Local ABC Sysiem
Compensation and Benefits Survey
Please Return on or before December 1, 2009

To Laurie Lee, NG ABC Commission NOV 30 7009
4307 Mall Service Center, Raleigh NG, 27450
Name of ABC System___ LU b ex laund Mo AT R IO

ABC Employess s
1. How many employees does your ABC system have? full-time - l parttime (o
other

2. What are the names, titles, total annual compensation {salaries plus bonuses), benefits
(410(k), health, rafirernent, other) and hire date for the 5 mast highly paid employees of
your system for the foliowing periods:
Flscal Year 2009 {July 1, 2008 ~ June 30, 2009} o
NAME__ Crene webb TTLE __ Piechoy
SALARYS 201 Sy BONUSS_ 1000 BENEFITS Yesy/ No_ HIRE DATE 12 isfzeons

NamE_ Cove ifuﬁu n Povber TITLE ¥ ivvnee éf}ffgs;ﬁv'

SALARYS o3 5C  BONUSS__ [ oco BENEFITS Yes wNo_ HIRE DATE 4l7/ zco2
SALARYS. &9 2.5C BONUSS (o0o0o BENEFITS YesyNo_ HIRE DATE 4 | (s [ 1493]
NAME T oupe Bowden TrLeE Assh Divechey Sievwes

SALARYS p3 o000  BONUSS 1 co G BENEFITS Yesw No_ HIRE DATE EINEE

NAME William BReluin TITLE Cniel Loaw Catoveement
SALARYS_ (0 Q0w BONUSS_ | ovO | BENEFITS Yesy Mo HIKE DATE Zlio] zeo¥

Figcal Year 2008 (July 1, 2007 - June 30, 2008)

NAME  Gene Wbl TTLE D¢ cduv
SALARYS_“ b S99 BONUSS G Yl —BENEFITS Yes v/No__HIRE DATE |2 [ix[20063
NAME (‘, o0 Win Pf?ﬁ‘f ed TIME _LTinance @’? {:%: oA

SALARYS_Goeco  BONUSS__ 29101 BENEFITS YeswNo  HIRE DATE Gl zeon

NAME Eﬂf\m Poasse U TITLE A esishant Derecdoy

SALARY$ L9 0t  BONUSS 2 oMY  BENEFITS Yesvio  MIRE DATE I

NAME _ Jovice Bowden TITLe  Aset Dite ooy Shrves
SALARYS Lo, cues  BONUSS 46234 BENEFITS Yes »/No__HIRE DATE 311553
NAME_ Willicw Delvip e Chied  Low fonlocement

SALARY$ 5%, 000 BONUSS 27  BENEFITS Yesi-No_ HIRE DATE B zto¥

Fiscal Year 2007 (July 1, 2006 - June 30, 2007) . .
NAME Gene e bl TITLE __ D ivectod
SALARY$S 35 wil%  BONUSS_Z 208 RENEFITS Yes vMo, HIRE DATE 1215 j2003

name___ ( orolun  Povied TME _ Finance Divecdw
SALARYS 5% Ge 3. BONUSS_AZ O~ BENEFITS Yes/No_ MIRE DATE O [71f 2602




NAME John Russeld TiTLE  Rssistant Dvecksy / Chiel (F
SALARYS_S A0 BONUSS__THHY _ BENEFITS Yesy Mo HIRE DATE (5 15 ]/99

[PPSR,

NAME Jouce Bowden TiTLe _ AsSistint Divecks Bloves
SALARY$_ 59 5He BONUS$ _1A3C — BENEFITS Yes./No. HIRE DATE 211 11983
MAME Lt oy L€ Cha TITLE  Widwe Mo use W\&Mg’w@;{i&f

SALARYS Mo <80 BONUSS 1731+ 4 _BENEFITS Yes_/No__HIRE DATE 2 5 o { {62
3. Please attach 2 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 2000 - - . . . L )
Eddie Maypnge ~ 3000 ; Glenn Bdaras ~ 2400 ; Vale e Winae - Hali- 24 ooy

Ste phen Home, o~ Ador, Bobby Knignt - 34on

Fiscal Year 2008 ) _ _ .
JEddie (Mowner - 3otu, Clenn Ndams - A4, Bebby Knigin b =vew,
N alevie WW\H&»HMIP AU, Stenien Hovne, To - 3‘%’@“{ ’

Fiscal Year 2007 ‘ . o o ,
Shomtey Fehuson— 3600, Glenn Bdams ~ 4w, Eddie Moy - 2o,
Nodevie Winae — Wall - 2o Stephen towe  Jr - 3400

8. Do your board members receive insurance or refitement benefits? Yes Mo_w" i
ves, what are they?

8. Do your board members receive other compensation for their service Yes No_ v
If 80, what?

7. Do you have a travel policy for board membersiemployees? Yes if;_* Mo __ Hyes when
was it insfifuted? Please attach a copy. { Use {f,m’{,m-h,; Colicies & Proce mwm\}

8. Do you have an ethics policy in place for board mambersiemployess? Yes ___;"{__ Mo W
yes, when was it instituted? _ Flease attach a copy. ;{;!" 15 f ZOGR (P"i €, 20}

8. Does your ethics policy prohibit receipt of gifs, inciu ing for axemple, enterlainment
tickets, bottles of alcohol, goods or services? Yes VNo_ Leg g)

10. Does your ethics policy allow payment of meals or other travel expenses by industry
rembiers or private doilars? Yes _«\{ Ne

11. Do you have a nepotism policy in place for board membersfempioyees? Yes Jf:_ Mo __
if ves, when was it instituted? ____ Please altach a copy. oj@lzecd  (pa 4 )

12. Do you have a standard process for setting salary and compensation ranges for ABC
amployees? Yes _jfm Mo _ _ ifyes, when was it instifuted? Please atiach a copy. r’z.}f izfecen
(pq 8t)
13. Do you pay a car allowance for board members/employess? Yes __ No m;vﬁf &0, how Al
much is | per year tolal and who receives it?

4. 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 Year 20097 9§ 2, 618

Submitted by Name _ Qe ftedl Title: _ ) jrecton Date: 1 -13-07
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‘County of Cumberland
- Policies & Procedures

Subject: CUMBERLAND COUNTY TRAVEL POLICY

PolicyNo.  CP-06 RevisionNo. 1 Date: 07/01/2008

L PURPOSE

© The purpose of this polmy ig to estabhsh sfandards and gmdeimes to heip ensure that public
fimds are expended for travel only when it serves a public purpose. It is the intent of this policy
to establish a reference regarding the payment or reimbursement of travel expense pertaining to
official travel and subsistence for the County of Cumberland. Axticle V, Section 2(1) of the
Constitution of the State of North Carolina requ;res that funds generated by taxation be spent for

public purposes only.

An employee or Board memiber tmvelmg on ofﬁcmi business iy expected 0. ‘exercise the same
care in incurting expenses that a prudent pemon wcmld exercise if travelmg on perscnai business

. and expending personal funds,

I. SCOPE

The. scope of this policy should include the follovnng 1) the partzes covered by the policy; 2)
the definition of travel; 3) the procedures for- appmval -and 4) the raigs for reunbursement In-

' addition the foIlowmg applies;

® An employee or. board member travehng on official bumness is expected to exercise the same

' care in incuming expenses fitat a prudent person would exercise if taveling on personal
business and expending personal funds,  Bxcess -costs, circuitous . routes,. luxury
accommodations, and. services unnecessary in the performance of official business are not
acceptable under this standard, . Employecs and board mentbers will’ be, mSpons:.ble for
unauthorized cest and any addluenal expenses mcurrcd for pcrsonal preﬁ:xeuee or

convenience.

e Non-empleyees (m bmard membcrs) tmvelmg on Comty busmess sh&ll be suhject ﬂo the; .
. same pehcms and reqmremem as employees if the couniy is paymg the eeq)enses a

JUL 23,2009 03:56P 3236120 page 1




Jul. 230 40Y 35/ No. 2163 . 1

s Travel advances represent a payment of public fimds to an employee or official for travel
costs, which have not yet heen incurred. Advances shouid be mede for the minirum amount
necessary, paid just prior to travel, and reconciled immediately at the conclusion of the travel.

They are not to be used as mterest-&ce Loans .

& G.8, i4~247 states that xt is illepal for a publmly owned vehicle to be used for a prlvaze
purpose.

o G S 159—18 1 (a) states that any officer or employes of & local govcmmeni or public autlmnty '
‘ who submits 3 written claim or approves a claim for fonds that he/she kncrws 1o be false is

gmlty of ) msdcmmor

L !)EFINI‘I‘IONS

A general term. that will have a speczﬁc meaning within the context of the travel pohcy shoudd be
den‘ined Once the term is deﬁncd, that definition becomes part of the travel policy. .

A Authqmggg me An.individual authonzcd by this poncy th approve ot
: . disapprove requests for travel, cash advarces, travel reimbursements, ete.

- (Usually a department head).

B.  Emplovee's Duty Station - “Duty Station” is defined as the job location at

.. which the emplayee spends the magonty of his or her working hours. For an

.. employes in travel status, the duty siation should be the pomt where travelmg
beging the majority of the time (home or office). A

C. Reimbursements — To pay back previously incwred expenses to requesﬁng
- parties. All reimbursernent requesis shall be submitted to finance within fen

working daye after the travel.

) D , ,W The pcrson who | wﬂl be rembmed for travel costs
inenrred while conducting County business.

- E. . - Bubsistence {M@s and Lodging) ~ Subsistence is an allowanoe related to
. ) {odgmg, meal costs, mcxdental expensea,,ﬂnd gxanntmsthﬁmon P

R w Transportation expcnses iniclude personal vehxcie
' county vehicle, taxi, bus, train, airpline, auto rentals, tolls, and parking fees.
' All trensportation expenses must be incwred by-and for erployees; board - -
.. meinbers or other eligible travelers while: oonducﬂng ofﬁczal Comlty business |
o m order tobael:gzble for rmmbursement N -

u”l?agﬁZﬂf?

JUL 23,2009 03:57P 3236120 page 2



dul, 23 200 3:58PM No. 2163 F 4

G.  Travel - Travel is defined as going to and from the normal duty station to a
site Jocated outside the County to copduct County business.  Authorization of
travel requests will be based upon need and costbenefit of travel as
determined by the authorizing party. All travel costs except aitline tickets will

‘be'paid directly by the requesting party, and will be reimbursed by the County.
 The requesting party will be reimbursed for actual cost.s nmured only, subject
- "to thc limitations eatabhshed in thlS pohcy ‘

IV. GENERAL GUIDELINES

A ‘Iantaggfgm_t;gf -Stage rf_gvei

Travel is contmgent upon the avmlabﬂny of ﬁmds in ﬂm depammntal budget.
" - Department heads are responsible for ensunng_ funds are available for travel

within their departimental budgets and, appmwng travel, Department heads

shall ensure that all charges and expenses are in compliance with this policy.

B. Mu ltiple Emnlom Traveling o the Same Destination

Two ot more travelers traveling to the .same destination are expected to make
maximum use’ of joint fransportation moludmg tamcabs, County ovmed

leased, ot pnv&tcly owned Vehmles

V.. PROCEDURES |
Specific Guidelines Ralaﬂng to Travel Advancm, Reg&stmtion, Transpamﬁun, and
Subsxstence. : _ o : :

A. Travel Advances

- The requesting party must submit an. approved Check Rf;quest {(by the
I)epamnent Head) to the County Finance Department (Fmanoe} no later than
- the closing date of fhe check run with an issiie date just priot to the start of
- travel. (Note: The Check Request should have supporting documentation such
_ a8 a conference agenda.) “The amount of the sdvance will not exceed elghty
‘ peicent of the projected meals and the total cost of the lodging. The minimum
 advance will be $50. “After refurning to work the empioyee shall submit an
- approved Travel Reimbursement form with. appropriate receipts to Finance
withiii ten working days. Excess travel advance funds will be repald at this
" “time. Ifthe employee doés not submit the Travel Reimbursement Form within
- ten. working- days then- the. advance amount will be deductéd. from the
. employee’s next paycheck at the discretion of the Pinance Director. Iftravel -
~ expenses exceed the travel advance payraent wﬂl be mada on the pext
- scheduled oheckrm : ‘ .

o Page3 of O i e i

S50t R LT e
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- Rpgwtrat:en

The County allows for rcgmMm fees'to be munbursod at the actual amount

. as shown by a valid receipt or invoice. They may be paid directly by the -
* department or paid by the employee and then reimbursed. These fees are

charged to & training line item. Charges resulting from the cancellation of
conference registration shall be the Comnty’s ebligation if the employee’s
registration has been approved in advance and the cancellation or change is
made at the direction of and for the convenience of the County. X the
cancellation or change.is made for the personal benefit of the employee, it
shall be the employee s obligation to rejmburse the County for registration
fees paid. However, in the event of accidents, serfous illness or death within

the employes’s immediate family, or other critical circumstances beyond the .
“control of the empioycc, the employee is .not expcc:ted to reimburse the
Cmmty .

Tmmpurtaﬂon

Ay_ Lm Travel — Tzckets for aitline travel Wﬂl be purchased through the
County approved {ravel agency. Penalties and charges resulting from the

- cancellation of airline reservations (or other trave! reservations) shail be the
County’s obligation if the employae s travel has been approved. in advance
" and the caucellation or change is made at the direction of and for the

convenience of the County. If the. cancellation or change is made for the

personal benefit of the amployee, it shall be the employee's obhgahori fopay
the pcnalues and charpes. However, in the event of accidents, serious illness .

or death within the employee’s bmmediate famnily, or other cntical

© eircutnstances beyond: the control of the empioyee, the County wﬂl be

obhgatcd te pay the penalties and charges.

- _monal Vehicle — A requesting party may Use hisher personal vehicle for
travel and be reimbursed for actyal mileage. The County reimburses mileage
- expenses af the IRS standard mileage rate. The Finance Director is authorized

o to make periodic adjustments for avtomobile mileage rates it accordance with

current IRS repuiations. Normal parking charges are reimbursable. Parking
. receints o an explanation of why there is no receipt should be attached to the

reimbursement request. Travel from your home to'an out-of-town conferetice

S ‘or frairiing session is ehgtble ‘for reimbursement from your home to the

- conference site and back home.. See the section on Ba;ly Travel for detads on. -
e nu}eage rennbmse:nem for dmly ﬁ'avel o i YL e e e

F.

4
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D.

destination.
. Admiinistration (GSA) for alt destinations within the Continental United States
(CONUS). ' Employees may be sligible for a higher per diem refe depending
“on the travel destination. . A listing of the current rate is available on the

No. 2763

velicles are to be used only in conjunction with approved transportation other

‘than antomobile, and a receipt is necessary for reimbursement.

County Vehicles — County vehicles may be used for any anthorized travel.
The requesting party must obey all laws of the jurisdiction in which the
vehicle i being operated. The vehicle will be used in conducting County
business only. A minimal amount of personal use, such a¢ driving the vehicle

o and from dinner, is permissible, when a County vehicle is wiilized for

ovemight travel related to official County business,

Overnight Travel - Subsistence

The per diem rate for meals and incidentals for both in-state and out-of-state

travel is based upon the standard rate or the rate specified by the primary
These rates are published by the US General Services

County Intranet. If the travel destination has a rate above the standard rate,
print the page that details the daily rate for that destination and aﬂanh it to the

 travel voucher,

The County will not require any receipts under the: pér diem method. The
subsistence rate is inclusive of personal gratuities except baggage handling fips

that may be claimed for porters at terminals and hotels, under the category of

“other expenses™

Meals included as part of & conférence will not be included in the daily meel
- reimbursermient;. For example, if dinner for one day of the conference is'
included in the conference registration fee the requesting party cannot claim

the dinner reimbursement for that day. A breakout of the meals and incidentals
for the varions pex diem rates is provided in the table below,

Rental Vehicle — Must be authorized in advance by department head. Rental

P.

