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ARTICLE I. GENERAL PROVISIONS

Section 1. Purpose of this Policy

It is the purpose of this policy and the rules and regulations set forth to establish a fair and uniform system
of personnel administration for all employees of the City under the supervision of the City Manager. This
policy is established under authority of Chapter 160A, Article 7, of the General Statues of North Carolina.

Section 2. At Will Employment

The City of Elizabeth City is an at-will employer. No employee, office or representative of the City has
the authority to grant any employee contractual rights of employment or alter, amend, or contradict other
provisions in this policy. Any exception to this policy or “at will” employment must be expressly
authorized in writing, approved by City Council, and executed by the officers designated by City Council.
Nothing in this policy creates an employment contract or term between the City and its employees. None
of the benefits or policies set forth in these policies is intended, because of their publication, to confer any
rights or privileges upon employees or entitle them to be or remain employed by the City.

These personnel policies are not a binding contract, but merely a set of guidelines for the implementation
of personnel policies. The City explicitly reserves the right to modify any of the provisions of this policy
at any time and without notice to employees.

Notwithstanding any of the provisions within this policy, employment may be terminated at any time
either by the employee or by the City, with or without cause and with or without advance notice.

Section 3. Merit Principle

All appointments and promotions shall be made solely on the basis of merit. Decisions regarding
appointments and promotions are within the City’s discretion. All positions requiring the performance of
the same duties and fulfillment of the same responsibilities shall be assigned to the same class and the
same salary range. No applicant for employment or employee shall be deprived of employment
opportunities or otherwise adversely affected as an employee because of such individual’s race, color,
religion, sex, national origin, sexual orientation, political affiliation, marital status, non-disqualifying
disability, genetic information, veteran status, age, or on the basis of actual or perceived gender identity or
expression.

Section 4. Responsibilities of City Council

The City Council shall be responsible for establishing and approving personnel policies, the position
classification and pay plan, and may change the policies and benefits as necessary. They also shall make
and confirm appointments when so specified by the General Statutes.

Section 5. Responsibilities of the City Manager

As the chief executive officer, the City Manager is the Director of the administrative branch of the City
government and he/she is directly responsible to the City Council for the administration of the affairs of
the City. The City Manager is the final authority for directing the activities of all City employees.
Therefore, the City Manager shall establish personnel policies, rules and procedures as necessary to
effectively accomplish the mission of the City which are not in conflict with the City Charter or
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Ordinances, or with Federal or State law. The City Manager shall be responsible to City Council for the
administration and technical direction of the personnel program. The City Manager shall appoint,
suspend, and remove all City employees, except those whose appointment is otherwise provided for by
law, in accordance with the City Charter and other policies and procedures spelled out in other Articles in
this policy.

Section 6. Responsibilities of Department Heads
Department Heads, including the Human Resources Director, shall meet their responsibilities as directed
by the City Manager, being guided by this policy and other City ordinances. The City requires all
Department Heads to meet their responsibilities by:

a) dealing with all employees in a fair and equitable manner and upholding the principles of equal
employment opportunities;

b) developing and motivating employees to reach their fullest potential through continued education
and training;

¢) making objective evaluations of individual work performance and discussing these evaluations
with each employee so as to bring about needed improvements;

d) keeping employees informed of their role in accomplishing the work of their unit and of
conditions or changes affecting their work;

e) making every effort to resolve employee problems and grievances and advising employees of their
rights and privileges;

f) cooperating and coordinating with other staff members in workflow and distribution of
information;

g) making proper performance documentation and maintaining current files; and,
h) abiding by the provisions of these policies and ensuring employees abide by same.
Section 7. Responsibilities of the Human Resources Director
The City Manager shall appoint a Human Resources Director or perform this role himself or herself. The
responsibilities of the Human Resources Director are to make recommendations to the City Manager on
the following:
a) recommending rules and revisions to the personnel system to the City Manager for consideration;
b) recommending necessary revisions to the pay plan;

¢) recommending which employees shall be subject to the overtime provision of FLSA;

d) recommending changes as necessary to maintain an up to date and accurate position classification
plan;

e) maintaining a roster of all persons in the municipal service;




f) establishing and maintaining a list of authorized positions in the municipal service at the
beginning of each budget year which identifies each authorized position, class title of position,
salary range, any changes in class title and status, position number and other such data as may be
desirable or useful; shall make appointments, dismissals, and suspensions in accordance with the
policies and procedures spelled out in this policy.

developing and administering such recruiting programs as may be necessary to obtain an adequate
supply of competent applicants to meet the needs of the City:
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h) developing and coordinating training and educational programs for City employees;
i) periodically investigating the operation and effect of the personnel provisions of this policy: and,

j) performing such other duties as may be assigned by the City Manager not inconsistent with this
policy.

