custorners or any others that may create even the appearance of a conflict of interest.

Gifts to the Board which are accepted by employees, on behalf of the Board, remain the
property of the Board and are to be forwarded to the Administrator for proper handling.
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EMPLOYMENT OF RELATIVES

It is the goal of the Board to avoid creating or perpetuating circumstances in which the
possibility or even the appearance of favoritism, conflicts of interest, or impairment of
efficient operations, may occwr. Therefore, relatives of employees will not be hired.

While employees who become relatives by way of marriage or adoption after hire may
retain their employment, the Board reserves the right to change and maintain work
assignments as necessary to minimize potential, perceived or actual conflicts of interest
or Tavoritism that may resuit,

For purposes of this policy, relatives are defined as: father, mother, sen, daughter,
brother, sister, wife, husband, grandparent, uncle, aunt, nephew, niece, cousin, brother-in-
law, sister-in-law, daughter-in-law, son-in-law, mother-in-law, father-in-law, stepchild,
stepbrother, stepsister.

Employees shall be responsible for notifying their supervisor or the Administrator, if they

become a relative of another employee by way of marriage or adoption after they are
hired.

Supervisors, in consultation with the Administrator, will be responsible for changing and
maintaining work assignments among relatives by way of marriage or adoption after hire
which are consistent with this policy.

Misrepresentation by a prospective new employee or an existing employee of his/her
status under the definition of this policy will be grounds for disciplinary action up to and
including termination.
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SALARY ADMINISTRATION POLICY

The Board’s policy is to pay salaries competitive with those in our community and
industry, recognizing individual effort and contribution to the success of the Board’s
objectives,

This policy applies to all regular full time employees.

Determination of salary policy is the responsibility of the Board, The Administrator is
responsible for the administration of the Salary Administration Policy.

SALARY GRADE LIMITS

Each position has been placed in a salary grade that establishes the value of the position
relative to other positions in the organization,

Within this framework, an empioyee’s salary will, in most circumstances, be related to
demonstrated performance. Employees will normally receive a salary that is within the
range limits of the applicable grade,

RANGE MINIMUM

At least the minimum of the appropriate salary range will be paid to all qualified
employees. New employees generally will be hired, if practical, at rates that are no more
than 90% compa-ratio for the applicable salary range. Compa-ratio is defined as the
salary relative to the midpoint of the salary range {calculated by dividing the salary by the
salary grade midpoint)

Learner’s Rate — In cases where the qualifications of a newly hired or newly
promoted employee are less than those usually required in an assigned position.
Such employees may be paid below the minimum of the applicable range (but not
less than 5% below the minimum) while acquiring the necessary minimum
qualifications for the position. This learning peried normally will be limited to
six months, after which the employee will be paid at or above the minimum of the
range, if retained in the position. '
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SALARY ADMINISTRATION POLICY

RANGE MID-POINT

‘The mid-point of the salary range identifies the general standard for satisfactory
performance by a qualified employee. Merit increases above the mid-point are generally
reserved for sustained, cutstanding performance. .

RANGE MAXIMUM

The maximum of a salary range normally provides an upper limit to what empleyees in
that grade will be paid. However, it is not an absolute limit, and the following condition
may allow an employee to be paid above the minimum range:

“Red Circle” Salary — If an employee is being paid in excess of the maximum at
the time the range for the grade is established, the salary will not be reduced.
Under this condition, such employee will ordinarily be considered ineligible for

* an increase in pay (“red circled”™) until an adjustment in the salary structure or a
promotion to a higher grade brings the salary within the established range for the
position. Decisions for salary increases for employees paid in excess of the grade
maximum will be made on an individual basis by the Administrator.

SALARY REVIEWS

Reviews for employee salary increases are conducted annually on the employee’s
anniversary date. Increases, if granted, are granted in amounts as determined through the
Board’s annual merit budgeting process. Salary increases are not granted on an
automatic basis, but only as a result of demounstrated performance, documented by a job
related performance appraisal presented at the employee’s anniversary date.,

The first salary review after emplpyment will occur at the end of six months of service.
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SALARY ADMINISTRATION POLICY
JOB POSTING PROCEDURE

Any employee who is selected through the job posting process for a new position in a
higher job grade wil! receive an increase in salary effective at the beginning of the next
pay period after they assume the new position. Employees who are selected through the
job posting process for a previously held position in a lower job grade will receive a
reduction in salary equal to their previous rate plus any merit increases received while in
the higher grade position.

PROMOTION INCREASE,

A promotion is the reclassification of an employee upward into a higher-grade position.
The salary of a newly promoted employee will be adjusted to match the minimum of the
higher grade or an amount determined by the Admimistrator.

MAINTENANCE OF THE SALARY STRUCTURE

The Administrator, in May of each year, will determine the adequacy of salary ranges of
the Board structure and make a recornmendation to maintain or adjust these ranges to the
Board. Adjustments will be made to the structure as required, but salaries will not be
adjusted at such time.