M&IE
Total

$39
Standard

544 $49 $54 859

564

Breakfast

57

58 %9 310 §11

$12

Lanch

O $11

_§12 $13 $15 - _$16:

$i8

Dinner .

BB

821 . $26 $30

$31 '

| | Incidentals

—TTTsA |
s ]

33

5 S TR N T

JUL 23,2009 03:58P
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¢f. 23 2009 3:58PM No, 2161

Partial Days of ngvgi Employees may receive allowances for meals for

E.-

partial days of &avel when the partial day is the day of dcpartwa or the day of
retm‘n.

For empioyees inan ovemlght travel stams the per dlcm will neduced to 75%
of the normal amount on the days of departure and return. For example, if the
destination has a per diem of $39.00, the employee will receive $§29.25 on the
days of departure and retum. As noted above, the $29.25 will be reduced by

: any meals included as part of the conference registration fee.

Motel/ Hotel: ‘
Employee will be reunburse;d for actual cost uf motel/hotcl at smgke
occupancy rate, Receipis are requived, : o

. Telephione:

Wark Related T ong Distance Phone Calls ~ Work related long distance phone

" calls are reimbursable if approved by the Depaitment Head i advance.

However, where possible a phone card should be oblained from the -
Information Services Departmwt for official use mmad of hotel room
- phones, Indmdualcallsovex $3.00 st be identified astopomt of origin and

destination.
Persona] Personal calls are 1ot réimbumable.

Intemet Cnn neetmn

. Intemet connectm charges tmay bs mcmwd only if approvad in advance by
“the Department Head and be deered neoessary in conducung Caunty bus:ncss

w!nle away ﬂrom the oiﬁce ‘

: Dmly Trmz! (Not Overmght)

Mcal Rmmbmgm ‘

&gmhm_sgmt_w require: gmiployee 3"“‘»‘1’4‘5’“ A C"“my ‘fi":

. employee representative may be reimbuirsed. for meals. when the job requires . .- -
histher attendance at the meeting of a baard, commlsmon, camuuttee, or

o cmmcﬂ in hxs/her ofﬁczal capamty

-=:.'(39536,}T,}::aﬁ;a;;q@¢‘f‘sq;a¢

s Page 6of 9%

5 emmoos

.....
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Mileage Reimbursement

The County reimburses xmleage expense at the IR standard mileage rate.
The Finance Director is authorized to make periodic adjustments for
automobile mileage rates in accordance with current IRS regulations. The IRS
approved rate may change on a calendar year basis and generally becomes
effective January 1 of each year. Normal parking chargas are reimbursable.
Parking receipts or an explanation of why ﬂwre. is no receipt should be

attachzd to the rcwnbursermnt request.

To the extent possible, trips should be planned out in advance so that mileage
is minimized. In order for mileage o be reimbursed, it must be substanﬂated

with enough damzl that the rm]eage claimed can %)e verified.

Tramportaﬁon expénses betweeu your home and your regular place of work
are personal commuting expenses and are not eligible for mileage
reimbursement. Employees who are called back into work on the same day

will be eligible for mileage reimbursement. If you are required to travel from

your regular place of work to client ot job sites during the day, that travel is
eligible for mﬂeage refmbursement.

" County Office is Principal Place of Business
Example . .| Eligible for Mileage Reimbursement
B Homemofﬁcemrﬁrstworksxte b IR NG
Offmeorlastworkmtetohoma ; ..+ NO.
Fzrstworksrtetosubsequentwox_kmtes._- T . YES
| . Employee célied baék:tb workafter ' . YES
mgulnrworkhmrs ‘ ‘ E ‘
- Employee 1s cal]ed mto work onthey =~ . NO~
weekcnci ' 4 g - N .

F.

f

‘Page7 of 9 S L 4

07/01!‘2008« B

e e ,\ B e A SR S e
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T Home s Pﬁncipﬁl Place of Business

Example - . Eligible for Mileage Reimbﬁrsement -

Hore to office or first work site . NO

Office o Iast work sts tohome | “TNO

‘ Firstworksitgtosubséqumtwcrksitas RS - YES

Employes called back to work after | Vi
regular wotk hours | : - e
Erployee is called i‘mo work on fhe | . 0
weekend S : i

g Pﬁoé@éingfand AppMal of Reimbarsement Requésts o

_ Submitting Expense Reports: The requesting party will submit an approved
(by the Department Head) Travel Reimbursement Form with atached receipts
for expenses’ refuiring reimbursement to Finance within ten working days
after returning from travel. Advances will be deducted from refmbursable
costa, (Note: Tf the purpose of the travel was to attend a conférence/seminar,
the program for the conference/seminar should be attached to the Travel
Reimbursement Form,) ' : S e

' Finanée will determine that the reimbursement forn has been properly
approved, that it is mathematically comect, tht the requésted reimbursements.
agree with submitied receipts or per diem amounts, and are within the limits
set by this policy: If an ervor in the reimbursement request is found, the
requesting party will be informed and the emor will be corrected before’
payient is made. SR BT

Before the reimbursement is made, Finance will determirie that there is a
sufficient unexpended appropriation in the expendituré line item to pay the =
request for payment. The Finance Director will immediately inform. the
authorizing party and requesting party if payment capnot bemade. -

. Reimbursements fo the requcstmgpartymllbe made in the nﬂxt‘_sqk‘mdlﬂéd;_”: :

check run after the Travel Refrbursement s filed.

B B o R B L PR IE DIV RFICR s p et
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K

L.

The following items are NOT rimbursable:

Any miscellaneous expense not supported by a receipt.
Meals included as part of a conference. ,
Travel to and from duty station,
. Non-employee expense, (Unless non~emp!oyec is traveling on official
County business} .
Laundry, ncwspaper, entertainmett, alcoholie beverages and soacks,
e Paid room service, valet and personel grafuities (exclusive of baggage
handling tips). _
Any traffic fines.
Any item which is not d&emcd a neuessary or reasonable businsas
expense,

2 8 2

A requesting party sulmnttmg a fa]$1ﬁcd Travel Reimbursement form will be
“subject to disciplinary action. and criminal prosecution. An anthorizing party
or Finence Director who approves a falsified reimbursement form that they

know to be:false will be sibfect to disciplinary action or eriminal prosscution.
Violations of the County’s travel policy may result in disrissal from County

employment,
Rﬁspons;bﬂiﬁes of Travel Appfovers
Although the Finance Director is statutorily charged with stewaxdsth of all taxpayer

 dollars, the fiscal integrity and credszhty of our organdzation is the responsszixty of all
C‘ounty employees and supemsors K _ ‘

If you are approving a travel rmnbursement requﬁst, wheﬂxe.r or not you are the

traveling employee’s direct supervisor, you ate attesting to the following:

1. That you have reviewed the reimbursement rcquest inits azrtlrety,
2. That the reimbursernent request is acourate; and
3 That the tr_avel is fer a publw (County business-related) purpose.

Responslblhtms oi’Finanee Dirﬁctor '
The Finance Dnector is responsible for implementing Bﬁd cnfurcmg thxs Travel

- Policy, and to interpret it consistent with its spirit and intent, fiscal prudence and

- gocountability, - The Finance Director-is-authorized to-approve. Aravel reimbursements

not specifically set forth above when be or she determines on the basis of substantial

" evidence that such reimbursement is necessary or appropriste to accomplish businesg - - - -
. of the County and is warranted.in the circumstances. . He or. shc shali document aﬂ s T
. ,such mmbursements md the Justiﬁcation therefore o , o '

 Changes in travel policy offective July ,2008

"JUL 23,2009 04:002
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- COUNTY OF CUMBERLAND
TRAVEL REIMBURSEMENT

NAME: ORGANIZATION:

PURPOSE OF TRAVEL: (attach copy of program)

Ti. DATE (8) OF TRAVEL: FROM: TO:
LOCATION:
1. TIME OF DEPARTURE: TIME QF RETURN:
1V, TRANSPORTATION: AIR  (attach receipts) S
OTHER (attach receipts) T
PERSONAL AUTO: miles @ 0.688 § . 800
V. REGISTRATION: (amach receipt) S
V1. HOTELMOTEL:  (attach recetpt and bill) 5
| DATE mm/dd/yy : Totals
Sun Mon Tae Wed Thu Fri Sat
V. | DAILY RATE
LESS:
#*Paetial { Travel Day (8 25%
Meals Provided:
BREAKFAST 8.00
LUNCH 0.00
DINNER 0.0
TOTAL 0.00 .00 0.00 0.00 0.00 0.000 000 0.60

| **Partial and/or Travel Days are reduced to 75% of the normal amount, |

VIli.  OTHER $
*Identify
TOTAL EXPENSES: $ 0.00
LESS: TRAVEL ADVANCE: §
TOTAL REMB: §. 000
COMMENTS:

[ CERTIFY THAT THE EXPENSES INDICATED ABOVE WERE INCURRED BURING THE CONDUCT OF
OFFICTAL BUSINESS AND THE AMOUNTS CLAIMED ARE CORRECT,

CLAIMANT: DATE:

APPROVED BV DEPT. HEAD:  DATE:
ORIGINAL SIGNATURE REQUIRED

FINANCE OFFICE USE:
VENDOR FUND AGENCY ORG OBJECT  AMOUNT
3470

3474

TRAVEL.FM (G7-07-08)

JUL 23,2009 04:02p 3236120 page 11
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EFFECTIVE: July 1, 2008
M&IE $39 C§44 $49 $54 $59 564
Total Standard
Breakfast 37 58 89 310 $1 $12
Lunch 811 12 $13 §i5 316 318
Dinner $18 321 §24 $26 $29 £31
Ingidentals $3 $3 $3 §3 3 33
Partial/Travel Days $28.25 $33.00 $36.73 $40.50 $44.25 £48.00
ut 75%
{Less 25%) $9,75 $11.00 $12.25 $313.30 $14,75 £16.00
STANDARD CONUS RATES FOR NORTH CAROLINA
(All destinations within ihe continental US are avaliabie on the Intranes)
Primary Destination County M&IE
All NC Locations Not Listed £39
Asheville Buncombe $49
Atlantic Beach / Morehead City Carteret 49
Chapel Hiit Orange $49
Charlonie Mechlenburg 349
Durham Durham $49
Creensboro Guilford $44
{reenville Pig $39
Kill Devil Dare 454
New Bern/Havelock Craven $44
Raleigh Wake $34
Wilmington New Hanover $40
Winston-Salem Forsyih $44
Example of M & IE Reimbursement Request
DATE DATE DATE DATE DATE Totals
Monday Tussday Wednesday | Thursday Friday
 DAILY RATE ~ $35.00 $16.00 $35.00 $39.00
Szl Travel Dey () 35% o T DU '
Meals Provided:
BREAKFAST «7.00 § 7.00
LUNCH -11.,00 $11.00 |
DINNER -15.00 -8 1800 |
TOTAL $18.25 $21.00 $39.00 $22.25 310050 |
JUL 23,2009 04:02P 3236120
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CUMBERLAND COUNTY ALOCHOLIC BEVERAGE CONTROL BOARD
AN EQUAL OPPORTUNITY EMPLOYER
EMPLOYEE HANDBOOK

I. INTRODUCTION:

The Board welcomes you as a member of its organization and hopes you will find your work
pleasant, interesting and rewarding. Employees enter an employment relationship with the
Cumberland County Alcoholic Beverage Control Board voluntarily and with no contract for a
specified length of employment. Accordingly, ecither the ABC Board or the employee may
terminate the “at will” employment relationship at any time, with or without cause, as long as there
is no violation of any applicable federal or state law.

As an employee in one of our stores, you will be a representative to the public of our Board. Since
most purchasers have little or no other personal contact with our system, their opinion of liquor
control will be influenced almost entirely by your attitude and that of other store employees who
they know and with whom they deal.

We want our patrons to feel they are genuinely welcome in our stores and that we are glad to serve
them and to answer their questions about our merchandise.

The more complete your training, the better equipped you will be to meet your obligation.
The purpose of operating retail alcoholic beverage control stores in North Carolina is to control the
sale of alcoholic beverages and prohibit the sale of illegal alcoholic beverages. The rules,
regulations and policies set forth in this Employee Handbook are extensive and will give you a good
understanding about your employment with the Cumberland County ABC Board. These rules and
regulations shall govern the operation of the ABC stores in Cumberland County until amended or
rescinded by the ABC Board. These guidelines are neither a contract of employment nor a legal
document.
We wish you success in your employment with the Cumberland County ABC Board.
Sincerely Yours,
Eddie Maynor, Chairman
Steve Horne, Jr, Vice-Chairman
Glenn Adams, Member
Valerie Wynne-Hall, Member
Bobby Knight, Member

Gene Webb, Director
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I1.

POLICIES AND PROCEDURES

A,

POLICIES RELATED TO THE GENERAL MANAGER

1. IN GENERAL:

The ABC Board is the policy making authority for the System and the final authority in all
matters relating to the operation of the System. The General Manager is the individual with the
delegated authority to manage the day-to-day operations of the Cumberiand County ABC
System and its employees. The General Manager reports to the Board and all other employees
report to and are supervised by the General Manager. This authority includes the ability to hire
and fire employees pursuant to the System’s regulations.

2. CONTRACTING AND PURCHASING:

Other than the routine purchase of products from the State ABC Commission, the General
Manager shall enter into no contracts in excess of $5,000.00 without the prior approval of the
ABC Board. [See Paragraph 3(b)(4) for emergency repairs exception and procedure. ]

3. REMODELING POLICY:

a. The General Manager is responsible for the administration of the remodeling policy as
provided for hereunder.

b. The purpose of the remodeling policy is to limit seif performed employee construction
work by Board Employees to minor projects and to bring major remodeling and design projects
to the attention of the Board. This Remodeling Policy does not relate to general inspection
activities or routine maintenance, e.g. changing light bulbs, ballasts, replacing filters, etc. No
remodeling, repair or construction work shall be performed by Board Employees except as here-
in-below provided:

1. Non-structural interior remodeling such as refinishing, repair, removal/addition or
relocation of displays, facades, cabinets decorative trim and counters (display or
registers) may be performed by Board Employees.

2. All electrical, plumbing or HVAC repair or renovation shall be performed by
licensed contractors.

3. No exterior remodeling or repair work that is structural in nature or which
requires the use of ladders, scaffolding or lifts is to be performed by Board Employees.

4. No remodeling or repair work requiring the expenditure of $5,000 shall be
performed without prior approval of the Board. However, more expensive emergency
repairs- (or replacements) may be inifiated by the General Manager in emergency
situations (HVAC units go out, storm damage, etc.) if the General Manager
communicates the problem and his actions to the Board by letter, fax, e-mail, telephone
or in person within 72 hours of his responsive action.



4. OTHER POLICIES:

Throughout this Policy and Procedure Manual, there are additiona] policies related to the General
Manager which pertain to particular circumstances and apply to the performance of the General
Manager’s duties.

GENERAL REGULATIONS

L. STORE MANAGER’S AUTHORITY:

The store manager is responsible for the store’s operation and for the supervision of the
employees assigned to the store.

An employee must perform his/her job duties in a satisfactory manner as assessed by the
manager. A manager may recommend to the general manager dismissal of an employee who
does not meet the performance expectations of store personnel in furtherance of ABC Board
interests and standards.