Section 8. Responsibilities of Employees

Employees of the City shall be expected to conduct themselves both on and off the job to reflect favorably
upon the City and fellow employees. Employees are expected to:

a) ask questions and learn their full scope of responsibilities and perform those diligently;

b) recognize and follow the chain of command in addressing work concerns and problems;

c) show courtesy and respect and work cooperatively with other employees;

d) provide excellent customer service to citizens and visitors; and,

e) learn and adhere to personnel policies as well as any departmental policies and procedures.
Section 9. Application of Policies, Plan, Rules and Regulations
The personnel policy and all rules and regulations adopted pursuant thereto shall be binding on all City
employees. The City Manager, City Attorney, members of City Council and advisory boards and
commissions will be exempted except in sections where specifically included. An employee violating any
of the provisions of this policy shall be subject to appropriate disciplinary action, as well as prosecution
under any civil or criminal laws which have been violated.
Section 10. Departmental Rules and Regulations
Due to the particular personnel and operational requirements of the various departments of the City, each
department is authorized to establish supplemental written rules and regulations applicable only to the
personnel of that department. All such rules and regulations shall be subject to the approval of the City
Manager and shall not in any way conflict with the provisions of this policy, but shall be considered as a
supplement to this Policy.

Section 11. Definitions

For the purposes of this policy, the following words and phrases shall have the meanings respectively
ascribed to them by this section:




Probationary employee. An employee appointed to an allocated position who has not yet successfully
completed the designated probationary period. A probationary employee may be rejected, dismissed,
demoted or suspended without the right to appeal. An employee who successfully completes the
probationary period will be considered a regular employee of the City.

Regular employee. An employee appointed to a full or part-time position that has successfully
completed the designated probationary period.

Full-time employee. An employee appointed to a full-time allocated position for which an average
workweek equals at least 40 hours. Regular full-time employees are eligible for all employee benefits.

Part-time employee. An employee appointed to a part-time allocated position and normally works at
least 20 hours and less than 29 hours per workweek.

Temporary/Seasonal employee. An employee hired by a department to perform additional or special
help. Many temporary employees work on a seasonal or short-term basis. Temporary employees are paid
on an hourly basis for hours actually worked and work less than 12 months a year. They are not eligible
for benefits except those mandated by the State and Federal government. The temporary employee or the
City can, at any time or for any reason, terminate the employment relationship.

Trainee employee. An employee status when an applicant is hired (or employee promoted) who does not
meet all of the requirements for the position. During the duration of a trainee appointment, the employee
is on probationary status.




ARTICLE I1. POSITION CLASSIFICATION PLAN
Section 1. Purpose
The position classification plan provides a complete inventory of all authorized and regular positions in
the City service, and an accurate description and specification for each class of employment. The plan
standardizes job titles, each of which is indicative of a definite range of duties and responsibilities.
Section 2. Composition of the Position Classification Plan
The classification plan shall consist of:

a) a grouping of positions in classes which are approximately equal in difficulty and
responsibility which call for the same general qualifications, and which can be equitably
compensated within the same range of pay under similar working conditions;

b) class titles descriptive of the work of the class;

¢) written specifications for each class of positions; and,

d) an allocation list showing the class title of each position in the classified service.

Section 3. Use of the Position Classification Plan
The classification plan is to be used:

a) as a guide in recruiting and examining applicants for employment;

b) in determining lines of promotion and in developing employee training programs;

¢) in determining salary to be paid for various types of work;

d) in determining personnel service items in departmental budgets; and,

e) in providing uniform job terminology.

Section 4. Administration of the Position Classification Plan

The Human Resources Director shall allocate each position covered by the classification plan to its
appropriate class and shall be responsible for the administration of the position classification plan. The
Human Resources Director shall periodically review portions of the classification plan and recommend
appropriate changes to the City Manager.