COMMUNICATION

Career Development

Each employee will be shown their current range by their supervisor. During career
development discussions, the supervisor will discuss the Board structure with employees
in order to reveal the possible salary progression for each employee. Specific actions

53



Date Issued: 171972000 Date Revised:;

SALARY ADMINISTRATION POLICY

required by each employee to reach the higher salary grades will also be discussed by the
SUpervisor.

Policy Distribution

The Board will communicate this Salary Administration Policy te all employees after its
adoption. All new employees will receive 2 copy of the policy as part of the new
employee orientation process.
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Local ABC System
Compensation and Benefits Survey
Please Return on or before December 1, 2009
To Laurie Lee, HC ABC Commission
4307 Mall Service Center, Raleigh NC, 27699

Name of ABC System___ /< V@/“/

ABC Emplovees .
1. How many empioyees does your ABC system have? full-time g part-time __ o L
other

2. What are the names, titles, fotal annual compensation (salaries plus bonuses), benefits
{410{k), health, retirement, other) and hire date for the 5 most highly paid employees of
your system for the following pericds:
Fiacal Year 2009 (July 1, 2008 - June 30, 2009)
NAME_SUSAN ASH BLANTIA,  TITE _(ERIERAL MANDEETR
SALARYS 3070/, 90 BONUS S~ BENEFITS Yes,No_ HIRE DATE 2{&3g/&c3(53

NAME__Z27/4Y S, A58 TITLE _CLERA

SALARYS ¢470, 00  BONUS S & BENEFITS Yes__No i HIRE DATE_/0/r 3/ 2 604,
NAME__ AU/ LS D 7AISERS i Coermhi _
SALARYS_ 82¢ 7¢  BONUSS 5 BENEFITS Yes__ Na HIRE DATE g,;;g:aﬁfz,@ of
NAME TITLE '

SALARYS - BONUS § BENEFITS Yes__No_ HIRE DATE

NAME TITLE

SALARYS BONUS § BENEFITS Yes_ No_ HIRE DATE

Fiscal Year 2008 (July 1, 2007 - June 30, 2008} . _ 4 ,
NAME &;asz%& At/ M‘*M/ TITLE (SERIELAL. ATIAT LR

SALARYS 2744 703 BONUS § BENEFITS Yes/No_HIRE DATE 9/Z.37 2603
NAME___AAnA M. PONDER. TmE  CLER K

SALARYS/92 6/, &5/ BONUSS g BENEFITS Yes__ Nou HIRE DATE ﬁgﬁ/p OOEx
NAME 7 TITLE

SALARYE - BONUSS i BENEEITS Yes No, HIRE DATE

NAME ? TITLE

SALARYS BONUS § BENEFITS Yes_ No,_HIRE DATE

NAME TITLE

SALAFYS BONUE § BENEFITS Yes_ No__ MIRE DATE

Fiscal Year 2007 {July 1, 2008 — June 30, 2007) .
NAME__ SUSAR} FH BLAVTDN | TE GEMER AL ANGEETR

SALARYS 25552 . (¢, BONUS §_ 45— BENEFITS Yes_ No~HIRE DATE 27257 200 3
NAME__ NGl Lo/, TITLE  (HA724

SALARYS_2%79.75 BONUSS & BENEFITS Yes__No.-HIRE DATE ga{@* /2006



NAME_EA7/LY S OASE mme (LERK

SALARYS 24,7, 25 BONUS § BENEFITS Yes__No MIRE DATE @gﬁw@w
NAME TITLE |

SALARYS BONUS § BENEFITS Yes__No_ HIRE DATE

NAME TITLE |

SALARYS BONUS § BENEFITS Yes. No_ HIRE DATE

3. Please attach a list of the benefits you pay to your 5 highest paid employees.

4. List the names of your board members and their annual board compensation for Fiscal
Year 2008

TeyCe KIMPTON = @ commp TERRY PERRY — (8 CompP
JAY TIRRE — (B

Fiscal Yaar 2008 ' }
opNCE KRIMPTDN 5 LoMnp TERRY PCREY — @ cormfo
_dJAY TRRE —¢h  Cowvwmp

Fiscal Year 2007 ) . B )
ADNCE  KIMPTON - B coynp  ELLIS FINCHER - g Covap
TASY TiReE -~ o covmp

8. Do your board members receive insurance or retirement benefits? Yes No_ v If
ves, what are they?

8. Do your board members receive other compensation for their service Yes No
I so, what? i

7. Do you have a travel policy for board membersfemployees? Yes . No ¢ Ifyes, when
was it instiluted? Please attach a copy.

8. Do you have an ethics poiicy in place for board members/emplovees? Yes Z No_ If
yes, when was it instituted? Zwﬁ Please attach a copy.

8. Does your ethics policy prohibit receipt of gifts, including for example, entertainment
tickets, botiles of alcohol, goods or services? Yes ___ No v~

10. Does your ethics policy allow payment of meals or other travel expenses by industry
members or private doliars? Yes ___ No 7

11. Do you have a nepotism policy in piace for board membpersfemployees? Yes ___ No ;\Z
If yes, when was it insfituted? Please attach a copy.

