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RESOLUTIO� OF THE TOW� OF K�IGHTDALE 

RES #08-01-16-001 

 

 WHEREAS, the Mayor and Town Council of the Town of Knightdale recognize the 

importance of its municipal employees in meeting the service needs of Town residents; and 

 

 WHEREAS, it is the desire of the Mayor and Town Council to maintain a municipal 

work force composed of qualified, competent, dedicated employees; and 

 

 WHEREAS, the Mayor and Town Council recognize the necessity of equitable rates of 

pay and reasonable conditions of employment in the maintenance of such a work force; and 

 

 WHEREAS, it is the desire of the Mayor and Town Council to establish a system of 

personnel administration that will assure equity of compensation and fair and reasonable 

employee treatment consistent with the needs of the Town and the exigencies of the situation 

which may be faced from time to time; 

 

 NOW, THEREFORE, BE IT RESOLVED BY THE MAYOR AND TOWN COUNCIL 

OF THE TOWN OF KNIGHTDALE that the following rules and regulations shall govern the 

appointment, classification, salary, promotion, demotion, and employment conditions of the 

employees of the Town of Knightdale, North Carolina, replacing where appropriate any existing 

articles on personnel and benefits. 

 

_______________________________ 

Russell B. Killen, Mayor 

 

_________________________________ 

Suzanne M. Yeatts, Town Clerk 
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SECTIO� I.  POLICY STATEME�T 
 

Subsection 1 
 
The employment relationship between the Town and the employee is terminable at the will of 
either at any time and with or without cause and with or without notice.  No employee, officer, 
agent or representative of the Town has any authority to enter into any agreement for 
employment for any specified period of time or to make any agreement or representation, 
verbally or in writing, which alters, amends, or contradicts this provision or the provisions in the 
personnel handbook.  Any exceptions to this policy of "at-will" employment must be expressly 
authorized in writing, approved by the Town Council and executed by the officers designated by 
the Board. 
 
Subsection 2 
 
None of the benefits or policies set forth in this personnel manual are intended because of their 
publication to confer any rights or privileges upon employees or to  entitle them to be or remain 
employed by the Town.  The contents of this document are presented as a matter of information 
only.  Although the Town believes wholeheartedly in the plans, policies, and procedure described 
herein, they are not conditions of employment. 
 
Subsection 3 
 
These personnel policies are not a binding contract, but merely a set of guidelines for the 
implementation of personnel policies.  The Town explicitly reserves the right to modify any of 
the provisions of these policies at any time and without any notice to the employees.  Not 
withstanding any of the provisions within this manual, employment may be terminated at any 
time, either by the employee or by the Town, with or without cause and with or without advance 
notice. 
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SECTIO� II.  GE�ERAL PROVISIO�S 
 

Subsection 1 - Purpose 
 
The purpose of this policy and the rules and regulations set forth is to establish a fair and uniform 
system of modern personnel administration for all employees of the Town of Knightdale. 
 
The Town of Knightdale shall embrace the following merit system principles in administering its 
personnel program: 
 
 (a) Applicants and employees shall be assured of fair treatment in all without regard 

for political affiliation, religious creed, sex, national origin, color, race, or 
physical handicap.  Individuals shall likewise be treated with proper regard for 
their privacy and constitutional rights as citizens. 

 
 (b) Employees shall be recruited, selected, trained and advanced on the basis of their 

ability, knowledge, and skill. 
 
 (c) Employees shall be retained on the basis of the adequacy of their performance.  

They shall be guided in ways to correct inadequate performance and separated 
when inadequate performance cannot be corrected.  Employees may also be 
separated for other reasons as herein after set out.  Each employee is expressly 
employed at will. 

 
 (d) Employees shall be protected against coercion for partisan political purposes. 
 
 (e) Employees shall receive equitable pay and benefits and eligible employees shall 

receive merit pay increases based upon their performance subject to the 
availability of funds. 