Section 5. Adoption of the Position Classification Plan

The position classification plan shall be adopted by City Council and shall be on file with the Human
Resources Director. Copies will be available to all City employees for review upon request.




Section 6. Authorization of New Positions

New positions shall be established upon recommendation of the City Manager and approval of the City
Council. New positions shall be recommended to the City Council with a recommended class title after
which the City Manager shall either allocate the new position into the appropriate existing class or revise
the position classification plan to establish a new class to which the new position may be allocated.

Section 7. Request for Reclassification

A Department Head who considers a position in their department to be improperly classified shall submit
a request in writing for reclassification to the Human Resources Director. Upon receipt of such a request,
the Human Resources Director shall study the request, determine the merit of the reclassification, and
recommend any necessary revisions to the classification and pay plan to the City Manager.




ARTICLE III. THE PAY PLAN
Section 1. Definition

The pay plan includes the basic salary schedule and the “Assignment of Classes to Position Code”
adopted by City Council. Each position is assigned a classification title and each title is assigned to a
position code with a specific salary range. Positions are assigned to position codes within the pay plan
based on the duties and responsibilities assigned. Positions with more complex tasks, more responsibility,
or requiring more technical knowledge are assigned to higher position codes. Salary ranges are set based
on two components: competitiveness with the market and internal equity with similar positions and
occupational groups. The salary schedule consists of minimum, midpoint and maximum rates of pay for
all classes of positions.

Section 2. Administration and Maintenance

The City Manager, assisted by the Human Resources Director, shall be responsible for the administration
and maintenance of the pay plan. All employees covered by the pay plan shall be paid at a rate listed
within the salary range established for the respective position classification, except for employees whose
existing salaries are above the established maximum rate following transition to a new plan.

The pay plan is intended to provide equitable compensation for all positions, reflecting differences in the
duties and responsibilities, the comparable rates of pay for positions in private and public employment in
the area, changes in the cost of living, the financial conditions of the City, and other factors. To this end,
from time to time the Human Resources Director shall make comparative studies of all factors affecting
the level of salary ranges and will recommend to the City Manager such changes in salary ranges as
appear to be pertinent. Such changes will be made by increasing or decreasing the assigned position code
for the class and adjusting the rate of pay for employees in the class when the action is approved by City
Council.

Section 3. Starting Salaries

All persons employed in positions approved in the position classification plan shall be employed at the
minimum salary for the classification in which they are employed; however, exceptionally well qualified
applicants may be employed above the minimum of the established salary range. The City Manager may
authorize a starting salary above the maximum of the salary range for a new hire when special
circumstances warrant such an exception, including but not limited to difficulty in recruiting qualified
candidates or the applicant’s significant experience and expertise relevant to the position.

Section 4. Performance Evaluation

Supervisors and/or Department Heads must conduct annual performance evaluation conferences with
each employee. These performance evaluations shall be documented in writing. As a result of
performance evaluations, employees may be considered for performance awards based on job
performance with the approval of the City Manager, and in conformance with performance evaluation
policies developed by the City Manager.

Section 5. Salary Effect of Promotions, Demotions, Transfers and Reclassifications




Promotions, Demotions, Transfers and Reclassifications are personnel actions which require an
evaluation of the employee’s overall performance and current salary in order to determine the appropriate
compensation for the change in job duties and responsibility.

Promotions. The purpose of the promotion pay increase is to recognize and compensate the employee
for taking on increased responsibility. When an employee is promoted, the employee's salary shall
normally be advanced to the minimum rate of the new position, or to a salary which provides an increase
of at least 5% over the employee's salary before the promotion, whichever is greater. In the event of
highly skilled and qualified employees, shortage of qualified applicants, or other reasons related to the
merit principle of employment, the City Manager may set the salary at an appropriate rate in the range of
the position to which the employee is promoted that best reflects the employee’s qualifications for the job
and relative worth to the City, taking into account the range of the position and relative qualifications of
other employees in the same classification. In no event, however, shall the new salary exceed the
maximum rate of the new salary range. In setting the promotion salary, the City shall consider internal
comparisons with other employees in the same or similar jobs.