12. Bo you have a standard process for setting salary and compensation ranges for ABC
employees? Yes ___ No 1~1f yes, when was it instituted? Please attach a copy.

13. Do you pay a car allowance for board members/employees? Yes __ No j__’:?f 80, how
much is it per year total and who receives it?

14. For your individual board members (and family members if applicable) what was the total
travel expense paid or reimbursed from all sources, public and private for ABC-related

functions in Fiscal 20097 _
Submitted by Name |/ 2« (£ /34 4 Title: /i{df,??ﬁ?(’xw Date: / %// 8’/ 2400 ?
ﬁagéﬂ«; As s BLArsTD8) ~ OEAMFTTT b:f;}r‘:f//} ey h 5
MEDICAL, BENBL | £y 17SURANEE A e enre

P 1080 LA~



TRYON ABC BOARD
HSCIPLINARY ACTION

The manager is authorized to invoke the formal pofiey of the Board on
diseiplinary action and dismisss! when an employee's work or condust
makes such action necessary. Some of the causes of disciplinary action
oy dismisssl are as follows:

Performance of duties
“physical or mental incapacity
“inefficlency, incompetency, or negligence
“tallure to work well with the public or smplovess
“haitus! failure to report for duty at the ausigned tme
“absence without sporoved leave
“nproper use of sick Jeave
Tearsloss oF nproper use of ABC propeny
“improper removal of alooholic beverage from any ABC store, warehouse
oy office
*viclation of laws pertaining to alcohalic beverages, including laws
prohibiting sale of slcoholic beverages to minors.

Parzonal conduct

“misuse of ABC funds

“wiitfull damage o lives or property

“eonviction of a felony

“immioraf or oriminal conduct

“gross misconduct unbecoming of an ARG smployves

*erutality in the performance of dutiss

"theft or dishonesty

“falslfying information to secure smployment

"atcepting gifts in exchanges for favors or influence

“intentionatly shortchangliog or otherwise detrauding a customer

*sngaging in incompatibie smployment or in amployment serving a
conthct of interest

*hetraying confidential information from official recorgs

“refusing 1o accent 2 reasonable and proper assignment from the Board

“Tnsubordingtion

“acting fo disrupt the normal operation of the ABD Board

"reporting to work under the influence of aleoho! or drugs or pertaking of
such on the job

“respassing on the home of any ABC official or emipioyee for the purpose
of harassing or forcing discussion

“engaging in babitus! and rengthy personal telephone conversations during
waorking hours

“wilifuliy disregarding the published policies of the ABD Bosrd
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TRYOK ABC BOARD
INTOXICANTS

Lmployess are positively prohibited from drinking alecholic beverages
while on duty or prior to going on duly. The odor of an infoxicant upon the
breath of any emplovees shall be sulficient grounds for disciplinary action
by the Board.



TRYON ABC BOARD

PROMOTION POLICIES

Gonsideration for advancement o higher positions s given to emplovess
with the necessary quatifications and will be bazed on the "Best Gualified”
person when a position comes open. It is the policy of this Board to

- promote from within when possible. In considering employess Tor
promotion, the Board gives particular stiention to a candidate’s hongsty
and trustworthiness., These tralts sione may influence the Board's decision,
Each emoloves will be evalusted periodically on factors that indicate ability
and job perfonmance along with leadership sbility and ranagemasnt
potential. The Board recognizes that groblems apparent at ong level of
performance frequently become magnified at a higher level. H this
evaluates closely your sppesrance, attitude, willingness fo cooperate, and
particularly vour ability to get slong with emplovess at ol lsvels, Good work
habits, a sense of responsibiiity, prompt responses 1o nguiries, and
Looperation with management and the public wilt kelp you advance to
higher positions. Length of service and stoploves evaluations are reviewsd
sarefully and is considered in deciding your abitity to handle greater
resnonsibility,

AFPEAL AND GRIBVANCE PROCEDURES

i & situation arises whore an smployes has a griovence, the protlem should
first b brought to the attention of te manager, if the problem cannot he
resnived there, then it should be brought to the Board for congideration, The
grisvance must be submilied In writing 10 the Board within five work days of
the cccurense of the action. At the local level, the ABC Board decision will
be considered final. Every permanent smployee has the right to appeal
vertain adverse personnet action or fo present g grievance free from
interfarence, restraing, cosrcion, discrimination o reprisal.

REPORTING TO WORK

You are responsible for reporiing to work at the assigned place and time.

Az o general rule, ABC stores and other departments opersie on & nommal
schedule diring adverse weathher conditions, inclieding sieet and snow,

i miost cases, proper planning will allow you to arvive at work on Hime. i
most cases, proper planaing will aliowr you to arvive to work on Sime. You
witl be notified of changes In the normal operation schedule by the manager.
Your attendance record of days lute or absent is reviewsd when You are
consideres for ralses and promotions,
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TEYOHW ABC BOARD
STORE OPERATION POLICIES

EMPLOYEE JCUSTOMER COMMUNICATIONS

A} Thers will be no use of vulgar, profane, and threatening languags,
sither

witthin hearing of or directly to customers andior smplovees. This is
unacceptable and will not be tolerated, Communications between
smployees, and employees and customers, will be civil and free froun
gbusive, threatening, or profane language.