 
Subsection 2 - Administration and Responsibility 
 
The Town Council shall be responsible for the administration of the personnel program and its 
rules and regulations.  The Town Manager shall have responsibility for maintaining all employee 
records and advising employees on all policies, rules, regulations, benefits, and procedures 
applicable to them and such other responsibilities as expressly delegated. 
 
Subsection 3 - Coverage 
 
This policy shall cover all regular Town employees.  The personnel policies, plans, and rules and 
regulations pursuant thereto shall be binding on all such employees.  Elected officials shall be 
exempt. 
 
Subsection 4 - Definitions 
 
 (a) Demotion.  A move from one position classification to another position 

classification which is assigned to a lower salary grade. 
 
 (b) Employee-Regular.  An employee who has successfully completed the prescribed 

probationary period for a particular position. 
 
 (c) Employee-Probationary.  A newly appointed employee who has not yet completed 

the prescribed probationary period for a particular position. 
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 (d) Promotion.  The advancement of an employee from a position within one 
classification to a position of greater responsibility in another classification having 
a higher salary range. 

 
 (e) Suspension.  Temporary removal of an employee from Town service, with or 

without pay, for disciplinary or non-disciplinary reasons for a specified period of 
time. 

 
 (f) Transfer.  Movement from a position assigned to one classification to a position in 

the same or a different classification at the same salary grade. 
 
 (g) Board.  Refers to the Knightdale Town Council.  
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SECTIO� III.  POSITIO� CLASSIFICATIO� PLA� 

 
Subsection 1 - Purpose 
 
The position classification plan provides a complete inventory of all authorized, regular positions 
in the Town service and an accurate class specification (narrative description) for each class of 
employment.  The plan standardizes job titles, each of which is indicative of a definite range of 
duties and responsibilities. 
 
Subsection 2 - Administration of Position Classification Plan 
 
The Town Manager (hereinafter referred to as Manager) shall be responsible for maintaining the 
position classification plan so that it accurately reflects the duties performed by employees in the 
classes to which their positions are allocated.  Department heads shall be responsible for bringing 
to the attention of the Manager (a) the need for new positions, and (b) material changes in the 
nature of duties, responsibilities, working conditions, or other factors affecting the classification 
of any existing position. 
 
The Manager at the direction of the Board shall make or cause to be made position classification 
studies to determine whether new positions should be created and if significant changes have 
occurred in existing positions to warrant an adjustment to the classification.  Based on the results 
of such studies, the Manager shall make recommendations to the Board to reallocate or allocate 
positions to the proper classes. 
 
The Manager shall periodically review the entire position classification plan and recommend 
appropriate courses of action to the Board. 
 
Subsection 3 - Amendment of Position Classification Plan 
 
Classes of positions shall be added to and deleted from the position classification plan by the 
Town Council upon the recommendation of the Manager. 
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SECTIO� IV.  PAY PLA� 
 
Subsection 1 - Purpose of Pay Plan 
 
The pay plan is intended to provide comparable compensation for all positions when considered 
in relation to each other, to general rates of pay for similar employment in the private sector and 
in other public jurisdictions in the area, to changes in the cost of living, to financial conditions of 
the Town, and other factors. 
 
Subsection 2 - Coverage of Pay Plan 
 
The pay plan shall cover all regular, authorized classes of positions included in the position 
classification plan. 
 
Subsection 3 - Administration of Pay Plan 
 
The Manager shall be responsible for the maintenance of the pay plan.  The Manager shall 
recommend to the Board such increases, reductions, adjustments, or amendments of the pay plan 
as necessary to maintain its fairness and adequacy. 
 
Subsection 4 - Transition to a �ew Pay Plan 
 
The following principles shall govern any transition to a new pay plan that is adopted by the 
Town: 
 
 (a) No employee shall receive a salary reduction as a result of the transition to a new 

pay plan. 
 
 (b) Any employee being paid at a rate lower than the minimum rate established for his 

or her assigned class shall have the salary raised to the new minimum for the 
class, unless designated as "trainee". 