Demotions. A demotion is a move to a position in a lower salary grade. Demotions can be either
voluntary, where the employee chooses to take a position in a lower salary grade, or
involuntary/disciplinary, resulting from inefficiency in performance or as a disciplinary action. When an
employee is voluntarily demoted to a position for which qualified, the salary will be cut to reflect a
decrease in job responsibilities at the City Manager’s discretion. The new salary shall be set in the lower
pay range that provides a salary commensurate with the employee’s qualifications and is consistent with
the placement of other employees within the same classification. Employees who accept a voluntary
demotion and retain their salary, and are then promoted within 24 months, will retain that same salary. If
the demotion is the result of discipline, the salary shall be decreased at least 10% annually until they fall
into the band of the new position.

Lateral Transfers. A lateral transfer is a move from one position to another position at the same position
code. The salary of an employee reassigned to a position in the same class or to a position in a different
class within the same salary range shall not be changed by the reassignment.

Reclassifications. A reclassification is a change in a position’s position code and title due to a significant
increase or decrease in job responsibilities and duties. An employee whose position is reclassified to a
class having a higher salary range shall receive a pay increase of 4% or an increase to the minimum rate
of the new pay range, whichever is higher.

If the position is reclassified to a lower pay range, the employee's salary shall remain the same. If the
employee's salary is above the maximum established for the new range, the salary of that employee shall
be maintained at the current level until the range is increased above the employee's salary.

Section 6. Salary Effect of Salary Range Revisions

When a class of positions is assigned to a higher position code, employees in that class shall receive a pay
increase of at least 4%, or to the minimum rate of the new range, whichever is higher. If the employee has
passed probation, the employee’s salary shall be advanced at least to the probation completion amount
(minimum) in the new range. When a class of positions is assigned to a lower salary range, the salaries of
employees in that class will remain unchanged. If this assignment to a lower salary range results in an
employee being paid at a rate above the maximum rate established for the new class, the salary of that
employee shall be maintained at that level until such time as the employee's salary range is increased
above the employee's current salary.




Section 7. Interim Supervisory Promotion

An employee who is formally designated to perform the duties of a position that is assigned to a higher
salary grade than that of the employee’s regular classification for a period of at least 30 days shall receive
an increase for the duration of the interim assignment. The employee shall receive a salary adjustment of
10% or to the minimum of the new position salary range, whichever is greater, upon the start of the
assignment. The salary increase shall be temporary and upon completion of the assignment, the employee
shall go back to the salary he or she would have had if not assigned to the “interim” role, taking into
account any increases the employee would have received during the assignment.

Section 8. Overtime Pay Provisions

Employees of the City can be requested and may be required to work in excess of their regularly
scheduled hours as necessitated by the needs of the City and determined by the Department Head.
Overtime 1is not a “right” and should only be worked with management approval due to the business needs
of the City and the department. Employees are not to perform work during any time that they are not
scheduled to work unless they receive prior approval by the Department Head or City Manager.

To the extent that local government jurisdictions are so required, the City will comply with the Fair Labor
Standards Act (FLSA). The City Manager shall determine which jobs are “non-exempt” and are therefore
subject to the Act in areas such as hours of work and work periods, rates of overtime compensation, and
other provisions.

Non-Exempt Emplovees

Non-exempt employees will be paid at a straight time rate for hours up to the FLSA established limit for
their position (usually 40 hours in a 7-day period; 86 hours in a 14-day period for police; and 212 hours
for fire personnel in a 28-day cycle). It is the policy of the City that employees receive compensatory
time-off at a rate of one-and-one-half (1 %2) hours for each hour of overtime worked beyond the FLSA
established limit. An employee must physically work over 40 hours, 86 hours or 212 hours, as may be
applicable, to earn compensatory time. In determining eligibility for overtime in a work period, only
hours actually worked shall be considered:; in no event will vacation leave, sick leave or holidays be
included in the computation of hours worked for FLSA purposes. Department Heads and supervisors will
be responsible for administering their department staff compensatory time balances by having employees
take accrued comp time prior to the next pay period.

Whenever practical, departments will schedule time off at an hour-for-hour basis within the applicable
work period for non-exempt employees, instead of paying overtime.