Problems in a store should be addressed at the store level, if possible, instead of through the
general manager’s office. However, managers should keep the general manager advised of
problem situations within the stores. Employees may discuss any issue with the general manager
if issues cannot be resolved at the store level.

2. POSTING AND FILLING OF VACANT POSITIONS

The ABC System encourages promotion from within for qualified candidates. Therefore, all
vacancies will be posted in the system for ten (10) days prior to being advertised to the general
public. If no qualified candidates are selected after the first 10 days from within the System, the
position will be advertised through the ESC, the System website and, at the Manager’s
discretion, through local media or through statewide or national ABC media outlets.

The candidate review and selection procedure is as follows:

All candidates must submit an application.

All selected candidates will be interviewed for the specific job posting.

The General Manager will make selection based upon qualification and experience for a
pecific position (i.e., manager versus clerk).

2 0o

d. Final job selectlons or promotions will be based upon
i Interview;
il Perfonnance evaluation;
il Education;
iv. Written and personal communication skills;
V. Demonstration of good judgment, discretion, initiative and organizational skills;
Vi Knowledge of local, state and federal laws as applied to ABC Systems personnel;
vii.  Experience in management and/or retail sales; and
viii. Computer literacy, especially with respect to inventory and daily sales
reconciliation.
€. All positions are to be filled in compliance with the System’s Affirmative Action Policy

provided for in Article 111, Section A.



3. USE OF ABC PROPERTY:

Board members and employees are prohibited from conducting any business, other than official
business, on property controlied by the ABC Board. This includes the ABC Board’s office,
warehouse, stores, and vehicles.

4. OUTSIDE ACTIVITIES:

You are permitted to participate in a number of activities outside your job or to take on a part-
time job, provided these interests do not interfere with the normal performance of your duties
and terms of employment with the ABC Board. Do not expect special arrangements in your
work schedule to accommodate business that is unrelated to official job expectations of the ABC
Board.

You are required to submit, in_writing, to your manager/supervisor and to the general manager,
notification of any additional place of employment or business venture, prior to engaging in such
activity. Failure to report other employment or business venture may result in suspension or
dismissal. Without the prior consent and approval of the general manager and the administrator
of the state ABC commission, you may not be employed by or engaged in any business
involving the sale of alcohol (including malt or brewed beverages) while employed by the ABC
Board. :

S, HOURS OF SALE:

General hours of operation are presently Monday through Thursday from 11:00 AM to 9:00 PM,
and Friday through Saturday from 10:00 AM to 9:00 PM. Alcoholic beverages may not be sold
at any store on Sundays or on any day so designated by the state ABC Commission or by the
Cumberland County ABC Board.

No employee shall enter a store at any time the store is not open except by permission of the
store manager, the general manager, or the ABC Board.

6. GIFTS:

It is a violation of the ABC Commission rules and the ABC Board policy for employees to
accept tips or gifts of any kind (including money or liquor) from customers, salespersons,
patroms, visitors, supporters or detractors of ABC stores. Small mementos, such as calendars,
desk pads, notebooks, pencils, etc, which are distributed by a donor to business customers and
friends may be accepted. However, any gift of real monetary value shall be courteously but
firmly refused.

7. LOAN OF MONEY:

It is a violation of Board policy to loan money to a customer for the purpose of purchasing
alcoholic beverages.

The ABC system does not lend money to employees — money taken from the ABC system is
grounds for dismissal.



8. CONFLICT OF INTEREST(18B-201)

No person shall be appointed to or employed by the Commission, a local board, or the ALE
Division, if that person or a member of his household related to him by blood or marriage has or
controls, directly or indirectly, a financial interest in any commercial alcoholic beverage control
enterprise, including any business required to have any ABC permit. The Commission may
exempt from this provision any person, other than a Commission member, when the financial
interest in question is so insignificant or remote that it is unlikely to affect the person’s official
actions in any way. Exemptions may be granted only to individuals, not to groups, or classes of
people and each exemption shall be in writing, be available for public inspection, and contain a
statement of the financial interest in question.

9. EMPLOYMENT OF RELATIVES:

It is the policy of the Cumberland County ABC Board not to employ relatives of an employee.
The term “relative” shall refer to the closeness of relationship, which would suggest that
problems might be created within the work unit, and in the public’s perception of nepotism. In
general, this would include wife, husband, father, mother, sister, brother, son, or daughter. It
might include uncle, aunt, nephew, niece, mother-in-law, father-in-law, son-in-law, daughter-in-
law, grandmother, grandfather, grandson, granddaughter, stepmother, stepfather, sister-in-law,
brother-in-law, and also others living within the same household or otherwise so closely
identified with each other as to suggest difficulty.

10. WAREHOUSE: PRESENCE OF UNAUTHORIZED PERSONS PROHIBITED:

Personnel employed by a local Board shall be the only persons permitted to enter the warehouse,
except for:

Truck drivers who need to enter in order to verify the amount of merchandise delivered.
Members of the State ABC Commission and its representatives.

Local Board members, the general manager and their duly authorized representatives.
Delivery or service personnel who are on official business, if accompanied by an
employee of the Board.

a0 o

11. _RADIOS:

Radios are allowed to be played in the ABC stores at a low volume. No radios shall be on the
counters. Any violation of this policy will result in the removal of the radio(s).

12.  NEWS MEDIA:

Employees should not talk with news reporters or other media people without the permission of
the general manager. Do not give permission for photographs or film to be made. Refer requests
to the administrative office,

13. ~ FIREARMS AND WEAPONS:

Consistent with the Board’s policy to provide protection to employees against safety hazards, it
is the policy of the Board that no employee, excluding law enforcement personnel be allowed to
retain any type of firearm, switchblade knife or any other type of instrument designed to be a

9



deadly weapon on ABC Board property. Any violation of this policy must be brought to the
attention of the general manager. Employees in violation will be subject to immediate dismissal.

14,  ACCIDENT REPORTING FOR ABC VEHICLES

All accidents involving a vehicle of the Cumberland County ABC Board, whether occurring on
private property or on a public street, will be investigated by the appropriate agency having
jurisdiction. The employee’s supervisor will also conduct an administrative investigation.
Employees will not make any statements of liability of property damage fo the driver or owner of
the other vehicle involved. All inquiries concerning liability or property damage will be referred
to the Cumberland County ABC Board Attorney and General Manager.

a. Whenever a vehicle of the Cumberland County ABC Board is involved in an accident,
whether on private property or on a public street, the operator will immediately notify the
central office if the accident occurs during business hours or notify the general manager if
the accident occurs after business hours, giving the location and advising whether there is
property damage or personal injury.

b. The central office or the general manager will notify the appropriate response agency(s)
as necessary and will notify the appropriate law enforcement agency to investigate the
accident.

c. Regardless of the amount of damage, the operator’s immediate supervisor or other

appropriate on-duty supervisor will be dispatched to the scene to conduct an
administrative investigation.

i. The investigating supervisor, prior to ending his/her tour of duty, will prepare the
supervisor’s report

ii. The investigating supervisor will require the involved member to write a
statement explaining the circumstances of the collision.

tii. The supervisor’s investigative report and the involved member’s written

statement will be forwarded (along with copies of other records) to the Chief of
ABC Law Enforcement.

d. The Chief will review the reports and will determine the need for further investigation. If
further investigation is not required, the Chief will forward a report of findings to the
General Manager for review,

€. The General Manager will then review the findings of the Chief. The driving history of
the ABC employee, the nature of the emergency, any violation of law or policy governing
motor vehicle operation, and any occurrence of employee negligence will be considered
during the review. Based on the review, the General Manager may order retraining or
administer any disciplinary action, to include dismissal. Any termination decision will
come from the General Manager.

f Any Cumberland County ABC Board Empioyee that is involved in a wreck while driving
an ABC Board vehicle will required to undergo a mandatory drug screening.

i0



g. The driver’s licenses of all Cumberland County ABC Board employees who drive ABC
Board vehicles will be checked annually to insure that no changes have occurred on their
licenses in the prior year.

15. EMPIOYER PROVIDED VEHICLES

All employees who use company vehicles for commuting from home to work and back each day
must complete an IRS Vehicle Use Information Sheet. The employees will be charged $3.00 per
day or $780 per year for personal use. The fringe benefit will be added to the employee W-2
form for personal use of a company-provided vehicle. FICA and Medicare taxes owed on this
amount will be deducted from the last December paycheck. The following questions will help
complete the IRS Vehicle Form: -

a. Name: SSN:

b. How many miles is it round trip from your home to work and back?

c. How many days each week do you drive a county vehicle home?

d. List the year and model of vehicle driven. (Note: If more than one vehicle was used

during the year, list year and model of all vehicles driven as well as who drove the
vehicle previously, and when the turnover took place).

e. Please list ending mileage as of November ,20 . If the vehicle you are
Driving was not used for the entire year (December 1, 20 through November 20
__ ), please list the beginning and ending mileage of the new vehicle, in addition to the
ending mileage of the old vehicle.

16.  INFORMATION TECHNOLOGY RESOURCES AND INTERNET USAGE POLICY

Internet Access and use of Cumberland County ABC Board information technology are
resources solely provided for the conduct of ABC business. Use of these resources for personal
or non-ABC business 1s prohibited. Unauthorized use of the Internet access or ABC information
technology resources, including violation of the Specific Prohibitions set forth below, may be
grounds for disciplinary action. No employee of the Cumberland County ABC Board should
have any expectation of privacy as to matters on any “information technology resource” owned
by the Cumberland County ABC Board and said resources are subject to inspection at any time
for any reason by an employee’s supervisor,

Cumberland County ABC provides access to the Internet to encourage and promote use of
technology and information services for ABC and to promote ABC employees to the Internet
Community. ABC’s information technology resources are for its employees to use in conducting
official ABC business. Cumberland County ABC expects its employees, as public servants, to
present a favorable and professional image of the system to the entire Internet community, and to
adhere to customary Intemet ethics and accepted practices and standards of conduct.

“Information technology resources” means all computers, mobile data computers, networks,

servers, email accounts, applications or operating programs, printers, scanners, telephone lines,
code, other hardware or software, and electronic transmission paths and media of all kinds.
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SPECIFIC PROHIBITIONS:

i,

ii.

1il.

v,

vii.

viit.

1X.

Using the ABC’s information technology resources to conduct transactions for
personal financial gain, or for political activities.

Accessing or attempting to access through ABC’s information technology
resources information, programs, services or sites to which you do not have
specific authorization,

Using the ABC’s information technology resources for illegal, immoral or
improper activities.

Using the ABC’s information technology resources to threaten or harass.

Using the ABC’s information technology resources to transmit graphic depictions
or representations of any sexual matter.

Violating any software license agreements or information services contracts by
unauthorized duplication of software, files, codes, operating instructions or
reference manuals.

Installing ABC owned sofiware on, or using ABC-provided Internet access from,
and employee’s personal computer without the express prior approval of the
employee’s supervisor.

Using another employee’s password or access code.

Using ABC information technology resources for playing games during work
hours.

Notwithstanding the Specific Prohibitions listed immediately above, an employee
may make limited use of ABC information Technology resources for personal or
charitable purposes during non-work hours, provided that the employee’s
supervisor approves and that consumable supplies such as paper are replaced,
Furthermore, an employee may make limited use of email or network messaging
services to prepare and transmit personal electronic messages to and from
members of his or her immediate family, so long as such use does not disrupt
official use of the resource.

INTERNET ETIQUETTE:

il.

iii.

Be polite. Do not get abusive in messages to others, nor communicate in a way
that could reasonably be perceived as harassing individuals or groups because of
their age, race, sex, religious beliefs, physical attributes, etc.

Use appropriate language. Do not swear, use vulgarities or other language that
would tend to injure or adversely reflect on the reputation or image of ABC.

Include a subject line on each email posting.
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iv. Do not reveal your personal address or phone number or that of a colleague.

V. EMAIL IS NOT GUARANTEED TO BE PRIVATE, EMAIL MAY NOT BE
SECURE AND MAY BE INTERCEPTED. Messages may be accessed through
“hacking.” Each employee has an obligation to maintain the confidentiality of
certain information, such as medical records and information; non-public
personnel information; and certain property tax information.

vi. Be careful about practices that might introduce viruses into the ABC’s network,
such as downloading files from the Internet or using diskettes from home or other
institutions.

vii.  Take care to maintain the integrity and security of passwords. Don’t use
birthdays, given names, or other obvious passwords. Random seven or eight digit
combinations of both letters and numbers work well. Don’t leave your password
lying around or in an unlocked desk drawer where it can easily be found.

viil.  Signal humorous intent through a “smiley,” such as ©. Facetiousness and
sarcasm can easily be misunderstood in electronic communication.

iX. Keep each line of email messages shorter than 70 characters to avoid problems on
some email systems caused by longer lines.

SPECIFIC REGULATIONS

L. SALE TO OR PURCHASE BY UNDERAGE PERSONS PROHIBITED (18B-302):

It is unlawful for a person less than 21 years old to purchase, to attempt to purchase, or to
possess fortified wine, spirituous liquor or mixed beverages. It is a violation of state law to sell
or give fortified wine, spirituous liquor or mixed beverages to anyone less than 21 years old. The
Cumberland County ABC Board policy/guideline is to ask for an ID from all persons who
“look™ 30 years old or younger! Use I.D.

Scanner to check ID from all persons who look under 30 years old.

a. AVOIDING SALES TO MINQORS:

If a person enters your store and appears to be 30 years of age or younger, ask the person
for a picture ID. The following forms of identification can verify the person is at least 21
years of age:

L A valid driver’s license with a photo. You may accept any driver’s
license (with a photo} appearing in the ID checking Guide provided by our
Law Enforcement division.

it. A valid US Military ID.

1il. A valid North Carolina Special ID card. Other states’ ID cards shall not
be accepted. College ID’s shall not be accepted.

iv, A valid official passport issued by any nation.
13



b. We cannot overemphasize the importance of properly checking ID’s.

It is the responsibility of the Cumberland County ABC Board to carry out and enforce all
rules, regulations and laws as they pertain to alcoholic beverages in our jurisdiction. If
any infractions are found, the general manager will review them for possible disciplinary
action. If an employee is charged with an underage sale, he/she will be responsible for
his/her own defense.

An employee of the Cumberland County ABC Board who is convicted of selling
alcoholic beverages to a minor may, at the discretion of the Board, have his/her
employment terminated.

SALE TO INTOXICATED PERSONS PROHIBITED (18B-305):

a. “It shall be unlawful for a permittee or his employee or for an ABC store
employee to knowingly sell or give alcoholic beverages to any person who is
intoxicated.”

it

You should refuse the sale of alcoholic beverages to any person you
believe to be intoxicated. Unfortunately, this is not always easy to
determine. You should look for any of the following signs to assist in the
detection of an intoxicated person:

(a) Smell of alcohol coming from the customer’s body.

) Flushed face and/or blood shot eyes.

(c) Slurring of speech.

(d) An unsteady gait or walk.

(e) Loss of hand/eye coordination.

() Loud or boisterous talk.

(g) Other unusual signs are clothes on wrong or shaving cream on
face.