This notice is to serve as 2 written warning to alf employess of the Tryon
ABC Board, that use of such lsnguage constitutes a violation of policy.

B.) Al o time in an employee of the Trven ABC Store 1o ke sexuall
orientad or race oriented commeants directly to or in the presence of other
employees or customears, At no me should an employes be expossd to
sexually orlented actions, materials oF conversations, This is unaccepisbie
and will not be tolerated. In the event that an employes fosls helshe has
been exposed to such, the incident should be reporied o the General
Manager mmediately 80 that the Incident can be investicated and
approprisgte action may be taken.

Thiz notice is W serve as written warning to sl employees of the Trvon
ABC Board, that such actions conslituie viglation of policy.

Page §



Local ABC System
Compensation and Benefits Survey

Please Return on or before December 1, 2009 ) gﬁﬁ?
To Laurie Lee, NG ABC Comunission Nos .
4307 Mait Service Center, Raleigh NC, 27629 S e,
' | RRRREE /s T
Name of ABC System____ Ty rvel] Q«QLLT’?JL';%( ABC Board Oy
ABC Emplovess
1. How many employees does your ABC system have? full-fime 1 part-time _ !
othar

2. What are the names, tities, total annual compensation {salaries plus bonuses), benefits
(410(k}, health, retiremant, other) and hire date for the 5 most highly paid emplovees of
your systerm for the following periods:

Fiscal Year 2009 (July 1, 2008 — June 38, 2008)
NAME Kottty L. Povvy . TTE__ <0rs Managsr

SALARYS 292000  BONUS § 7 BENEFITS Yesy No__HIRE DXTE 1 zaj%’zo' %

NAME_Robivye W, Chitdeon TITE__Fary-Time Stove Clode
SALARYS_ Yowrly  BONUSS__ (7 BENEFITS Yes__Now~HIRE DATEH /28b6

NAME__LOuisE "D, Sawlt.- TITLE Pavtr =Mt Shevs Clinke
SALARY&WE&QW% BONUS S __ & BENEFITS Yes__Nox-HIRE DATE 3/ imb
NAME TITLE

SALARYS _____BONUSS BENEFITS Yes_ Mo HIRE DATE

NAME TITLE

SALARYS BONUS $ BENEFITS Yes__Mo_ HIRE DATE

Fiscal Year 2008 (July 1, 2007 — June 30, 2008)
NAME_ ad L. Pavy TITLE _ <SAove Wanagty

SALARYS_|Z 6o%, 00 BONUS & BENEFITS Yesw No__ HIRE DATER[g9/n®

NAME Robevte H. Clhitdon TITLE _ Pord-Yimme Slore Clink.

SALARYS H%Ewk BONUS § o) BENEFITS Yes__NowHIRE DATE4|mE &L
F 2044 b

NAME  ¥eith N \Waed TITLE __ Rawt -+imnt Shere ok
SALARYS_370¢, 9% BONUS§___ 7 BENEFITS Yes_ No--HIRE DATE 3] Rzes

NAME HTLE
SALARYS BONUS § BENEFITS Yes_ No_ HIRE DATE__

NAME . TITLE
SALARYS BONUS § BENEFITS Yes__No___HIRE DATE

Fiseal Year 2007 (July 1, 2006 — June 30, 2007}

NAME__ ¥otbur L, Yevru, TITLE Shove Marvager
SALARYS_ 13 2ll=.00 BOKNUSS___ @ BENEFTTS Yesy-No_ FIRE DATE 7l [58k05
aME_ ¥aidh . Wavd TTLE __Part < twvne S Clink

SALARYS_ 4840 A% BONUSS & BENEFITS Yes__No i HIRE DATE & /5= u
i



name_ Bobirta 4t Clfren TITLE __“Pavet dnng Stove Clnle
SALARYS_19%25,49 _BONUSS__ GF _ BENEFITS Yes. No —HIRE DATE 4 Bghet

NAME TITLE
SALARYS BONUS § BENEFITS Yes__No_ HIRE DATE

NAME TITLE _
SALARYS BONUS § BENEFITS Yes__ No__ HIRE DATE .