Employees wishing to use accrued comp time must make a written request to their immediate supervisor.
Use of such time will be allowed within a reasonable period following the request as long as it does not
unduly disrupt the operations of the Department/City.

Employees must use compensatory leave time in advance of using vacation leave to count for time off.
Non-exempt employees will be compensated for any remaining balance of compensatory time upon
separation from the organization. Requests to “cash in” earned compensatory time while employed are not
allowed.




Exempt Employees

Employees in positions determined to be exempt from the provisions of the Fair Labor Standards Act
(FLSA) are considered to be “exempt” employees. Exempt employees do not earn comp time for hours
worked over 40 hours in a work week.

However, in the event of a natural disaster, as declared by the President, the Governor or the Mayor,
“Exempt” employees with the approval of the City Manager may be provided compensatory time off at an
hour-for-hour basis when they work beyond their scheduled hours.

Section 9. Call Back and Standby Pay

The City of Elizabeth City must provide a variety of critical emergency services 24 hours a day, seven
days a week. Therefore, it is necessary for certain employees to respond to any reasonable request for
duty at any hour of the day or night. One of the conditions of employment with the City is the acceptance
of a share of the responsibility for continuous service, in accordance with the nature of each job position.
If an employee fails to respond to reasonable calls for emergency service, either special or routine, the
employee shall be subject to disciplinary actions up to and including dismissal by the City Manager.

Call Back Pay. Call back pay is when an employee has left the work site and is required either to return
to work or respond to work. It is irregular or occasional work performed by an employee on a day when
no work is scheduled, or at a time which requires the employee to return to the place of employment from
an off-duty status. When a non-exempt employee is called back to work because of special needs or an
emergency, the non-exempt employee will be paid for a minimum of two hours of work, even if their
actual work time was shorter. “Call-back” provisions do not apply to previously scheduled overtime work
(scheduled one or more days in advance). If more than one call back occurs within a given shift, total
callback time cannot exceed two hours unless the work time exceeds two hours.

Standby Pay. Each applicable department may have an established rotation where different employees
share responsibility for being ready to respond or return to work for a specified period of time when
called. Standby status is defined as that time when an employee must remain near an established
telephone and be fit and able to report to work within an acceptable short period of time, as designated by
the department. Nonexempt essential service employees will be scheduled to be on standby for seven (7)
consecutive days. While on standby, employees are required to report to work when called. Employees on
standby status shall be credited with four (4) hours of work time at the OT rate while on standby. The
standby pay is intended to compensate the employee for any inconvenience they experience by remaining
available to report to work. Pay for any work performed while on standby will be in addition to the
standby pay..

Law enforcement employees required to attend court during non-duty hours shall be credited with a
minimum of two (2) hours of work time. These two (2) hours of work time will be paid at the overtime
rate, if the two (2) hours worked are in excess of the Fair Labor Standards Act limit established by the
city for law enforcement officers.

Section 10. Bilingual Pay

The City recognizes the value of employees who can communicate with residents and customers in
languages other than English and offers a 4% premium pay increase to eligible employees for such skills.
The duties currently assigned to the employee and/or currently being performed by the employee must
require the utilization of a non-English language on a regular basis. The employee must pass an
examination certifying their ability to speak or write the required non-English language.
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Section 11. Payroll Deduction

Deductions shall be made from each employee’s salary, as required by law. Additional deductions may be
made upon the request of the employee on determination by the City Manager as to capability of payroll
equipment and appropriateness of the deduction.

ARTICLE IV. RECRUITMENT AND EMPLOYMENT

Section 1. Equal Employment Opportunity Policy

The City of Elizabeth City fosters, promotes, and maintains a consistent recruitment program to promote
equal employment opportunity and to identify and attract the most qualified applicants for vacancies.
This intent is achieved through consistency in announcing position vacancies, evaluating applicants on the
same criteria, providing reasonable accommodations as needed, and by applying consistent testing
methods when applicable. The City shall select employees on the basis of the applicant’s qualifications for
the job and award them, with respect to compensation and opportunity for training and advancement,
including upgrading and promotion, without regard to age, sex, race, color, religion, national origin,
disability, political affiliation, sexual orientation, marital status, veteran status, political affiliation,
disability, genetic information, or on the basis of actual or perceived gender identity or expression.