If you observe one of the signs listed above AND believe the person is
likely intoxicated, you should refuse the sale. Note, however, that a
person may show some of the signs listed above, but NOT be intoxicated.
The person may suffer from a physical condition, which may mimic signs
of intoxication. Use your best judgment to determine whether or not to
make a sale to the person. (Remember the odor of alcohol should always
be your first clue,)

b. “Any person authorized to sell alcoholic beverages may, in his discretion, refuse
to sell to anyone.”

i

Once you make the decision NOT to make the sale to a person, do not tell
the person it is because they are “drunk.” Simply tell the person that you
will be unable to make a sale to them at this time, because they appear to
be impaired. If the customer persistently asks why you will not sell
alcohol to him/her and argues with you, ask the person to leave and/or
seck assistance from an employee with higher authority (manager or

14



senior person on duty). If he/she refuses to do so call the law enforcement
division or 911. (If the situation is an emergency call 911 first.)

i, If a person drives to your store and is refused service because he/she may
be intoxicated, offer to call a cab at the customer’s expense. If the person
refuses and proceeds to drive away call 911 and give the person’s tag
number, description of the vehicle, and direction of travel.

c. REMEMBER: DO NOT SELL TO AN INTOXICATED PERSON,
INCLUDING PEDESTRIANS.

3. NO CONSUMPTION ON PREMISES (18B-301(H)(1):

State law prohibits a person from consuming or offering consumption of fortified wine,
spirituous liquor or mixed beverages on the premises of an ABC store

4. WARNING SIGNS REGARDING DANGERS OF ALCHOL CONSUMPTION
DURING PREGNANCY (18B-808):

At all times and in an open and prominent place, the store manager shall display a warning sign
informing the public of the effects of alcohol consumption during pregnancy. The sign is created
by the ABC Commission and distributed to the store by the local ABC Board. The store
manager shall contact the local ABC Board in the event a replacement waming sign is needed.

5. SAFEGUARDING PUBLIC FUNDS:

All personnel will be given detailed written instructions to assure the safeguarding of funds.
Unless these instructions are changed in writing, no deviation whatsoever will be permitted. The
store clerk is primarily responsible for the change fund entrusted fo him or her and will be
required to reimburse any shortages. The store manager will be held secondarily responsible in
the-event the store clerk is not held responsible or is unable to reimburse any shortages.

You must develop good habits and techniques at the cash register. Always ring the merchandise
and bag it before making change. Place your customer’s money on your cash register while
making change. Count the change out of the drawer, and again to the customer. Place the
customer’s money in the drawer after he/she turns to leave.

All store employees are assigned $100.00 for the change fund. It is a strict violation to take
money from your change fund. If your change fund is incorrect at the time of spot audits, this
could be reason for immediate dismissal. At the end of your shift, always count your $100.00
change fund out of your other monies as the first step when checking out of your register. This
rule can never be broken. Once you have your change fund intact, then count the balance of your
money to see if it agrees with your register totals. All differences shall be reported and there will
be no exception to this rule. We do not make up shortages nor do we take out overages. IT IS A
VIOLATION OF ABC BOARD POLICY TO FORCE BALANCE ANY DAILY
RECEIPTS. Never operate a register unless you are personally assigned to the drawer you are
operating. There is no sharing of a change fund, or a register. The use of a change box for
balancing overages and shortages or any practice that involves any type of finagling will not be
tolerated. It is our job to deal with money and we must do it properly!
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The success of your work is evaluated in great part by your accuracy in handling transactions
such as counting change, ringing proper codes, labeling bottles, and completing necessary forms.

Money should never be left on or under the counter. All money must be in the safe or in the cash
register. Managers should sell extra change to clerks if the manager must leave the store. Safes
must be closed and locked at all times. With the safe locked, a manager can safely leave store
keys with a clerk if necessary. The clerk may need to lock the store in the event of a power
failure or other emergency.

Item shortages, countless other reports and checks will demonstrate your degree of
conscientiousness. Unnecessary or habitual shortages and mistakes cannot be tolerated. Any
money found in the store is the property of the ABC Board and must be deposited and labeled on
the daily store report as ‘found money’.

6. STORE SECURITY:

The manager or assistant manager closing a store in the evening shall check all outside lights to
assure they are operating correctly. Any burned out bulbs should be immediately replaced. Any
need for an extension ladder should be promptly expressed to the warehouse manager.

When securing the store for the night, several lights must be left on inside the store to light the
interior and blinds must be left open.

Security is very important. Bank errands must be personally made solely by managers and these
errands should not be performed at the same time each day. Similarly, pick-ups should vary to
keep a pattern from developing. Always be mindful of safety and security procedures.

7. ROBBERY:

In the event of a robbery, you should cooperate in every possible way. The policy is designed to
protect you and to allow the police department to assume responsibility for the funds taken. We
have an agreement with the Fayetteville Police Department outlining all details of your duties to
what to do in case of a robbery. Acquaint yourself well with these procedures. There is a copy
in each store. Examples of the policy provisions designed to discourage robbery, promote safety,
minimize loss, and assist with criminal prosecution direct you to:

a PREVENTION:

i. AcknoWledge every person who enters your store.

il Keep small amounts of cash in the registers.

1. Leave no cash in the open at the counter or in the office.

iv. Exercise caution when opening and closing the store.

V. Allow no one to enter the store after yo.u have locked the doors.
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b. DURING A ROBBERY....

ii.

1ii.

iv.

Vi.

vii.

Obey all instructions. Do not resist!

Observe the robber for later description and identification.

Make no sudden movements that would alarm the robber.

Give what is asked for and no more! Volunteer no additional information.
Activate hold-up alarm only when doing so will not endanger anyone.
Know the location of the alarm and know how to activate it.

Handle any note presented to you as little as possible and save the note for
investigators.

Get behind the closest cover and lie as flat on the floor as possible in the

event of shooting. Either lie flat on your stomach or in a fetal position.
Protect your head with your hands.

c. AFTER THE ROBBERY ...

il.

fil.

v.

vi.

vii.

Viil.

Give the robber a few minutes to leave the store before immediately
locking the doors to keep the robber from re-entering the store. Keep
employees and witnesses safely inside until police arrive. Do not leave
the store under any circumstances {unless remaining in the store would be
life threatening or unsafe). :

Call 911 immediately and stay on the phone until you are told to hang up.

Notify ABC Law Enforcement and/or management.

Protect the crime scene until the police arrive. Do not let anyone other
than the police enter the store. Do not let anyone inside tamper with
possible evidence.

Advise witnesses not to leave or to discuss the incident until police arrive.
If they insist on leaving, get their full names, addresses, and telephone
numbers.

Write down a description of the robber while it is still fresh in your mind.

Make written note of what the robber touched or took.

Do not discuss the robbery with anyone in the media.

8. EMERGENCY TELEPHONE NUMBERS:

The telephone numbers of the police department, fire department and our burglar
alarm/monitoring service shall be posted near each telephone. All stores shall also post near
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each telephone the telephone number for ABC law enforcement officers as well as the home and
mobile telephone numbers of the assistant general manager and the general manager.

9. HANDLING OF MERCHANDISE:

Every item of merchandise has been assigned a code number that appears on the shipping carton
and the sales shelf. To avoid errors when replenishing shelf stock, always compare the code
number of the carton with the code number on the shelf before coding and pricing bottles.

When taking merchandise from reserve stock, the oldest stock should be used first. You can
identify older stock by the bottling date printed on the carton. Warehouse and storage room
stock should be stacked with the label end facing toward you. Prior to stocking, inspect the
contents of the case to insure that the case contains the same number of bottles as printed on the
carton. Any difference should be called to the attention of the store manager before bottles are
removed.

Extreme care must be exercised in handling merchandise to prevent breaking bottles, defacing
labels, breaking seals, etc. Do not attempt to put more cartons on a hand truck than the hand
truck is designed to carry. Watch for bottles that may be cracked, contain low volume , or
contain sediment or foreign matter of any kind. If a bottle is broken, save the bottle neck with
the closure. The manager will prepare a “Broken Bottle Report”. The report and bottleneck will
be sent to the administrative office. All un-sellable merchandise must have a “Claim Report”
written and the bottle must be brought to the administrative office.

10. PURCHASE-TRANSPORTATION PERMITS (18B-303, 18B-400 and 18B-403);

a. No customer may purchase or transport more than eight (8) liters at one time
without first being issued a purchase/transportation permit. The manager or assistant
manager of an ABC store may issue a permit to purchase and transport up to forty (40)
liters on a single trip from that store. If more than forty (40) liters is to be purchased, the
customer must make a separate purchase and trip prior to expiration of the issued
purchase-transportation permit. A purchase-transportation permit is only valid until 9:30
PM on the date of the purchase, which date shall be stated on the permit. These permits
are issued in all of the ABC stores. A purchase/transportation permit cannot be issued for
“transportation only”. If a customer should ask for a permit to transport liquor already
purchased, explain there is no provision in the law that will permit you to issue this type
of permit. Additionally, state law prohibits issuance of permits to any person who:

1. is not sufficiently identified or known to the issuer;

ii. 1s known or shown to be an alcoholic or bootlegger;

i, has been convicted within the previous three years of an offense involving
the sale, possession or transportation of non-tax-paid alcoholic beverages,
or

iv. has been convicted within the previous three years of an offense involving

the sale of alcoholic beverages without a permit.
b. One copy of the permit shall be given to the customer, one copy shall remain in

the store where it is issued and one copy shall be sent to the ABC Board’s office.
These permits must stay on file for a period of three years. By state law, the
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purchaser shall display his copy of the permit to any law enforcement officer
upon request and the store should advise the customer of that requirement.

C. A customer taking the liquor to an establishment for which the customer holds a
“special occasion permit” or a “limited special occasion permit” must first
provide his or her “special occasion permit” or “limited special occasion permit”
number prior to being allowed to purchase and transport more than eight (8) liters.
Subject to the prohibitions stated- above, a special occasion purchase-
transportation permit may then be issued. For 48 hours prior to and following the
conclusion of the function that is held pursuant to a “special occasion permit” or
“himited special occasion permit”, the “special occasion purchase-transportation
permit” will allow the customer to store liquor at the establishment and to
transport up to forty (40) liters of liquor to and from the establishment for which
the “special occasion permit” or “limited special occasion permit” has been
issued.

d. ABC law enforcement officers, administrative staff, and ABC Commission
officials can answer questions concerning permits.

11, EXCHANGE OF MERCHANDISE:

Only the store manager or an administrative staff member shall approve and make an exchange
of product. Merchandise is not generally exchanged uniess there is a complaint such as an “off”’
taste, bad color, trash in bottle, etc. Clerks should record a customer’s name, address, telephone
number and “reasons” for requesting exchange for a manager’s review and contact with the
customer. If a store manager authorizes an exchange he or she should provide a written report to
the general manager containing the customer’s contact information and the reasons for the
exchange.

12 EMPLOYEE PURCHASES:

Personnel desiring to make purchases in their own store are to make purchases through another
employee. The manager’s approval must be obtained before removing packages from the store.

Store employees are not to sell to their own family members and these sales are to be
made by another employee.

CUSTOMER SERVICE

1. COURTESY:

To deserve the goodwill of the public is of the utmost importance. The public’s goodwill is best
gained by giving cheerful and competent service in clean and attractive stores.

Customers must be waited on promptly and pleasantly. Greet them with “Good morning
(afternoon or evening)”, Ask, “may I help you?” After 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. If additional help is needed for better service, ask your manager or assistant
manager for help.
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Should a customer be difficult in his attitude, remain courteous and patient. If difficult situations
arise, request assistance from the manager before such incidents get out of control.

Smoking is not allowed in the store. It may offend our customers and could interfere with your
work. Profanity or boisterous conduct is not acceptable. Do not read newspapers, magazines or
books at the cash register when customers are in the store. Don’t eat or drink in the sales area of
the store (please no toothpicks). Be attentive to our customers and their needs from the time they
enter the store. Always stand when customers are in the store.

2. BRAND RECOMMENDATION FORBIDDEN:

Although you are not allowed to show preference in the sale of brands, you are expected to assist
any customer who is uncertain as to what he wants, or one who asks for information about
merchandise, It is not considered to be “good marketing” to encourage a customer to purchase a
cheaper brand of merchandise.

3. PACKAGING MERCHANDISE:

To prevent breakage, always package merchandise in such a manner that bottles do not come in
direct contact with one another. To prevent selling a leaking bottle, lay the bottle on its side to
determine if it is leaking before packaging it for the customer.

If a customer requests packaging in some special manner, this should be done to his or her
satisfaction.

4. SPECIAL PRODUCTS:

Each store should have a specified area to display new or special items. The displayed products
should be visible to customers as they enter the store.

The ABC Commission selects “on-sale” items. If a local system has the on-sale item listed, then
it must be sold at the “on-sale” price. Our marketing policy will be to mark all items correctly
with the new price and display signs in the store with the new and old prices. Put special
emphasis on high-dollar items in the different brand categories. Use case cards, special signs,
and place items in prime locations, etc.

3. RECEIPTS TO CUSTOMERS:

Offer a cash register receipt to each customer. If the customer requests an additional special type
of receipt, provide one to him/her.

6. SPECIAL ORDERS:

Customer requests for items not on the approved state list must be referred to our administrative
office. An office staff member will contact the State ABC Commission for approval to submit
the special order.

a. State guidelines are as follows:
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i The local board requests that the Commission obtain the price from the
vendor, including freight, bailment surcharge and bailment; the
Commission determines the retail price and advises the local board
making the request;

ii. The local board advises the customer of the retail price for the particular
case of merchandise. If the customer places an order, the entire purchase
price is at that time paid to the local board, and the Commission is advised
that the local board has a bona fide order;

i. The Commission places the order with the proper vendor and the
merchandise is shipped to the state ABC warehouse for delivery to the
local board with the next regularly scheduled shipment to the local board;
and

v. The local board reports the sale of each case of merchandise sold on its
monthly report to the Commission.

II1. EMPLOYEE WORK RULES & REGULATIONS

A,

AFFIRMATIVE ACTION POLICY:

1.

The ABC Board’s policy of Affirmative Action shall have as its objective the equal
opportunity for employment of all individuals without regard to race, religion, color,
national origin, sex or age (except where age is bona fide occupational qualification).

The general manager of the Board will administer the Board’s policy of equal
opportunity and will assume primary responsibility for the implementation of the
provisions of the program.

Board policy with respect to equal employment opportunity shall be as communicated as
to give maximum effectiveness to the policy.

The hiring of employees will continue to be made on the basis of the individual’s
qualifications for the available position and without regard to race, religion, color, age,
sex or national origin.

The placement and assignment of employees will continue to be made on the basis of the
individual’s qualifications for available positions and without regard to race, religion,
color, age, sex or national origin.

All forms of employee compensation will continue to be established and administered
without regard to race, religion, color, age, sex or national origin.

The application of the Board’s program shall not be limited to the promotion of equal

employment opportunities for any one minority group. Rather the achievement of equal
employment shall be sought for all persons.
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B. PROBATIONARY PERIOD:

As a new employee you will serve a probationary period. For general employees the period is six
months; for law enforcement officers, one year.

During this time your supervisor will work closely with you to insure proper orientation and training,
This probationary period not only allows your supervisor time to consider your suitability for the job,
but also gives you the opportunity to decide if you want the job.

C. PERSONAL APPEARANCE:

As an employee of the Cumberland County ABC Board, you represent the Board to our customers.
With this in mind, the Board has adopted a dress code for store employees. No shorts are allowed at
ANY time. The furnished nametag should be worn at all times. You are expected to wear clean, neat
clothes. Your shoes should be comfortable and clean. All employees are expected to have good
personal hygiene habits,

D. CHANGE IN STATUS:

It is important that you immediately notify the accounting department if there is a change in any of the
following:

(1 Your name

(2) Marital status

3 Number of dependents (withholding purpose)
(4 Address and telephone number

(5) Beneficiary of your life insurance or retirement

E. PART-TIME EMPLOYEES:

Persons hired for part-time work are paid at an hourly rate, agreed upon when employed. Part-time
workers do not receive insurance coverage, vacation, sick leave, or retirement benefits, etc.