3. Please attach a list of the benefits you pay to your 5 highest paid employees. Sit abkacked.

4. List the names gf your board members and their annual board co pensation for Fiscal
Year 2000 3"3!%*50' gath, pir muﬂb‘/xﬁa plns gwa .ow{?\a 07 CABEAr~ A "
Chatman. P, Rous e &\QSO.CO) w@omﬂkm%wbﬁvg; €W Ve ’94,5(3.09‘ g.Diq.%i\‘ﬁj A0 .00

Clorky, W CrvawenTe #40000 = B3950,00/FY Arnvnal &

Fiscal Year 2008 ot R . ]
Chamwaort T Youse ™ 100,00, Boavd mimbivg , CWh Wis. ¥ 450 00, S Disa n, Bm000,

Chinke,” W Cavawae, Te. B400.00 = B E000.00 /FY Armnal ¥

Fiscal Year 2007 ¥ . - _ DR
Chawnooan® Fouss 190000 Boavd mimmbirs . CWellie gfsomﬁmﬁws %00 00

- -
Clanke’ Wi Covawen, Te, $150.00 = #2200 0O EY Rnmual
5. Do your board members receive insurance or retirerment benefits? Yes No__w if
yes, what are they?

6. Do your board members receive other compensation for their service Yes Moy
If s0, what?

7. Do you have a travel policy for board members/employees? Yes __f:_ Mo it yes, when
was it instituted? Plsase attach a copy. Fo llews CQM% ““rurduds

8. Do you have an ethics poficy in ptace for board members/employses? Yes mﬁ Mo ___If
yes, when was it instituted? Flease attach a copy. Yollows QW 5}.0,@«;.5

8. Does your ethics policy prohibit receipt of gifts, including for example, entertainment
tickets, bottles of alcohol, goods or services? Yes _v"No ___

10. Does your ethics policy allow payment of meals or other travel expenses by industry
members or private dollars? Yes ___ No _v”

11. Do you have a nepotism policy in place for board members/employees? Yes 7~ No

If yes, when was it instituted? Please attach & copy. Vollows Qotwchb %{_ovmidﬁds

12. Do you have a standard process for setting salary and compensation ranges for ABC

employees? Yes v/ No __If yes, when was it instituted? Please attach a copy
Cotlow Co é,iam:!mdéa
13. Do you pay a car alfowance for board membersfemployees? Yes Mo if s0, how

mugch is it per year {otal and who receives it?

14. For your individual board mermbers (and family members if applicable) what was the total
travel expense paid or reimbursed from al} sources, public and private for ABC-related
functions in Fiscal Year 20007 ﬁ

Submitted by Name "1 aw%. Soynis ’ Title:  Bon k\*&_i,?&ﬂ Date: fa?ﬁréﬁ

Yor MoC Boavd




Name of ABC System _Tyrrell County ABC Board

Full-Time Store Manager Position

Benefits paid by the ABC Board for full-time employee: Health insurance, matching
retirement, group life insurance.

Full-Time Employee: Have choice of payroll deduct benefits for:

Accidental

Cancer

Critical Hiness

Dental

Disability

Flex Card (Cafeteria Plan)
Intensive Care

Legal Services

Vision



PERSONNEL POLICY

TYRRELL COUNTY

REVISED 1997



{f) Each individual requesting access to confidential information will be .

required tc submit satisfactory proof of identity.

(@) A record shall be made of each disclosure and placed in the employee’s
file {(except of disciosures to the employee and the supervisor).

Section 4. Records of Former Empioyees

The provisions for access to records apply to former employees as they apply to
oresent emplovees.

Section &. Remedies of Employees Objecting to Materiai in File

An employee who objects to material in his or her file may place in his or her file a
statement relating to the materiai he considers to be inaccurate or misleading. The
employee may seek the removal of such material in accordance with estabiished
grievance procedure.

Section 8. Penalty for Permitting Access o Confidential File by Unauthorized
Person

- (38 153A-88 provides that any pubiic official or employee who knowingly ana willfully

permits any person to have access to any confidential information contained in an
employee personnel file, except as expressly authorized by the designated custodian,
is guilty of & misdemeanor and upon convicticn shall be fined in an amount not to
gxceed five hundred dollars,

Section 7. Penalty for Examining and/or Copying Confidential Material Without
o ‘Authorization

(.S. 153A-98 provides that any person, not specifically authorized to have access ¢ a
personnel file designated as confidential, who shall knowingly and willfully examine in

its official filing place, remove -or copy any.portion of configentiai perscnnei file shall be

guitty of a misdemeanor and upon conviction shall be fined in the discretion of the court
but not in excess of five hundred doilars.

Section 8. Destruction of Records Regulated

No public official may destroy, sell, loan, or otherwise dispose of any public record,
except in accordance with G.S. 121-5, without the consent of the State Depariment of
Cultural Resources. Whoever uniawfully removes a public record from the office where
it is usuaily kept, or whoever aiters, defaces, mutilates or destroys it wili be guilty of a

" misdemeanocr and upon conviction will be fined not less than ten douars nor more than

five hundred dollars as provided in G.S. 132-3.

ARTICLE XI. EMPLOYEE TRAVEL

Section 1. County Owned and Private Vehicle
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When traveling within or cutside the county, & county owned vehicie should be used if
one is available. When a private vehicle is used, the rate of reimbursement will be at
the prevailing rate estabiished by the budget.

Section 2. Subsistence

When employees are required to attend meetings during the work day that does not
require overnight travel, then reimbursement will be made for actual expenditures within
reason. (Reason will be defermined by depariment head or finance officer).