It is a violation of City policy to retaliate in any way against an employee who assists, participates in, or
supports this policy or anyone making a bona-fide complaint under this policy or who participates or
assists in any EEOC, OSHA or other internal or external processes protected by law.

Section 2. Implementation of Equal Employment Opportunity Policy

All personnel responsible for recruitment and employment will continue to review regularly the
implementation of this personnel policy and relevant practices to assure that equal employment
opportunity based on reasonable, job-related requirements is being actively observed to the end that no
employee or applicant for employment shall suffer discrimination because of age, sex, race, color,
religion, national origin, disability, political affiliation, sexual orientation, marital status, veteran status,
political affiliation, disability, genetic information, or on the basis of actual or perceived gender identity or
expression. Notices with regard to equal employment matters shall be posted in conspicuous places on
City premises in places where notices are customarily posted.

Section 3. Recruitment, Selection and Appointment

Recruitment Sources. When position vacancies occur, the Human Resources Director shall publicize
these opportunities for employment, including applicable salary information and employment
qualifications. A vacancy announcement shall be posted internally for at least three workdays in specified
departmental locations and externally for at least seven workdays. Department Head vacancies will be
open until filled.

Information on job openings and hiring practices will be provided to recruitment sources, including
professional organizations and news media available to minority applicants. In addition, notice of
vacancies shall be posted at designated conspicuous sites within each department. Individuals shall be
recruited from a geographic area as wide as necessary and for a period of time sufficient to ensure that
well qualified applicants are obtained for City service. The North Carolina Employment Security
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Commission may be used as a recruitment source. In rare situations because of emergency conditions,
high turnover, etc., the City may hire or promote without advertising jobs, upon approval of the City
Manager

Job Advertisement. Jobs may be advertised in local area newspapers, professional publications, on the
City’s recruitment software system, and other relevant publications in order to establish a diverse and
qualified applicant pool. Employment advertisements shall contain assurances of equal employment
opportunity and shall comply with Federal and State statutes.

Application for Employment. All persons expressing interest in employment with the City shall be
given the opportunity to file an application for employment for positions which are vacant.

Applicant Pool. A group of applicants interested in a certain area of employment in which there are no
available openings. These applicants meet the minimum requirements for employment in that area.
When an opening occurs, selections will be made from the applicant pool for interviews for a position.

Application Reserve File. After the active period of six months, applications shall be kept in an inactive
reserve file for two (2) years, in accordance with Equal Employment Opportunity Commission guidelines
and the Records Retention Schedule issued by the NC Division of Archives and History.

Selection. Department Heads, with the assistance of the Human Resources Director, shall make such
investigations and conduct such examinations as necessary to assess accurately the knowledge, skills, and
experience qualifications required for the position, including criminal history where job-related.
Pre-employment assessments administered by the City shall be valid and reliable measures of the skills
and abilities needed for the job and will be administered fairly to all applicants.

Before any commitment is made to an applicant, either internally or externally, the Department Head shall
make recommendations to the Human Resources Director with the recommendation of the position to be
filled, the salary requested, and the reasons for the selection of the candidate over other applicants. The
Department Head will make the formal job offer to the selected candidates and Human Resources will
assist with the onboarding process. The City Manager reserves the right for final approval on selected
candidates.

Section 4. Probationary Period

An employee appointed or promoted to a regular position shall serve a probationary period. The
probationary period serves as an extension of the selection process. It provides time for the employee to
adjust and allows the supervisor time to ensure the new employee can satisfactorily meet performance
expectations before granting regular status. Employees shall serve a probationary period of six (6) months
except for sworn law enforcement shall serve a probationary period of twelve (12) months as required by
the state.

Before the end of the probationary period, the supervisor shall conduct a performance conference with the
employee to discuss accomplishments, strengths, and needed improvements. The supervisor shall
recommend in writing whether the probationary period should be completed, extended, or the employee
transferred, demoted, or dismissed. Probationary periods may be extended for a maximum of sixty days.

Disciplinary action, including demotion and dismissal, may be taken at any time during the probationary
period of a new hire without following the steps outlined in this policy. An employee serving a
probationary period following initial appointment may be dismissed with or without cause and without
right of appeal at any time during the probationary period. A promoted employee who does not
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successfully complete the probationary period may be transferred or demoted to a position in which the
employee shows promise of success. If no such position is available, the employee shall be dismissed.