E. TRANSFER OF EMPLOYEES:

It will be the policy of management to periodically transfer employees from store to store due to
resignations, retirements, etc. Employees are “employed” by the ABC Board — not by a particular store,
Failure to accept a store assigniment may be grounds for dismissal.

G, TELEPHONE POLICY:

The telephone numbers of ABC stores ate listed in the telephone book. Telephones are for business use
and personal calls shall be kept to a minimum. Limit personal calls to two minutes or less. No long
distance calls are to be charged to ABC telephone numbers. Personal cell phones shall not be used
while on duty. Personal cell phones shall not be kept in the public area of the store.

H. EMPLOYEE SUGGESTIONS:

The Cumberland County Alcoholic Beverage Control Board welcomes your constructive suggestions on
how to increase the efficiency and productivity in the operations of the ABC system. If you have ideas
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that you believe will improve the methods, procedures, morale or safety of the operations or which will
in any way eliminate bottle-necks, duplication of work, costs, waste and service, please write them down
and deliver them to the General Manger. Your suggestions are sincerely encouraged.

L AUTOMOBILE EXPENSE:

The ABC Board will reimburse the employee at the IRS approved travel rate per mile when using
his/her personal vehicle for ABC Board business. Rates are adjusted in July of each fiscal year as
needed. These expenses shall be reported on the form designed for this purpose at the approved mileage
rate and will be approved by the general manager. This reimbursement represents the ABC Board’s
entire payment for the use of your personal automobile. Traffic fines will not be rebated.

J. POLITICAL ACTIVITY

Every employee of the Cumberland County Alcoholic Beverage Control Board has a civic responsibility
to support good government by every available means and in every appropriate manner except where in
conflict with the law. Board employees may join or affiliate with civic organizations of a partisan or
political nature. They may attend political meetings, advocate and support the principles or policies of
civic or political organizations in accordance with the Constitution and laws of the State and in
accordance with the Constitution and laws of the United States of America. However, no employee of
the Board shall:

1. Engage in any political activity while on duty

2. Be required as a duty of his office or employment, or as a condition of employment,
promotion or tenure of office, to contribute to, solicit for, or act as custodian of funds for
political or partisan purposes.

K. USE OF ALCOHOLIC BEVERAGES AND DRUGS:

The consumption of alcoholic beverages or illegal drugs on ABC premises is strictly forbidden. - Any
employee who should report for duty, or be on duty, while showing any evidence of consumption of
such beverages or drugs shall be immediately suspended from duty, and his/her future status will be
determined after investigation. If you are aware of a fellow employee who may have a problem with
alcohol or drugs, you should bring this to the attention of management. If an employee comes to work
under the influence of alcohol or drugs and you are aware of it, you should report it to your supervisor.
Concealing information could lead to suspension or dismissal.

Illegal drug use and alcohol abuse is dangerous and unacceptable in the workplace. In the interest of
employee health, safety, morale and work efficiency, the Cumberland County ABC Board will tolerate
no type of substance abuse. Alcohol and drug abuse are safety hazards to the affected employee as well
as his/her co-workers. To aid in preventing and treating alcohol and drug abuse, the following
procedures have been established:

i. Use of Controlled Substances or Alcohol on Company Premises
a. Unauthorized possession or use of aleoholic beverages by any employee on Board
property is grounds for immediate termination. Unlawful manufacture,

distribution, possession or use of unprescribed controlied substances or illegal
drugs on Board property is grounds for immediate termination.
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b. Any employee who reports to work under the influence of alcohol, illegal drugs or
unprescribed controlled substances or who appears to be under the influence of
alcohol, illegal drugs or unprescribed controlled substances while at work will be
suspended immediately without pay pending an investigation. A determination
that any employee is under the influence of alcohol, illegal drugs,
or unprescribed controlled substances may be grounds for immediate termination.

C. Any employee taking prescribed medications, which may affect performance or
ability to function safely on the job, should report this fact to histher supervisor.
The supervisor and the general manager (who will seek medical advice if
necessary) together will decide whether the emplovee is able to work or should be

sent home.,
2, Reasonable Cause
a. The Board has the option to ask an employee who is reasonably suspected of

substance abuse to submit to a drug or alcohol test. Reasonable suspicion
includes such things as physical appearance, behavior, reliable reports from other
employees, on-the-job accidents, poor job performance, excessive continuing
absences, and tardiness. The employee in question will be observed by at least
two members of management to document behavior or physical appearance as
indicators of possible impairment. Supervisory personnel who suspect that an
employee may be under the influence of drugs/alcohol should contact the general
manager immediately.

b. Employees involved in on-the-job accidents which cause personal injury to
another employee or property damage may be asked to submit to a drug or alcohol
test.

c. Tests will be conducted with confidentiality and respect for the employee and

with sufficient safeguards to insure accurate testing results,

d. Refusal to submit to testing procedures may, however, be grounds for immediate
termination even if subsequent evidence proves that the employee was not under
the influence of drugs or alcohol.

e. An employee who tests negative (passes the test) will be recalled to work and
reimbursed for any lost wages,

L. CHEMICAL DEPENDENCY, ALCOHOLISM. AND MENTAL HEALTH ASSISTANCE

The Board is sympathetic to physical and emotional conditions that may affect employees. If time away
from your position is required, notify the general manager. Should treatment require mental health or
chemical dependency services, you must receive prior approval from Megellan Behavioral Health (1-
800-359-2422).

Normal sick leave or vacation may be used for this care. If all annual leave is exhausted, unpaid leave,
if deemed necessary, will be granted under the Family Medical Leave Act of 1993,
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M. CONFIDENTIAL INFORMATION:

Employees are exposed daily to a great deal of confidential information. These types of things, however
minor, should only be discussed with fellow employees when necessary in the course of the job. None
of this information should be repeated or discussed outside the work situation. When in contact with
people both inside and outside of your organization, it is neither ethical nor in good taste to make

derogatory remarks about fellow employees or customers.

N. PERSONAL PROBLEMS:

1.

Personal problems of various kinds may interfere with an employee’s work performance.

Examples of such problems are:

T IE e e o

High absentee record

Requests to leave work early

Lateness at the start of work and after meal breaks
High number of personal phone calls

High error rate

Increased fatigue

Loss of initiative

Expression of irritability to co-workers
Requests for irregular vacation and days off
Antipathy toward supervisor or management
High grievance rate

O, . DISCIPLINARY ACTION:

The ABC Board has an established policy on disciplinary action to be taken when an employee’s job

performance or conduct disrupts orderly and efficient operations.

I

Discipline may range from counseling, to a written warning with a copy placed in your
personnel file, to suspension without pay, to dismissal. Dismissal may be immediate in

these cases:

a.

b.
c.

Other causes for disciplinary action or dismissal listed below are not intended to include

Being under the influence, using, or unauthorized possession of alcohol or illegal
substances on Board premises or during work schedule.

Any type of dishonesty including falsification of records, time cards, theft, etc.
Insubordination or non-cooperation with fellow employees.

every type of violation, but rather serve only as examples:

B ohoe e o

Inefficiency, incompetency or negligence.,
Physical or mental incapability.
Careless or improper use of ABC property.

Failure to work well with the public or other employees.

Absence without approved leave.
Improper uses of sick leave.
Habitual tardiness.

Conviction of a felony.
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IV.

Improper use of merchandise or ABC funds.

Falsified information.

Possession of unauthorized weapons on the job.

Betrayal of confidential information from official records.
Engaging in incompatible employment.

Punching another employee’s time card.

B g T

P. PERFORMANCE EVALUATION:

From your first day on the job, your supervisor will be evaluating your performance. Through open and
frank discussion, your should gain a clear understanding of what is expected of you in your job and what
the supervisor thinks are your strong and weak points. During these discussions, you will be expected to
be open and honest about any problems you are having so that your supervisor can assist you.

You will receive a formal written evaluation of your performance at least once a year.

Q. GRIEVANCES:

We recognize that questions, suggestions, and grievances are a normal occurrence among people
working together. You are encouraged to take your concerns to your manager. Problems or concerns
not resolved at the store level can be directed to the general manager or his/her designee. If the
employee is still not satisfied, he/she can appeal to the ABC Board. Problems should be presented
directly to the person authorized to deal with them; complaining to anyone else is neither constructive
nor in good taste.

R. RESIGNATIONS:

In the event you choose to end your employment voluntarily, you are asked to submit a dated, written
notice to your manager or general manager two weeks prior to the effective date of your resignation.
Failure to submit proper notice will result in the loss of any annual leave earned that would otherwise be
due.

Upon termination of employment, employees may be scheduled for an interview with the general
manager. The purpose of this interview is to discover the employee’s attitude and opinions regarding
our workplace.

SEXUAL HARASSMENT:
A. OBJECTIVE AND INTENT:

1. The Cumberland County Alcoholic Beverage Control Board, in law and in spirit, is
committed to providing a work environment conducive to the performance of an
employee’s job duties, free from intimidation or coercion in any form.

2. As an employer, the Board is dedicated to a stringent policy against discrimination. It is
the intent of this policy to further detail a specific form of discrimination: that of
harassment on the basis of sex. Any supervisor or manager who has information of
instances of sexual harassment must take corrective action and also report alleged sexual
harassment in writing to the Board’s general manager immediately (within 48 hours after
the alleged harassment occurs).

26




B. WHAT IS SEXUAL HARASSMENT?

1.

Sexual harassment can be broadly defined as abusive treatment (of a sexual nature) of an
employee, by the employer or someone under the employer’s control, which would not
occur but for the victim’s gender. The term refers both to demands for sexual favors in
return for employment benefits, and to oppressive treatment, which results in a hostile
employment atmosphere.

Behavior that constitutes sexual harassment includes sexual advances, request for sexual
favors and other verbal or physical conduct of a sexual nature when:

a. Submission to such conduct is made explicitly or implicitly a term or condition of
an individual’s employment;

b. Submission to or rejection of such conduct by an individual is used as a basis for
employment decisions affecting that individual;

c. Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive
work environment;

d. Such conduct is directed at customers and/or third parties doing business with the
Cumberland County Alcoholic Beverage Control Board.

C.  PROCEDURE:

I.

Any employee who believes he or she has been the subject of sexual harassment should
make a written report of the alleged act immediately (within 48 hours after the alleged
sexual harassment occurs) directly to the general manager. If the general manager is the
“accused”, the written report should be made to the Board Chairman.

There will be no discrimination or recrimination against any employee for making a
report of sexual harassment.

All actions taken to resolve complaints of sexual harassment through internal
mvestigations shall be conducted confidentially.

Any supervisor, agent or other employee who is determined to have engaged in sexual
harassment of another employee will be subject to appropriate disciplinary action, up to
and including discharge as the circumstances may warrant.

V.  WORK SCHEDULES

A. WORK HOURS:

1.

Retail store employees are entitled to two weekdays off and a Saturday and Monday off
per pay period, with the exception of December when the schedule has to be adjusted.
From time to time emergencies will arise that will change the posted schedule, and you
are expected to accept these changes for the effective operation of the store. Managers
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should schedule all full-time employees to work the day(s) stores are open prior to a
holiday.

The standard workweek in the ABC System is 40 hours per week. Store managers and
warehouse managers who supervise two or more employees are part of management and
are not limited to a 40-hour workweek, Office staff and ABC officers are not restricted
to a 40-hour workweek but are expected to regulate their schedules to complete desired
results in 40 hours per week.

Time cards will be kept on all store and warehouse employees, including managers.
Time cards shall be punched accurately and schedules followed. The store manager shall
note any deviation from the standard work schedule on the back of the time card. Your
salary is based on a 40-hour workweek. For overtime you may receive one and one-half
hours off for each hour worked over 40 hours during a workweek. Such time must be
taken within the pay period that your schedule exceeded 40 hours, or overtime will be
paid at the rate of one-and one-half your regular hourly pay rate. Store managers are to
arrange 40-hour (or less) work schedules except for emergencies. If an emergency arises
and you are asked to change work schedules you are expected to accommodate this
request. The hours of work and overtime compensation do not apply to employees
performing jobs that are deemed “exempt.”

Time clocks are provided to promote the keeping of accurate records of the time you
work. If you leave early or late, then punch your card accordingly. It is a violation of
ABC policy to place a false entry on your or another person’s time card. It is also a
violation to punch any time card other than your own. When you arrive to work, punch
your card. Excessive write-ins of arrival and departure are reasons for disciplinary
action. No employee is expected to work for an unreasonable period of time without
taking a break. If you do not leave the store for your meal break, you still must leave
your workstation. You are expected to report to work promptly at your appointed time.
When at work, give your full attention to your job. Your co-workers depend on you to do
quality work as well as your fair volume of work.

Do not frequently ask for special favors from your manager. When scheduled to work,
you must stay in the store; even though you may not be busy, you are not to leave the
store on personal errands, unless given special permission by your manager. Never leave
the store unattended.

Your work schedule allows you ample time in your off hours to schedule doctor and
dentist appointments. This should be taken into consideration except in the event of
emergencics.

Occasional tardiness may be unavoidable, but continued tardiness is inexcusable. If you
cannot be at work on fime, you should personally contact your manager to communicate
the nature of your problem and approximate arrival time.

When an iliness or injury prevents you from reporting to work, you are to contact your

supervisor as quickly as possible to report the reason for the absence. You may be
requested to provide a written certification from your doctor.
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B. BAD WEATHER:

If the ABC stores remain open until normal closing and the roads are extremely dangerous, and you are
unable to drive home safely, you may request the Board to pay for your taxi fare. This does not mean a
taxi will be provided for you to return to work the next day. A decision will be made by the general
manager to either close the stores or have a late opening; otherwise it is your responsibility to provide
your fransportation to and from work. '

C. MATERNITY LEAVE:

1.

Maternity leave without pay must be granted prior to and after the birth of a child.
Accumulated stck leave may be used during the actual period of disability resulting from
childbirth. A doctor’s certificate will verify this period of disability.

In many cases an employee will want to take leave from her work before she actually
becomes disabled due to her pregnancy. Maternity leave without pay may be granted for
this purpose after annual leave is exhausted. Since sick leave pay may be used for actual
period of disability, leave without pay may divide into two parts: time before the
disability begins and after the disability ends.

Medical insurance will be continued during the maternity leave period. The total
duration of maternity leave will normally be limited to twelve weeks. At least two weeks
prior to the end of leave period, or twelve weeks, whichever is less, you must notify the
general manager of your intention to return to Work Failure to make proper notice will
be considered voluntary resignation.

At the end of your maternity leave, you will receive your previous job or one with a
similar classification and pay. If for valid reasons no openings exist, your status will
remain as “leave without pay” for a cumulative period not to exceed one year. During
this time you will receive first consideration for openings in your previous or related
classification.

D. FAMILY LEAVE:

To the extent required by law, the System shall fully comply with the requirements of the Family
Medical Leave Act of 1993 as may be from time to time amended. Current copies of those regulations
shall be maintained and posted at each store and the central office.

3.

PROCEDURE

a. An eligible employee may request FMLA leave to care for his‘her child after
birth, or placement for adoption or foster care; to care for a member of the family
who has a serious health condition; or for a serious health condition that makes
the employee unable to perform his/her job.

b. Whenever possible, an employee must give 30 days advance notice of the need to
take FMLA leave. This notice should also include the employee’s intent
regarding whether he/she will return to work. When circumstances do not allow
advance notice, the employee must notify his/her supervisor as soon as practical.
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An employee granted FMLA leave will be required to use paid, accrued leave
(annual, sick or compensatory time) for which he/she is eligible and qualified.
The employee is not required to reduce his/her annual leave balance below 40
hours but may do so at his’her option. Paid leave used for FMLA will be counted
in the 12 week total for the year.