Emplovees that are required to attend ovemight meetings, workshops, conferences,
ﬂ seminars, or classes in connection with their specific empioyment with the county will
be reimbursed for aciual expenditures within reason.

Sectien 2. Quvernight Lodging

Cwvernight lodging will not be paid without the approval of the department head.
‘Employees attending meetings, workshops, conferences, seminars or classes will be
reimbursed at actual expenditures. It is suggested that employees stay at the hotel or
‘conference center where the meetings are io be heid, because travel to and from the
meeting site several times & day often wouid exceed the difference in room rates.
Some moteis and hotels offer governmental employees rates, employees should ask
for this. :

ARTICLE XIl. IMPLEMENTATION OF POLICY

‘Section 1. Conflicting Policies Repealed

All policies, ordinances or resolutions that conflict with the provisions of this policy are
hereby repealed.

Section 2. Separability

if any provisions of this policy or any rule, reguiation or order thereunder of the
application of such provision to any person or circumstances is held invalid, the
remainder of this policy and the application of such remaining provisions of this policy
of such rules, reguiations or orders to persons or circumstances other than those heid
invalid will not be affected thereby.

Section 3. Violation of Policy Provision

An empioyee violating any of the provisions of this policy shall be subject to suspension
and/ar dismissal, in additiocn 1o any civil or criminal penaity, which may be impaosed for
the viclation of the same.

Section 4. Effective Date

This policy shall become effective as of September 2, 1887




The beard of commissicners shall allecate each positicn covered by the classification
plan to its appropriate class in the plan.

Section 2. Administration of the Position Classification Plan

The finance officer shall be responsible for the administration and maintenance of their .-
position classification plan so that it will accurately reflect the duties performed by
employees in the ciasses to which.their positions are allccated. Department heads
shall be responsible for bringing to the attention of the finance officer (1) the need for
new positions, and (2 material changes in the nature of duties, responsibiiities, working
conditions, or other factors affecting the classifications of any existing positicns.

New positicns shall be established only with the approvai of the board of
commissioners after which the finance officer shall either (1) allocate the new position
to the apprepriate class within the existing classification ptan, or (2) amend the position
classification pian to establish a new class to which the new pasition may be allocated.

Section 3. Amendment of Position Classification Plan

Classes of positions shall be added t¢ and deleted from the position classification pian
by the board of commissioners based on the recommendation of the finance officer.

e o ARTICLE ll. THE PAY PLAN
?3& 41
Section 1. Adaoption

The schedule of salary rangeé and class titles assigned to salary ranges, as
determined by the Tyrrell County Beard of Commmissioners in budget sessicns is
hereby adopted as the pay plan for the county.

Section 2. Maintenance of the Pay Plan

The finance officer shall be responsible for the administration and maintenance of the
pay plan. The pay pian is intended to provide equitable compensation for all positions,
reflecting in duties and responsibiiities, the comparable rates of pay for positions in
private and public employment in the area, changes in the cost of living, the financiai
conditions of the county, and other factors. To this end, the county finance officer shall -
from time to time make comparative studies of all factors affecting the level of saiary
ranges and shall recommend to the board of commissioners such changes in salary
ranges as appear to be warranted.

Section 3. Use of Salary Ranges

Salary ranges are intended to permit the recognition of individual performance. The
following general provisions shall govern the granting of within-range pay increments:

(a) The minimum rate estabiished for the class is the normal
hiring rate, except in those where unusuat circumstances




appear to warrant appointment at & higher rate. Appointment
abave the minimum step may be made on the recommenda-
tion of the department head with the approval of the beard of
commissioners when deemed neceassary in the best interest

of the county. Above-the-minimum appcintments will be
nased on such factors as the qualifications of the appiicant _
being higher than the minimum education and training for the '
class, a shortage of qualified appiicants avaiiable at the
minimum step, and the refusal of qualified applicants . * -

to accept employment at the minimunt step.

(b} Pay step above the minimum rate are reserved to reward
emplayees for meritorious sarvice. Each year, the finance |
officer may require department heads to consider the
eligibility of employees to receive merit pay adjustments. -
Department heads shall consider all factors affecting
employee performance and shall submit their recommenda-
recommendations in writing, giving the reasons whetherto _
advance the employee or retain him at the same rate,
such advancements and retentions must be approved by
the board of commissioners.

Secticn 4. Payment at a Listed Rate

All employees covered by the satary pian shall be paid at a listed rate within the salary
ranges established for their respective job classes except for empioyees in @ trainee
status, or employees whose présent salaries are above the established maximum rate

foliowing transition {o a new pay pian.
Secticn 5. Salary of Trainee .

An apolicant hired cr an empioyes oromoted to a position in a higher class, who does
not meet all the established requirements of the position, may be appeinted at a rate in
the pay pian below the minimum established for the position. An empioyee will remain
on the trainee step until the department head certifies that the trainee is quaiified (©
assume the full responsibiliies of the position and the Dboard of commissioners
approves the cerification. The department head shall review the prograss of each
employee in a trainee status every six {8) menths or more frequently os necessary to
determine when the trainee is qualified © assume the full responsibilities of the

position.