Section 5. Promotion

Promotion is the movement of an employee from one position to a vacant position in a class assigned to a
higher salary range. It is the City’s policy to create career opportunities for its employees whenever
possible. Therefore, when: a current employee applying for a vacant position is best suited of all
applicants, that applicant shall be appointed to that position. The City will balance three goals in the
employment process:

1) the benefits to employees and the organization of promotion from within;
2) providing equal employment opportunity and a diversified workforce to the community; and
3) obtaining the best possible employee who will provide the most productivity in that position.

Therefore, except in rare situations where previous city experience is essential (such as promotions to
Police Sergeant), or exceptional qualifications of an internal candidate so indicate, the City will consider
external and internal candidates rather than automatically promote from within. Candidates for promotion
shall be chosen on the basis of their qualifications and their work records. Candidates shall apply for
promotions using the same application process as external candidates.

Section 6. Demotion

Demotion is the movement of an employee from one position to a position in a class assigned to a lower
salary range. Demotion may be voluntary or involuntary. An employee whose work or conduct in the
current position is unsatisfactory may be demoted provided that the employee shows promise of
becoming a satisfactory employee in the lower position. Such demotion shall follow the disciplinary
outlined in this policy.

An employee who wishes to accept a position with less complex duties and responsibility may request a
demotion for reasons other than unsatisfactory perfonnance of duties or failures in personal conduct. A
voluntary demotion is not a disciplinary action and is made without using the above-referenced
disciplinary procedures.

Section 7. Lateral Transfef ! )

Lateral Transfer is the movément of an employee from one position to a position in a class in the same
salary range. If a vacancy occurs and an employee in another department is eligible for a transfer, the
employee shall apply for the transfer using the usual application process. The Department Head wishing
to transfer an employee to a different department or classification shall make a recommendation through
the Human Resources Director to the City Manager with the consent of the receiving Department Head.
The City reserves the right to transfer employees either temporarily or permanently when doing so will
serve the City’s best interest. An employee who has successfully completed a probationary period may be
transferred into the same classification without serving another probationary period.
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ARTICLE V. CONDITIONS OF EMPLOYMENT
Section 1. Work Schedule

Department Heads shall establish work schedules, with the approval of the City Manager, which meet the
operational needs of the department in the most cost-effective manner possible.

Section 2. Certifications

All employees of the City of Elizabeth City hired into a position which requires certifications, state
certifications, licenses, etc. must successfully complete certifications and licenses prior to the expiration
of their current certifications to avoid possible interruption of employment. Failure to obtain the required
certifications, state certification, licenses etc. which are required to perform your job may result in
demotion, suspension or dismissal.

Section 3. Political Activity

Each employee has a civic responsibility to support good government by every available means and in
every appropriate manner. Each employee may join or affiliate with civic organizations of a partisan or
political nature, may attend political meetings, may advocate and support the principles or policies of
civic or political organizations in accordance with the Constitution and laws of the State of North Carolina
and in accordance with the Constitution and laws of the United States. However, no employee shall:

a) Engage in any political or partisan activity while on duty:

b) Use official authority or influence for the purpose of interfering with or affecting the result of a
nomination or an election for office;

¢) Be required as a duty of employment or as condition for employment, promotion or tenure of
office to contribute funds for political or partisan purposes;

d) Coerce or compel contributions from another employee of the City for political or partisan
purposes;

e) Use any supplies or equipment of the City for political or partisan purposes;

f) Be a candidate for or hold the office of Mayor or City Council member with the City of Elizabeth
City.

Any violation of this section shall subject the employee to disciplinary action including dismissal.
Section 4. Outside Employment

The work of the City will take precedence over other occupational or special interests of employees,
which may interfere or be perceived as creating a conflict or interference. All outside employment by any
City employee for salaries, wages, or other compensation and all self-employment must be reported to the
employee's Department Head in writing and be approved by the City Manager. Outside employment
causing or perceived as a conflict of interest shall be disapproved. The City Manager shall be responsible
for final interpretation. Conflicting outside employment will be grounds for disciplinary action up to and
including dismissal.
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