An employee who requests leave due to his’/her own or a family member’s serious
health condition will be required to furnish medical certification substantiating the
health condition at the time the leave is requested and periodically thereafter.

While the employee is on leave for these purposes, he/she will not lose any
employment benefits accrued prior to the date the leave begins. Group health
benefits will be maintained during the leave period at the level and under the
conditions coverage would have been provided if the employee had continued in
active employment. The employee must continue to pay the employee’s share of
the insurance premiums for coverage in effect at the start of the leave, but if
payments are not received on a timely basis, such coverage may be cancelled.
The employee must return from leave and work a time period equal or greater
than the leave without pay period, otherwise the Board may recover from the
employee the amount (8) paid for the employees health coverage during the leave
- an exception will be made if there is a continued serious health condition
(certified by a health provider) or other circumstances beyond the employee’s
control. Employees who qualify for leave under this guideline and who provide
the required certification of fitness to return to work will be restored upon return
to their former position or to an equivalent position with equivalent pay and
benefits.

Employees are required to give at least 30 days of advance notice to their
supervisor when a leave will be required under any of the circumstances described
above. If the reasons for the leave are not foreseeable, the employee must give as
much advance notice as possible. Employees will be required to report to their
supervisor (in person or by phone} every 10 working days while on leave in order
to advise the supervisor of the status of the leave, any change in the employee’s
anticipated date of return, and any change in the employee’s intentions to return to
work.

4, Additional Information regarding Pregnancy

a.

There is no uniformly applicable time at which a pregnant employee must begin
maternity leave so long as she is able to perform her duties in a satisfactory
manner. Maternity leave will commence at the discretion of the employee except
that the leave may not begin before the start of the seventh month of pregnancy
unless a qualified physician determines it to be a medical necessity that leave
begins earlier. Maternity leave is leave without pay, except for the period(s) of
actual temporary disability for which accrued sick leave may be used. Temporary
disability is defined as the period of hospital confinement for delivery and
recovery therefore as determined by the employee’s physician.
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b. Before the start of the seventh month of pregnancy, the employee must give her
supervisor written notice of intent either to use maternity leave or otherwise
indicate her plans regarding her continued employment.

c. Also, a physician’s statement indicating the expected date of birth and approval to
work until the start of leave, must be included in the employee’s notification to
her supervisor,

d. At the end of the temporary disability period, the physician should certify the
actual period of disability so that the employee may receive compensation for the
disability period.

e. Request for extension of maternity leave must be sent in writing to the general
manager at least two weeks before the leave is scheduled to end.

E. MILITARY LEAVE:

Military leave with full pay shall be granted to full-time employees who are members of the Reserves of
the Armed Forces of the United States or the National Guard, when ordered to military duty for training
or other purposes. This leave will not exceed two weeks per fiscal year.

E. COURT APPEARANCES/JURY DUTY:

You will be given leave with pay to serve jury duty. This will not be charged against your earned
vacation. You will be entitled to any juror’s pay, plus your regular ABC salary for this period. If you
are excused from jury duty early enough, you are expected to report to work.

If scheduled, you are expected to report to work on Saturday of the week of your jury duty. If you are
subpoenaed to appear in court as a witness, no leave is required.

EMPLOYEE BENEFITS
A, SALARY:
1. The Board’s policy is to pay salaries competitive with those in our community and in the

ABC industry, recognizing individual effort and contribution to the success of our
system. Each year the Board reviews salary information and determines overall salary
increases, including a merit pay range and applicable market adjustments. Annual salary
increases become effective July 1% of each vear.

2. You will be paid every other Friday. Several items will be deducted from your paycheck,
including: federal and state withholding taxes, social security, retirement, and dependent
coverage on life and health insurance. Other deductions may be made through payroll
deductions. Check with office staff to determine eligibility.

3. An individual’s pay is a personal matter. As a courtesy to you, we seal your paycheck in

an envelope. The assistant general manager or the general manager can answer questions
about salary policies and procedures.
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B. MERIT AWARDS:

A program of merit increases shall be developed whereby all employees are eligible for consideration
for merit salary increases based on meritorious work performance subject to Board appropriation of
funds. :

1. Eligibility-All employees having permanent status shall be eligible for consideration for
merit salary increase.

2. Salary Plan-An employee’s salary cannot be raised by merit increases to exceed the
maximum salary rate of the job classification assigned.

3. Performance gvaluation-Employees given consideration for meritorious increases shall, at
a minimum, be evaluated on meritorious work performance based on quality, quantity,
knowledge of work as measured by results, relationships with others, initiative and
application of time, and amount of guidance required.

C. CREDIT UNION:

As an employee of the Cumberland County ABC Board, you are eligible to become a member of the NC
State Employees” Credit Union. There are currently three locations in Fayetteville/Hope Mills: 3333 N
Main St, Hope Mills, 651 Executive Pl. and 4065 Sycamore Dairy Rd., Fayetteville.

D. VACATION:

1. Annual leave is accrued at the rate of
Years of Aggregate Workdays Earned Workdays Earned
Covered Service Each Month Each Year
Less than 2 years ¥ 9
2 through 4 vears 1 12
5 through 9 years 1% 15
10 through 14 years 1% 18
15 through 19 vears 1% 21
20 years and up 2 24
2. Annual leave may be accumulated without any applicable maximum until December 31,

of each calendar year. Leave accumulations over thirty (30) workdays shall be
transferred to sick leave on January 1.

3. The vacation season begins January 1™ of each year. Vacations must be planned in
advance. Store and warehouse employees must complete their vacation by November 15.
The employee’s immediate supervisor schedules vacations.

4, Other uses of vacation:
a. Medical appointments.
b. In lieu of sick leave.
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c. Absence from work for which pay would otherwise be deducted, with prior
approval of the general manager.

E.  SICK LEAVE:

1.

Sick leave is allotted to all full-time employees at the rate of one (1) day per
month/twelve days per year. Sick leave is accumulative. Sick leave may be used for:

a. Injury or illness that prevents you from performing your duties. However, an
employee may not use accumulated sick leave earned as an employee of the ABC
Board for an injury or accident sustained while engaged in outside employment.
Any such absence will be absence without pay.

b. Medical appointments.

Sick leave is a benefit granted to an employee for personal sickness or injury. Sick leave
may also be granted to an employee in the event of serious illness of a member of the
immediate family up to a maximum of five days. For the purpose of this policy, the
immediate family is defined as wife, husband, mother, father, son, daughter, mother-in-
law and father-in-law. Employees may not take sick leave to care for healthy children
while the other parent is confined because of illness or disability. In the event of an
emergency, if an employee must transport a member of the immediate family to a
medical facility, the employee’s time away from the job shall be counted as sick leave. If
an employee takes a member of the immediate family to a medical/dental appointment
that is considered routine, time spent away from the job shall be counted as annual leave.

Sick leave shall be accumulated by each full-time employee at the rate of one day per
month beginning with the first month of employment. Upon termination, no payment
will be made for unused sick leave. Upon retirement from active service, unused sick
leave will be used to determine additional retirement credits (refer to Local Govemmental
Employees’ Retirement System booklet).

The general manager and store manager are authorized to take all necessary steps to
prevent abuse of the sick leave policy. The general manager may require you to provide
a physician’s statement to verify illness. DO NOT ABUSE YOUR SICK LEAVE,

If you are absent on sick leave and miss a normal day off or your only Saturday off, this
will be granted in the following month.

You may be granted leave without pay when any other type of leave does not cover your
absence from work. Different situations that may result in leave without pay:

a. Sick leave without pay — for a disability due to illness or injury when all sick
leave and vacation leave is exhausted.

b. Military leave without pay — for periods of active duty with the Armed Forces of

the United States as a result of involuntary draft, or a period of one voluntary
enlistment not to exceed four years.
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c. . Absence without pay — for excused or unexcused absences from the job when no
other leave is in effect; such as leave for personal reasons or any other absences.

k. YOLUNTARY SHARED LEAVE PROGRAM

I.

10.

There are occurrences brought about by prolonged medical conditions that cause
employees to exhaust all available leave and therefore be placed on leave without pay. It
is recognized that such employees forced to go on leave without pay could be without
income at the most critical point in their work life. Tt is also recognized that employees
may wish to voluntarily donate some of their vacation leave so as to provide assistance to
another system employee. This policy provides an opportunity for employees to assist
another affected by a medical condition that requires absence from duty for a period of
time, resulting in possible loss of income due to lack of accumulated leave.

This policy and program will provide the opportunity for one employee to help another
on a one to one, personal basis. It does not permit “banking” of leave.

In cases of a prolonged medical condition, an employee may apply for or be nominated to
become a recipient of leave transferred from the vacation leave of another employee or
from the vacation or sick leave account of an immediate family member in the system.
For purposes of this policy; medical condition means medical condition of an employee
or a family member as defined by personnel policy of such employee that it is likely to
require an employee’s absence form duty for a prolonged period of time and to result in a
substantial loss of income to the employee due to limited leave in the employee’s leave
account. The intent of this policy is to allow one employee to assist another in case of a
crisis involving a prolonged medical condition. This policy is not intended to apply to
incidental, normal, short-term medical donations

The use of vacation or sick leave on a shared basis for any purpose other than that
specified in this policy is prohibited.

Participation in this program is limited to 1,040 hours, either continuously or if for the
same condition, on a recurring basis. However, Management may grant employee
continuation in the program month by month for a maximum of 2,080 hours, if
management would have otherwise granted leave without pay.

An employee on worker’s compensation leave who is drawing temporary total disability
compensation may be eligible to participate in this program. Use of donated leave under
the workers’ compensation program would be limited to use during the required waiting
period.

A family member donor may contribute vacation or sick leave.

A non-family member donor may contribute q_nly vacation leave,

Minimum amount of leave donated is (4) four hours.

Maximum amount of leave donated by you can be no more than your annual accrual rate

and must not reduce your vacation balance below one-half of your anmual vacation
accrual rate.
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G. PERSONAL LEAVE:

In the event of death in an employee’s family, personal leave with pay may be granted as follows:

Up to three (3) days for death of spouse, child, brother, sister, parent, parent-in-law or stepparent
(if stepparent actually parented the employee), grandparent, grandchild, brother-in-law, sister-in-
law.

H. GROUP LIFE, HEALTH. AND DENTAL INSURANCE:

1. Each full-time employee is eligible for group life, health, and dental insurance after 60
days of employment.

2. The Board provides and pays for a $25,000 life insurance policy for each full-time
employee. '

3. A group health insurance policy is provided at no cost to each full-time employee. If the

employee desires to include a spouse/dependent(s) in the health policy, he/she must pay
the additional premium cost through payroll deduction. Dependent coverage premiums
are covered under the Board’s Section 125 — meaning you will not pay taxes on the
premium cost.

L RETIREMENT PROGRAMS:

The ABC Board belongs to a retirement program that will provide career employees with a retirement
income. Detailed information regarding the governmental retirement plan is available in the booklet
entitled “Your Retirement Benefits”, available at the administrative office. The entire booklet can be
accessed from the state’s web site. (http://www.treasurer.state.nc.us)

The ABC Board is a member of the 401(k) Supplemental Retirement Income Plan of North Carolina
and, as such, this plan is available to all full-time employees. An employee may contribute to his/her
401(k) plan beginning the first month of employment. The ABC Board will contribute five (5) percent
of each employee’s gross pay to the plan. An employee may elect to contribute to his/her account
within the plan in addition to the employer’s contribution.

J. INSURANCE COVERAGE POLICY — RETIREMENT:

As of October 1, 2003, if an employee retires from the ABC Board and the North Carolina Local
Government Retirement System with at least 20 years of service with the ABC Board, the employee
may simultaneously elect to continue to be covered under the ABC Board’s health insurance plan until
he/she becomes eligible for Medicare and will no longer be covered under the ABC Board’s health
insurance plan. Each electing eligible retiree shall pay for the cost of continued participation in the
health insurance plan provided by the ABC Board.

K. WORKERS’ COMPENSATION:

The Cumberland County ABC Board employees are fully covered under the workers® compensation
laws, which provide payment for lost time and medical attention at the ABC Board’s expense if you
have an accident or contract an occupational disease. If you are injured on the job, notify your
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supervisor immediately. The responsibility of claiming compensation lies with you. The supervisor will
notify the administrative office supplying full details of the injury within 24 hours. By law, reports must
be filed within five (5) days.

L. PAID HOLIDAYS:

New Year’s Day Memorial Day Thanksgiving Day
Martin L. King, Jr. B’Day Independence Day Christmas Day
President’s Day Labor Day *December 26
Easter Monday Veteran’s Day

Managers should schedule all full-time staff to work on the “open for business” day(s) (stores are open)
prior to a holiday. The store manager and the general manager must approve all exceptions.

If a holiday falls on a full time clerk’s regularly scheduled day off, the employee will be given another
day off during the week of the holiday. A manager can take the day at his discretion if his is covered.

If Veterans Day falls on a Friday or Saturday, another day will be substituted for store employees as the
Holiday off, which will be given on a Thursday or Monday of that pay period.

*Our ABC stores will close at 6:00 PM on Christmas Eve. The number of days given off for Christmas
holidays will be determined each year. It is not in the best interest of the citizens of Cumberland County
for the ABC stores to be closed longer than two days at one time; therefore, Christmas holidays will be
determined each year.

M. BIRTHDAY:

Each employee is permitted unpaid leave on their birthday, provided that the employee’s birthday does
not fall on a Sunday or on a regularly scheduled day off.

Updated 06-19-09
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Local ABC System
Compensation and Benefils Survey
Pleage Returm on or before December 1, 2008
To Laurie Les, NC ABC Commission
4307 Mail Service Center, Raleigh NC, 27699

Name of 88C System cc{ KA TH € ey ,u;;/ yirde gz

ABC Empleyees )
1. How many employees does yvour ABC system have? full-lime 7 part-time _ o
other _ 3 _SeNsoi/Ae  sidy — Sépmrrgen

2. What are the names, titles, fotal annual compensatlon {salaries plus bonuses), benefits
(410(k), hesith, retirement, other) and hire date for the 5 most highly paid employees of
your system for the following periods:

Fiscal Yoar 2@09 {Jui /g é@ﬁﬁ - June 30, 2008} < .

NAME _ DAvid L b5 TITLE D LSl Sont

SALARYS & YG§3 % BONUSS 239 < BENEFITS Ves_%NowHERE DATE 2/os/t0
MNAME tﬁt e {(a; = Z..mumg T TITLE /ﬁ%’ﬁ'}m‘f” § o g g viTe )
SALARYS 25, Y% BONUS S & 7% BENEFITS Yes X No__ HIRE DATE. o) /2572t 2
NAME__Chwese T apyr TLE SRt Mo seern

SALARYS. 2€, 5¥-A _BONUSS$ 3 ¢35 BENEFITS YesX No__HIRE DATE_¢ /04 /03
NAME_ Kjm  Ampéose  TimE_ Sroae fiae seee-

SALARYS 27, /e[ %= BONUSS$_5/7 %  BENEFITS Yes iNo_ HIRE DATE, §]74] toua
NAME_ Jabe L7 ppsey TTLE  ST2AASE fanmedt-

SALARYS_OC j44 °. _BONUS$.40/ 8¢ BENEFITS Yes X No_ HIRE DATE_¢ Joé Je s

Fiscal Year 2098 {Juf /z 1, 2007 — Juna 30, 2008) .