Section 6. Pay Rates in Promotion, Demotion, Transfer, and Reclassification

When an amployee is promoted, demoted, transferred, or reclassified, the rate of pay
for the new pasition shall be establisned in accordance with the following ruies:

{a) An employee who is promoted shall recsive a one-step pay
increase or an increase to the minimum step of a new pay
range, whichever is higher.



() An employee who is demoted shall have his or her salary left the
same or reduced to any step in the lower range.

{c) An empioyee transferring from a position in one class to a
position in ancther class assigned to the same pay range
shall continue to receive the same salary.

{d) An employee whose position is reclassified to a class having
a higher salary range shall receive a one-step increase or
an increase to the minimum step. of the new pay range,
whichever is higher. If the employee’s position is receiving a
salary above the maximum step established for the class
the salary of the employee-shall be maintained at the leval
untii such time as the employee’s pay range is increased
above the empioyee’s curent salary.

Seciion 7. FPay Rates in Satary Range Revisions

When the board of commissicners approve a change in salary range for g class of
positions the salaries of empéoyees whose positions are zllocated to the class shall be
affected as follows:

(a) When a class of positions is assigned to a higher pay range,
employees in the class shall receive a one-step pay increase
or an increase o the minimum step of the new range, which-
gver is higher.

(o) When a class of positions.is assigned to a lower pay range,
the salaries of employees in that class will remain unchanged
If this assignment {o iower bay range results in an amployes
being paid at a rate above the maximum step established for
the new class, the salary of the employee shail be main-
maintained at that level until such time as the empicyee’s
pay range is increasad above the employee’s current saiary.

Section 8. Pay for Part-Time Work

The pay pian established by this poiicy is for full-time service. An employee appointed
for less than full-time service wiil be paid a rate recommended by the immediate
appointing board and in agreement with the county board of commissioners.

Section 9. Qvertime

Employees required to work overtime shall recsive compensatory time off for hours

worked in excess of 40 hours at a3 rate not less than one and ane-half for each hour of
employment for which overtime compensation is due provided that:

O
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(a) the work is of an unusual , unscheduled or emergency
nature and is directed by the department head or the
authorized representative of the depariment head:.. ... . . .. .. _

() the position does not invoive administrative, professional or
managerial work excluded from these overtime provisions by
the board of commissioners, and

Ac)  compensatory time off st;%l be faken within thrge (3) months, .

S from the time it (s eamed’Br at the' discretion of e depart
) ment head. : '

Section 1C. Longevity

The county provides longevity to county employees to reward thent for the number of -

years that an employee has been in service to the county. Longevity pay is computed
at the rate of one-third of one percent of the employee’s base salary following two
years of employment.

Section 1. Payroll Deductions

Onity payroil deductions specifically mandated of authorized by Federal or Staie act
may pe deducted at each pay pericd from each employee's pay. Other deductions are
allowed if by authorization of the empioyee.

ARTICLE IV. RECRUITMENT AND EMPLOYMENT

Section 1. Statement of Equal Empioyment Opportunity Policy

it is the policy of the county to foster, maintain, and promote equal employment
opportunity.  The county shall seiect employees on the basis of applicant's
quaiifications and without regard to age, sex, race, color, creed, religion, poiitical
affiliation or naticnal origin.  Applicants with physical handicaps shall be given equa
consideraticn with other applicants for positions in which their physical handicaps do
not represent an unreasonable barrier to satisfactory performance of duties.

Section 2.  [mplementation of EEO Policy

All personnet responsible for recruitment and employment shall implement this
personnel policy through procedures that will assure equal employment opportunity
based on reascnable performance-related job requirements. Notices with regard to
squal employment matters shail be posted in conspicuous places on county
govemnment premises in places where notices are customarily posted.

Section 3. Recruitment

When pesitions are to be filled within the county, department heads shall notify the
finance officar concerning the number and classification of positions which are to be



An employee who wishes to accept a position” with less complex duties znd

responsibilities may be demoted for reasons other than unsatisfactory performance of
duties or failure in personal conduct,

Section 13.  Transfer .
If a vacancy occurs and an employee in another department s eligible for a transfer
ard is selected, the department head wishing to hire the empioyee and the department -

head of the cne transferring shail request the fransfer which shall be subject to the
approvai of the board of commissioners.

Any employee transferred without his/her having requested jt may appesl the action in
accordance with the grievance procedure cutlined in Article VIl

Any employee who has successfully completed 3 probationary period may be

transferred to the same or similar class in a difference department without serving
anocther probationary peried. '

ARTICLE V. CONDITIONS OF EMPLOYMENT

Section 1. Warkweek

Fuli-time employees normatly work five (5) seven -(7) hour days per work week and are
subject to the overtime provisions set forth in Articie lll, Section §. Employees in
administrative, professional or managerial positions shall work the number of hours
necessary 1o assure the satisfactory performance of their duties.