NAME ___ Daid A Cocins TTLE O w fert yiSe £

SALARYS &/5¢¢  BONUSS, 1235 BENEFITS Yes;ma HIREDATE 2 [ Jax
NAME _ slichere e { pucss i e s I A Za K E
SALARYS 38 12 BONUSS (98 __ BENEFITS Yes g{_No Hi E DATE /570
NAME_ Clucie Jtasrrr TME__ ST2es  flHow e
SALARYS 22¢ 75  BONUSS, €22 BENEFITS Yes A\ No__HIRE DATE_& J0¢ s
NAME J ,f}f% BlKE e S7eke Mo seor

SALARYS 25 S8 BONUS S, ¢jre BENEFITS Yes X No,_HIRE DATE, G /jo/2¢2

NAME__J A é,ﬁ./ﬁf;ﬁ:}/ TITLE S 7hes M e
& /e St

SALARYS__ 250 70— BONUS $.58 192 BENEFITS Yesx Mo_ HIRE DATE_

Fiscal ‘!ear 2007 {Ju@y 2006 ~ .june 30, 2007) -
NAME__ Dévidl /(::f{ s AR TITLE 3 ‘*WC“&‘“ Serat
SALARYS. ¥ ,w ----- BONUS $_#// 5E5__ BENEFITS Yos ¢ No. HIRE DATE_ 3 /ar/i.2

RNAME fi/“l/? cﬁf-fu il éﬂ?ﬂfﬁf Tt‘ﬂ‘z TITLE % CiFT 5’.«,@_ ﬂ,;lg,«,,{/y.&a ,«(.
SALARYS 5 2, L9&%~ BONUSS ¢ ¢~ _ BENEFITS YesANo_ HIRE DATE ¢ 2/ 25 /0 2.




NAME
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Tope {TadsEy e Sipee Mo A

SALARYS L2, 35T BONUS §/ 54 G 7w
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4.

10.

11.

12,

13.

14.

Submitted by Name

BENEFITS Yes,g,NomHBRE DATE_ @ ,{%Af
Please attach a list of the benefits you pay to your 5 highest paid employees.

List the names of vour board members and their annygl board compensation for Fiscagl,
Year 2009 i & 4 neccss & ey ChA wamir - /S EC Hormee iz RaP ey

e p s, 1200 5 i Blyeas-71240 Vg 1 esRen, B 240

Fizcal Year 2008 ,
S A5 e SN

Fiscal Year 2007 —
St g A% Hhe e

Da your board members receive insurance or retirement benefits? Yes No_*_ff

yes, what are they?

Do your board members receive other compensation for their service Yes No_ A
-1 s0, what?

Do you have a travel policy for board members/employees? Yes ___ No _A\If yes, when

was i instituted? Please attach a copy. C Jay Fp. iifw;“rg & AT Bl ( :_/yg”;ﬁ)
Trenven do Boped sticeiiHs :

Do you have an ethics policy in place for board members/employees? Yes . No X i

yes, when was it instifuted? Please attach a copy.

Does your ethics 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 membersfemployees? Yes Mo __2}
if yes, when was it instituted? Please attach a copy.

Do you have a standard process for selfing salary and compensation ranges for ABC
erployees? Yes A No ___If yes, when was it instituted? 203 Pleass attach 3 Copy.

Do you pay a car allowance for board membersfemployees? Yes X No _ if 50, how
much is it per year total and who receives it? _ Sugetnisen - "E oo (Tae. phest /60 ""“)
f%}"f}“” _S((;»é?‘aﬁ e fg’ég&i { Fre. Pfa:‘:u;vt—/c’wa -~
For your individual board members (and family members if applicable) what was the total
travel expense paid or reimburse Egorg zig sources, public and private for ABC-related
functions in Fiscal Year 20097 L8 = ‘
y‘('g?—,/ - M,&‘m Titla: %WW Uate: /4 / 5-’13”/3‘*9?’




Currituck County ABC Board Minutes

Auvgust 4, 2003

eting called to order at 10:00AM in the ABC Board Supervisor office at 6664
atoke Hwy., Grandy, NC. Present are Mr. H.L. Waterfield, Chairman; Mr. W.E.
is, member; Mr. Woodrow Williams, member.,

Business:

rofit distribution: Board approves reverting to the original distribution of 85% to
unty and 15% to remain with ABC system. This will be effective on the 1st quarter
03-04 distribution. The current balance in the Savings/Building Fund will remain to
sed for capital improvement project planned for Grandy Store.

Grandy Project update-No movement has taken place. Bissell is siow to return calls.
d directs Supervisor to take action necessary 1o move the project along.

New accountant-Board members direct supervisor to discuss with the accounting firm
es related to their cost of services, the time frames expected for audit reports and
port to be expected from them relating to supervisor accounting duties.

Employee salary increases-Board is presented with salary schedule for NC State
ployees with job descriptions similar to those of ABC employees. Rationale for
pting a schedule with Pay Grades and Steps is presented by the Supervisor. While not
epting the full schedule of salaries, the board approves individual increases that will
¢ the ABC employees on the same pay level as state employees with similar job
ies. Store managers in Grandy and Moyock will have starting salaries between
A418.00 and 19,339.00; clerks will have a starting salary of at least $17,692.00. Store
nager and assistant store manager in Corolla will have starting salaries of at least
,7196.00 and 20,305.00, respectively. The Assistant Supervisor position will have a
g salary of at least $22,279.95. The Board approves Supervisor salary of $36,000.
se increases will result in yearly payroll increase of approximately $30, 000. The
rd will consider these increases and give final approval if year-end audit report has
srable numbers. Tentative effective date of pay increase will be October 1, 2003.

ew vehicle-New vehicle quote is presented to Board members. Courtesy Ford has
am that deals with local government entities. Using their program, a cost of $35,000
ord Super DutyF550 complete with 14ft cargo box is given. Board approves
diture for new vehicle.




Currituck County ABC Board Minutes

October 13, 2003

ng called to order at 10:00AM in the ABC Board Supervisor office at 6664
mtoke Hwy., Grandy, NC. Present are Mr. H.L. Waterfield, Chairman; Mr. W.E.
is, member; Mr. Woodrow Williams, member.

usiness:

Accounting update: Discussed with the Board the meeting held with the new
tant, Moss & Associates. That meeting was held on October 10, 2003 with Board
ers Davis and Williams present. The purpose of the meeting was to discuss the

! audit report and any changes that need to be made to it. Mr, Sean Moss and his
iate, Ms.Yvette Konstanzer presented their plan to upgrade the reports to current
uoting standards.  They are familiar with the accounting program used by the
srvisor and will assist in getting the numbers generated by the ABC office and the
ers they generate on their audits to match. It was explained that this is an ongoing
ss that will reflect in the numbers coming closer over a period of time. It was the
& of the accounting firm that, based on the annual audit, substantial pay increases
ild not result in a negative profit.

e Board is refreshed with information regarding salary increases that will make the
C Board employee salaries competitive with NC State employees. The Board votes to
se ABC employee salaries as presented in the September Board meeting. These
eases are to be effective in the current pay period (October 2003).

Sales update-One week of sales lost due to Hurricane Isabelle. Declaration of
rgency in the county required closure of ABC stores in this county. Otherwise, there
1o physical damage to any of the stores.

New vehicle is ready for delivery. Final cost is $34,376.00. Funds to be transferred
“Savings” account to “Checking” account for this purchase. Board approves taking
ery and payment in full for the vehicle. Board authorizes sale of old vehicle (“for
t it is worth™).

issell has lost survey data and will have to repeat the physical survey.

Business

Board discusses need for additional computer for Supervisor’s office. Ideally, this
ld be a portable computer that the supervisor can take to each store as needed. In the
fire expansion, this portable computer will serve as an additional work station as well.
computer will back up the accounting data on the main computer. Board approves

nditure of $3,000.00(+/-$500.00) for portable computer.




Employee Positions and Pay Grades
October 2007 State Salary Plan

00361 SALES CLERK | 50 22,067 27,029
00362 SALES CLERK I 53 22,067 30,083
00365 SALES MANAGER | 56 22,238 33,657
00366 SALES MANAGER | 58 23,761 36,236
00367 SALES MANAGER 1l 61 26,444 40,797
01541 BUSINESS OFFICER | 73 41,687 68,613
01542 BUSINESS OFFICER i 75 45 387 75,209
01543 BUSINESS OFFICER I 77 49,577 82,424
01544 BUSINESS OFFICER IV 80 56,710 94,675

Currituck County ABC Board Job Classifications and Salary Schedule (eff 7/01/08)
Effective July 1, 2009, salary was increased 2% over 2008. Employee stays at same
grade and step with 2% increase.

Sales Clerk I Pay Grade 50 Step 1 $22067.00
Step 2 23170.35
Step 3 24328.87
Step 4 25545.32
Step 5 26822.59
Sales Clerk 11 Pay Grade 53 Step | $22067.00
Step 2 23170.35
Step 3 24328.87
Step 4 2554532
Step 5 26822.59
Step 6 28163.72
Step 7 29571.91
Sales Manager | Pay Grade 56 Step 1 $22238.00
Step 2 23349.90
Step 3 24517.40
Step 4 25743.27
Step 5 27030.44
Step 6 28381.97
Step 7 29801.07
Step 8 31291.13
Step 9 32855.69

Step 10 34498.48



Sales Manager IT Pay Grade 58 Step 1 $23761.00

Step 2 24949.05
Step 3 26196.51
Step 4 27506.34
Step 5 28881.66
Step 6 30325.75
Step 7 31842.04
Step 8 33434.15
Step 9 35105.86
Step 10 36861.16
Sales Manager 111 Pay Grade 61 Step 1 526444 .00
Step 2 27766.20
Step 3 29154.51
Step 4 30612.24
Step S 32142.86
Step 6 33750.01
Step 7 35437.51
Step 8 37209.39
Step 9 39069.86
Step 10 41023.36
Business Officer I Pay grade 73 Step | $41687.00
Step 2 43771.35
Step 3 45959.92
Step 4 48257.92
Step 5 50670.82
Step 6 53204.37
Step 7 55864.59
Step 8 58657.82
Step 9 61590.72
Step 10 64670.26
Business Officer II Pay Grade 75  Step 1 $45387.00
Step 2 47656.35
Step 3 50039.17
Step 4 52541.13
Step 5 55168.19
Step 6 57926.60
Step 7 60822.93
Step 8 63864.08

Step 9 67057.29



NC 00361
OSP 6/64

SALES CLERK |

NATURE OF WORK

This is sales work in a bookstore, soda fountain, snack bar, or supply store. Employees are responsible
for displaying merchandise, making sales to customers and assisting in taking inventories of stock.
Work is performed under the general supervision of a higher level sales clerk or sales manager.

ILLUSTRATIVE EXAMPLES OF WORK

Displays, explains: and sells merchandise to customers.

Operates cash register and makes change for merchandise sold.

Cares for stock on, sales floor: places new merchandise on shelves, racks, or stands, keeps stock
orderly and dusted

Informs supervisor of shortages as they occur and covers or removes stock from counters at night.
Assists other clerks in marking merchandise and in taking inventory of stock.

Performs related work as required.

KNOWLEDGES SKLLLS AND ABILITIES

Some knowledge of the functions of a retai store.
Ability to deal effectively with academic personnel, students, and other personnel
Skill in adding, subtracting, and making change.

ACCEPTABLE TRAINING AND EXPERIENCE

Compietion of the eight grade.

Special Note: This is a generalized representation of positions in this class and is not intended to
identify essential functions per ADA. Examples of work are primarily essential functions of the majority
of positions, but may not be applicable to all positions.



Store Clerk

Physical Demands-You must be able to bend, stoop, reach, stretch and lift boxes weighing up to
50 ibs. You will stack and sort boxes weighing up to 50 lbs. You will walk through aisles of
boxes and also aisles of shelving stocked with breakable items. You will stock items on shelving.
Occasionally, you will be required to assist in offloading a truck.

a) Each new employee will complete a training period with an experienced employee to
learn the basic functions of store operations, cash register procedures and inventory control and
management.

b) Each clerk will be given an operating cash fund of one thousand dollars a locked
security bag, combination to the safe, and keys to the store. The employee will sign a notice of
receipt and will at that time become entirety responsible for all of the items.

¢) Each clerk will serve all customers in a polite, courteous, helpful and timely manner.

d) Each clerk will be responsible for the decision to sell alcohol to underage or
intoxicated persons. Should this happen you will be held accountable for any damages or fines
this action may cause.... when in doubt ..card the person or refuse to sell to them and never be
afraid to call the police. If you do have any doubt try to get the license plate number and have a
description of the parties and vehicle for dispatch when you call.

e) Each clerk will maintain an acceptable appearance and attire themselves in clean and
proper clothes.

f) Each clerk will be responsible for keeping the store, office, warehouse, windows and

bathroom clean. This includes, but is not limited to:

1} Vacuum the store everyday.

2) Clean and stock bottles everyday.

3) Keep bottles fronted after every sale, if able.

4) Clean doors and/or windows of handprints, bird droppings,
sipper webs, etc.

5) Complete all required daily, weekly and monthly paperwork
that becomes due on your shift.

6) Make daily deposits of cash received.

7) At no time will an employee smoke in the showroom.,

8) At no time will an employee eat or drink in the showroom.

9) At no time will an employee talk on the phone while waiting
on a customer unless it is a technical support issue.

10) At no time will an employee have friends or family loitering
in the store or showroom.

11) At no time will an employee have children come to work
with them unless approved by the supervisor,

For personal safety and security reasons, employees are not to discuss ABC financial data with
persons outside the ABC system. This includes, but is not limited to, cash on hand information,
daily sales and receipts information, information pertaining to daily deposit routines, times,
locations and amounts.



NC 00385
OSP 2/68

SALES MANAGER i

NATURE OF WORK

This is supervisory sales work in managing a small retail outlet in a state college, institution, or other
facility,

Employees exercise some independence in supervising a small group of sales clerks engaged in
selling snacks and other miscellaneous items, Work is evaluated primarily on the basis of patrol
satisfaction and is performed under administrative supervision in accordance with established policies
for efficient operation.

ILLUSTRATIVE EXAMPLES OF WORK

Supervises and assists sales, clerks in selling items: keeping facilities clean and attractive, taking
inventory, and otherwise performing the duties of a sales clerk,

Orders, receives verities amounts, and arranges for sale of a number of prepared and packaged items
including sandwiches, ice cream, soft drinks, doughnuts, cookies, candy, tobacco products, pastries,
and student supplies,

Selects sales clerks and trains them in the performance of their duty.

Maintains a written record of all purchases made and items received.

Counts days receipts and turns in all cases and reports at the close of each day,

Makes a detailed inventory of all stock periodically and prepares and submits a written report,
Performs related work as required.

KNOWLEDGES, SKILLS. AND ABILITIES

General knowledge of ere methods of storing and exhibiting a variety of prepared food items, packaged
goods; supplies; beverages, arid sundry items,

General knowledge of the basis rood handling practices and sanitation requirements.

Ability to train and supervise a group of lower levet employees engaged in selling a variety of items,
Ability to maintain accurate records of materials received and sold and of cash received.

ACCEPTABLE TRAINING AND EXPERIENCE

Graduation from high school and three years experience as a sales clerk; or an equivalent combination
of training and experience.

Special Note: This is a generalized representation of positions in this class and is not intended to
identify essential functions per ADA. Examples of work are primarily essential functions of the majority
of positions, but may not be applicable to all positions.