Exceptions: 40 hr. week - law enforcement; agriculture extensicn; public utilities. 37
1/2 hr. week - department of social service. S -

When the activities of a particufar department require some other schedule to meet
work needs, the financa officer may autherize a deviation from the normal scheduie.

Section 2. Gifts and Favors

{a) No official or employee of the county shall accept any gift, whether
in the form of service, loan, thing or promise from any person who
to the employee's knowledge is interested directly or indirectly in
any manner whatsoever in business dealing with the county.

(b) No official or employee shall acceot any gift, faver or thing of value
that may tend to influence that employee in the discharge of duties.

{€) No official or employee shall grant in the discharge of duties any
improper favor, service or thing of vaiue.

Section 3. Potitical Activity Restricted

H
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Each employee has a civic responsibility to support gocd govemment by every
available means and in every appropriate manner. Each employee may join or affiliate
with civic organizations of a partisan or poiitical nature, may attend political meetings,
may advocate and support the principles or policies of civic or political organizations in
accordance with the Constitution and laws of the State of North Carolina and in
accordance with the Constitution and laws of the United States of America. However,
no employee shall (1) engage in any political or partisan activity while on duty; (2) use
official authority or influence for the purpose of interfering with or affecting the resuit of
an election or a nomination for office; (3) be required as a duty of empioyment or as a
cendition for employment, promotion, or tenure of office to contribute funds for poiitical
or partisan purposes; (4) coerce or compet contributions for political or partisan
purposes by another employee of the county; or (5) use any supplies or equipment of
the county for political or partisan purposes.

Competitive service employees and employees in certain Federally-aided programs are
subject o the Hatch Act as amended in 1975. This Federal act, in addition to
prohibiting (2), (3), and {4) above, also prchibits candldacy of slective office in a
partisan election.

Any violation of this section shaill subject such employee to dismissal or other
disciplinary action.

Section 4. - Qutside Employment

The work of the county will take precedence over other occupational interest of
employees. Conflicting outside employment will be grounds for disciplinary action up.to
and inciuding dismissal. ‘

Section 5. Limitation of Employment of Relative

(&) This policy shall not be retroactive, and nc action wiil be taken
concerming those members of the same family employed in conflict
with above prior to the adoption of this policy.

(b} Relatives are defined for the purpose of this section as spouse,
mather, father, guardian, children, sister, brother, grandparents,
grandchildren plus the various combinations of half, step, in-law,
and adopted relationships that can be derived from those named.

(¢) The beoard of commissioners shall approve the appointment by the
sheriff or the register of deeds of a relative by blood or marriage of
nearer kinship than first cousin as required by Chapter 1534-103
{1} of the North Carolina General Statutes.

Section 6. Private Use of Publicly Owned Vehicle and/or Equipment
it shall be unfawful for any officer, agent or employes of any county to use for any

private purpose whatsoever any motor vehicle of any type or description whatscever
beionging to the county. GS 14-247.
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Any person, firm or corporation violating the above provision shalt be guilty of a
misdemeanor punishable by a fine of not less than one hundred doilars (3100.00) and
not more than five hundred dollars {3500, 00), imprisonment for not more than six
months, or both such fine and imprisonment. GS14-251.

Section 7. Family and Medical Leave
Purpose

The Family and Medical Leave Act of 1893 was passed by Congress io balance the
demands of the workpiace with the needs of families, to promote the stability and
economic security of families, and to promote national interests in preserving family
integrity; o minimize the potential for employment discrimination on the basis of sex by
ensuring generally that feave is available for eligible medical reasons (including
matemity-refated: disability) and for compeiling family reasons: and to promote the goal-
of equal employment opportunity for women and men.

(A) Eligible Employees.

Permanent Empioyees, An employee who has been empioyed with Tyrrelt County
Government for at least one year and who has woerked at least 1040 hours during the
past twelve menths is entitled to a total of twelve (12) workweeks, paid and/or unpaid,
leave during any twelve-monih pericd for one or.more of the reasons fisted-below: ©

(1) Fer the birth of a child and the care for the child after birth, provided the
leave is taken within a twelve-month period following birth.

(2) For the employee to care for a child placed with the employee for adoption
or foster care, provided the leave is taken within a twelve-month period following
adoption or placement. :

(3) For the employee to care for the employee's child, spouse, or parent, where
that child, spouse, or parent has a serious heslth condition; or

(4) Because the employee has a serlous heaith condition that makes the
empioyee unable to perform the functions cf the employee’s position.

A workweek is defined as the number of hours an employee is reguiarly
scheduled to work each week.

Leave without pay beyond the twelve-week period will be administered under
the other Leave Without Pay Policy (Article Vi. Section 19).M W 17
H L

Temperary Empioyees. This policy does not cover temporary employees, However, if,
by exception, a temporary employee is extended beyond one fiscal year, the employee
would be covered if hefshe had worked at least 1250 hours during the past twelve
month period. Any leave granted to a temporary employee weuid be without pay.