Store Manager

1) The store manager is responsible for the duties of clerking as well
as, but not limited to the following:

a) Provide supervisor with monthly order.
b) Maintain inventory and do a full and complete count every
two months.
b) Maintain and order necessary store supplies.
¢) Train and/or instruct clerks on operations and procedures and
report any problems to the supervisor.
d) Is present for any load received by your store.
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SALES MANAGER II

NATURE OF WORK

This is supervisory sales work in managing a large snack bar or a medium sized student suppiy or book
store in a state college, institution, or other facility.

Employees exercise considerable independence in supervising a large group of sales clerks engaged
in selling snacks and other miscellaneous items, or in supervising the purchase, sale, and rentaj of
course textbooks and other resource materials. Work is evaluated primarily on the basis of patron
satisfaction and is performed under administrative supervision and in accordance with established
policies for efficient operation,

ILLUSTRATIVE EXAMPLES OF WORK

Supervises a large number of sales clerks in selling items, keeping facilities clean and attractive, and
taking inventory,

Orders, receives, verifies amounts, and arranges for sate of a number of prepared and packaged items
including sandwiches, ice cream, soft drinks, doughnuts, cockies, candy, tobacco, pastries: and student
supplies.

Selects sales clerks and frains them in the performance of their duties,

Maintains a written record of all purchases made and items received.

Counts day receipts and turns in all cash reports at the close of each day.

Grders, displays, and seils books for student courses.

Distributes and collects rentai books.

Makes a detailed inventory of all stock periodically and prepares and submits a written report

Performs related work as required

KNOWLEDGES, SKILLS, AND ABILITIES

Considerable knowledge of the methods of storing and exhibiting a variety of prepared food items:
packaged goods, supplies; beverages; and sundry items.

Considerable knowledge of the basic food handing practices and sanitation requirements.

Ability to train and supervise a group of lower level employees engaged in selling a variety of items.
Ability to maintain accurate records of material received and sold and of cash received.

ACCEPTABLE TRAINING AND EXPERIENCE

Graduation from high school and four years experience in sales clerk work, including one year in a
supervisory capacity or an equivalent combination of training and experience.

Special Note: This is a generalized representation of positions in this class and is not intended to
identify essential functions per ADA. Examples of work are primarily essential functions of the majority
of positions, but may not be applicable to all positions.
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SALES MANAGER it

DESCRIPTION OF WORK

This is supervisory work in managing a major division of a large student supply store.

Employees serve as supervisors responsible for directing and organizing a staff of sales personnel
engaged in selling, displaying, and stocking general merchandise or books in a student supply store.
Work in this class is distinguished from that found in the Sales Manager Il class by greater size and
complexity of assigned area, decision-making authority, and independence of action. In comparison to
the Supply Store Manager | class, this class has a more limited role in purchasing, pricing, and other
related merchandising functions along with less overall managerial responsibility. Work is performed
under the general supervision of a Supply Store Manager.

EXAMPLES OF DUTIES PERFORMED

Supervises a large staff of sales personnel in the daily operation of the department.
Supervises the receiving, stocking, and displaying of merchandise.

Advises on the buying needs of the department.

Makes a detailed inventory of all stock periodically and prepares a written report.
Selects, trains, and schedules sales personnel,

Approves and follows through on special customer orders.

Receives and responds to customer complaints.

Performs related work as required.

RECRUITMENT STANDARDS

Knowledges, Skills, and Abilities

Thorough knowledge of the methods of storing and displaying a large variety of sales items, such as
supplies, office equipment, clothing, gifts, and books.

Some knowledge of effective supervisory practice and ability to supervise and frain sales personnel.
Ability to develop maximum and minimum inventory levels and to maintain accurate records of
materials received and sold.

Minimum Training and Experience

Completion of high schoof and two years of supervisory experience in retail sales, including inventory
control; or an equivalent combination of training and experience.

Special Note: This is a generalized representation of positions in this class and is not intended to
identify essential functions per ADA., Examples of work are primarily essential functions of the majority
of positions, but may not be appiicable to all positions.



Assistant Supervisor

The position of assistant supervisor will report directly to the Supervisor. Primarily, the
assistant supervisor will be familiar and proficient with "back office” operations, to
include software used for inventory control, software used for accounts payable and
payroll. The individual in this position will be able to perform the duties of supervisor in
the supervisor's absence. Generally, this position will assist the county supervisor in
inventory management, store management and personnel training, The individual in this
position will be familiar with all aspects of store operations and will be able to fill in at
the store level when necessary. This will be an entry-level management position. Itis a
salaried position and no overtime will be authorized. The working hours will generally
be during store operating hours. The supervisor and Assistant Supervisor will share
weekend duties. Following are specific examples of some tasks to be performed by the
assistant supervisor:

1) Receive "in-house" training and become proficient in the inventory control and
accounting software. The expected level of proficiency will be such to allow the
assistant to fill in during any absence of the supervisor.

2) Provide coverage for store personnel in event of illness, vacations, etc.

3) Assist supervisor in taking physical inventory of all stores on a regularly scheduled
basis.

4) Assist store managers in expanding inventory in a methodical fashion and ensure new
items reach the shelves.

5) Assist store managers in working up orders.

6) Assist supervisor in the offloading of deliveries and distribution of product to stores.

7) Manage mixed beverage sales in all stores that are set up for this type of sales. This
may include training appropriate personnel, assisting store personmnel in processing
mixed beverage orders, maintaining positive working relationships with - mixed
beverage customers.

8) Ensure that established policies and procedures are being followed system wide.

9) Ensure that adequate office supplies are on hand, for stores and office.

This is not an inclusive list. Other duties may be assigned that are not included in this
list. '



NC 01541
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BUSINESS OFFICER |

NATURE OF WORK

This is administrative work as business manager of a small state institution or agency or as assistant
business manager in a large state institution.

Employees have responsibilities for the organization and supervision of fiscal and budgetary
operations, personnel administration, purchasing, auxiliary enterprises, physical plant operations, and
other manageriai functions with variations fitting the size, organization, physical layout, and type of
institution or agency. Assignments in this class are in hospitals, educational institutions and the smaller
state agencies, and employees work independently under the general supervision of higher level
administrative officials.

ILLUSTRATIVE EXAMPLES OF WORK

Directs and supervises the maintenance of institution accounts; assists in preparing budget estimates;
deposits incoming monies, approves all checks and vouchers; prepares requests for quarterly
allotments and requisitions for funds.

Determines needs and approves requisitions for all supplies, equipment and repairs; supervises
general storage warehouse; signs requests for bids and opens bids; supervises the preparation of
purchase orders; confers with storekeepers, housekeepers, and dietitians regarding current supplies
and future requirements; interviews salesmen.

inspects physical plant; confers with architects, contractors, and state officials concemning permanent
improvements; checks buildings for repairs; approves all work orders.

Analyzes problems relating to state programs for the blind and makes recommendations for new or
revised procedures {o division supervisors,

Recruits and assigns personnel; interprets state personnel policies; maintains personnel records;
prepares payroils.

Performs related work as required.

KNCGWLEDGES, SKILLS AND ABILITIES

Considerable knowledge of the principles and practices of public and business administration.
Considerable knowledge of modern office procedures, practices, and equipment.

General knowledge of personnel, purchasing, and accounting practices and procedures.

Ability to pian and direct fiscal and business services.

Ability to establish and maintain effective working relationships with associates, other state officials,
and the general public,

ACCEPTABLE TRAINING AND EXPERIENCE

Graduation from a four-year college or university, preferably with a major in business, public, or hospital
administration, and four years administrative experience involving participation in the planning and
management of a business or governmental program; or an equivalent combination of training and
experience.

Special Note - This is a generalized representation of positions in this class and is not intended to
identify essential functions per ADA. Examples of work are primarily essential functions of the majority
of positions in this class, but may not be applicable to all positions.



Currituck County ABC Board Emplovee Evaluations

The Currituck ABC Board has adopted a plan for providing annual employee evaluations.
These evaluations will be performed at the end of a new employee’s 6 month probation
period and then annually thereafter, on the employee’s anniversary date of hire. The
evaluation will rate the job performance of store employees. These performance rating
may assist the Board in making decisions regarding suitability for continued employment,
pay raises and job promotions.

The store employees will be rated on a scale from “Excellent” to “Inadequate”. These
ratings will measure how well the employee performs the job duties assigned, whether
the employee needs prompting to perform the duties and whether the employee requires
supervision when performing the assigned duties. This rating scale assumes that the
employee has received proper training and assumes the employee has requested
additional training if they do not understand their duties.

The job duties on which the employees will be rated will include, but will not be limited
to the following areas: Storekeeping, Customer Service and Store Operations.

Storekeeping: Cleanliness (inside and outside); all shelves fully stocked at all times; new
products put out promptly.

Customer Service: Courtesy; promptness in response to customers; helpfulness; check
ID and verifies age when proper; refuses sales when appropriate.

Store Operations: Accuracy of daily reports and deposits; Inventory control; Ordering
(main and off month orders); additional tasks such as weekly alarm system checks; store
supply orders; etc.

The ABC supervisor will be responsible for performing the employee evaluations. The
evaluations are to be done annually, except for the 6 month evaluation for new
employees. The Supervisor will meet individually with the employee and discuss the
current evaluations. The employee may respond to the evaluation, in writing, within 14
days following the evaluation. Unresolved issues pertaining to the evaluation may be
discussed with the ABC Board after filing a written request with the Supervisor. The
Employee Evaluation will become a part of the employee’s personnel file.
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Currituck County ABC Board
Employee Benefits Summary

Retirement—Currituck County ABC Board is part of the Local Government Employees
Retirement System. Employer contribution is currently 4.8% of employee gross pay.
Employee pays 6.0% and are “vested” after 5 years. (Refer to LGERS handbook)

Health Insurance—Currituck County ABC Board currently pays the total premium for
full time, permanent employees. Current cost is approximately $630.00 per employee
and this includes medical, dental, vision and life/accidental death benefits. Employees
are responsible for any family coverage additions.

Eligible retiree healthcare insurance—Minimum of 20 years creditable service, the last 10
of which must be with Currituck County ABC board. Coverage from age of retirement
(62 years) to age of Medicare coverage (65 years).

Vacation—1 week after 1 year employment;

2 weeks after 2 years of employment;

3 weeks after 15 years of employment.
Employees may be paid for vacation time, but vacation time may not be accrued year to
year.

Sick Leave~—7 days annually to year 1 to 5, then 12 days annually. Time is allowed to
accrue and may be used for “Creditable Service™ toward retirement benefits. (Refer to
LGERS handbook) Employees will not be paid for unused sick leave,

Extended illness—when all sick leave is used, employee will receive two-thirds pay per
month, for each year of service with a maximum of 6 months. If employee cannot return
to work after this period of time, employment will be terminated.

Bereavement—For use with immediate family members only.



8 February 1984

Meeting called to order 7:00 PM, Movock, N.C,

Memberss E, F. Humphries
H. L. Waterfield
W, E, Davis, Jr,

Discussed Financial Statement and related items,

There is now $10,982,00 in Building Fund. Motion was made and
seconded to pay $7,500.00 on Moyock Store loan leaving a balance
of $20,000,00, Motion passed.

Motion was made and seconded to bring the Currituck County ABC Foard
Enmployees into the Local Government Employee“s Retirement System.
Motion passed,

Discussed havelng a fence erected between the Trailer Park next
door and the ABC Store. Tabled.

- There being no further business meeting adjourned 9:30 PM,
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W, WILLIAMS, Jr., Chairman
H L. WATERFIGLD
W. E. DAVIS, Jr.,

Currituck County A. B. C. Board

P. O. Box 248
MOYOCK, N.C. 27958

STANDARD OPERATING FROCEDURE # 2 1 July 1892
-SUBJEC?i Vacations

1. Personnel will be authorized vacaticn acecording to the

following schedulet
a. 1 weel vacation after lst year of employment,
b, 2 weeks vacation after 2 years of employment,
¢, 3 vweeks vacation after 15 years of employment.

2. Personnel will inform the supervisor of their intention of
taking vacation wlth as much notlce as possible, however, at least
2 weeks notice will be required to insure the request can be granted,

3. Personnel may be paid for their vacation time in lieu of
taking vacation,
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W. WILLIAMS, Jr., Chairman
H. L. WATERFIELD

W. E. DAVIS, Jr.
Currituck County A. B. C. Board
P. O. Box 248
MOYOCK, N.C. 27958
STAKDARD OPERATING PROCEDURE # 1 1 January 1998

SUBJECTs Sick Leave

‘1. Effective 1 July 1992, sll personnel employed by the Board with
over 5 years service will be granted 12 working days of eick leave, in
addition, personnel will accrue 7 working days of sick leave each year
hereafter,

2, 8Sick leeve ﬁay be accrued from year to year and used as service
time toward retirement at the rate of 20 days sick leave or portion there-
of: equal® ) month's additional service time toward retirement, example
41 days of sick leave equals 2 months service toward retirement,

3. Sick leave may also be used as bereavement leave for members of the
immediate famlly - grandparent, perent, spouse, child, grandehild, brother
sister, mother-in-law, father-in-law, son-in-law, dauvghter-in<law, sister-
in-law or brother-in-law.

L, The supervisor reserves the right to require verification of sick
leave, regardless of the number of days,taken, when circumstances warrant,

5. In the event of an extended illness, and when all sick leave has
been used the employee will go on two thirds P2y per monih for each
year of 'service for a maximum 6 months A4 the end of this period
employment will be terminated.

6. A record of sick and bereavement leave will be kept by the
supervisor and m;y be reviewed by the employee at any time.

7. Any problems eoncerning sick or bereavement leave will be resolved

by the Board,
APPROVED}




Currituck ABC Board Minutes
August 9, 2004

ard Members present: Mr. Charles Eley, Chairman; Mr. W E. Davis; Mr. Woodrow
iliams, Jr.; Mr. Donny Jones

d Business -
Update regarding Grandy expansion project. Site plan accepted by County planning
nt. Variance hearing regarding number of required parking places is pending.

ew Business

New Board member appointment. Mr. Donny Jones, appointed by County Manager to
itial 1 year term on the Currituck county ABC Board, effective July 2004. Mr. Jones
presents the Poplar Branch Township area of the County.

ABC Supervisor suggests employee pay increase of 4%. This is equal to 1 step on the
ate pay scale. Motion made by Mr. Williams to increase employee pay by 1 step (4%
proximate). Discussion: Next year, employee increases are to be merit based, Le.

ed upon job performance. Supervisor is to evaluate job performance of each

nployee on their anniversary date. Current salary increase to be effective retroactive to
igust 1, 2004. Motion second and passed by majority.

Health insurance coverage for qualifying retirees. Mr, Williams points out that current
iployees with long local government service histories currently have no health

verage from retirement until Medicare begins. To address this issue with ABC
ployees, it is suggested that employees with at least 20 years of service with any Local
pvernment entity be provided with ongoing health insurance coverage from the

irement age of 62 years until the age of Medicare coverage, currently 65 years.

fotion made by Mr. Davis: ABC Board to provide health insurance coverage for

igible retirees from the Currituck County ABC system. Eligible retirees are those age
 years with 20 or more years of service with any Local Government and/or State
pvernment entity, the last 10 of which must be with Currituck ABC Board. Insurance
werage will be from the age of retirement, 62 years, to the age of Medicare coverage,
ears. Discussion of costs, the number of potential employees that might qualify, etc.
lere is one current employee that may qualify for this benefit. The monthly cost for
rance is approximately $500.00 Second made by Mr. Williams; Passed by majority
ote. This motion to be made part of employee manual, benefits section.

les update—4™ quarter sales and July sales.

feeting adjourned.

3
- £
3