 
 (c) Any employee being paid at a rate below the maximum rate established for his or 

her assigned class shall be paid at a rate listed in the pay plan; all employees not at 
a listed rate shall have their salaries raised to a listed rate. 

 
 (d) Any employee being paid at a rate above the maximum rate established for his or 

her assigned class shall remain at such rate as long as the maximum rate is below 
the employee's current salary. 

 
Subsection 5 - Payment at a Listed Pay Rate 
 
All employees covered by the pay plan shall be paid at a pay rate listed within the salary range 
established for their respective job classification except employees in a "trainee" status, or 
employees whose present salaries are above the established maximum rate following transition to 
a new pay plan. 
 
Subsection 6 - Starting Rates of Pay 
 
The starting salary or hourly rate for persons entering Town employment other than employment 
as a trainee, shall normally be set at the minimum step of the salary range for the classification to 
which the appointment is being made.  However, an applicant may be hired at a step other than 
the minimum step when there has been a demonstrated inability to recruit at the minimum step.  
On the recommendation of the department head and the approval of the Manager, an applicant  
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may be employed: 
 
 (a) above the minimum step of the salary range when an applicant possesses 

exceptional qualifications, or 
 
 (b) not more than two steps below the minimum step of the salary range when an 

applicant has potential to perform the job but does not meet the minimum 
requirements of the position and other fully qualified applicants are not available. 

 
Subsection 7 - "Trainee" Designation 
 
A new Town employee who does not meet all of the established requirements for a position may 
be appointed (with the approval of the Manager) at a "trainee" salary no more than two steps 
below the minimum salary established for the position.  In such cases, a time schedule outlining 
the plan for training is prepared and approved by the Manager.  If the training is not successfully 
completed as planned, the Trainee shall be terminated.  When the training is successfully 
completed, the employee shall be paid at the minimum step of the salary range for the position in 
which he or she served as a trainee. 
 
Subsection 8 – Merit System 
 
When the quality of an employee's performance is worthy of special recognition, the employee's 
salary is advanced from one step to the next higher step within the same assigned salary grade.  
Such merit pay raise shall be done only after recommendation of the department head and based 
on the quality of the individual's work performance. 
 
Following successful completion of an employee's probationary period, the quality of his or her 
performance shall continue to be reviewed and appropriate instruction and counsel shall be 
provided in methods for improving job performance. 
 
Merit pay increases shall not be awarded automatically.  When an employee's productivity, 
behavior, attendance or work quality need to be improved, the department director shall deny a 
merit salary increase with the approval of the Manager and the employee shall be advised of 
needed improvement. 
 
A merit pay increase of 1 to 5% within the applicable salary grade may be granted with the 

approval of the Manager to deserving full-time employees in accordance with the following 

provisions: 

 
(a) When a new employee has completed a year of continuous service 

following the initial probationary period, and annually thereafter following 
a year of continuous service, or 

 
(b) When a promoted employee has completed six months of continuous 

service from the date of promotion, and 
 
(c) When such an increase will not exceed the maximum salary rate for the 

class of the position. 
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Subsection 9 - General Pay Plan Adjustments 
 
General pay plan adjustments or "market adjustments" shall be effected by adjusting the Town's 
overall pay plan up (or down) by the same percentage amount across-the-board.  The Town 
Council, upon a recommendation from the Town Manager, shall normally consider market 
adjustments prior to adopting the new fiscal year budget.  Market considerations include the 
general condition of the economy, cost-of-living factors, comparative rates of pay in other 
jurisdictions, agencies or local businesses, and the financial condition of the Town. 
 
Subsection 10 - Salary Increase Upon Promotion 
 
Upon promotion, an employee's salary shall be moved to the minimum of the new pay range or to 
that salary step of the new pay range that will effect a one-step (5%) increase in pay.  Upon the 
effective date of promotion, an employee will begin a new date for subsequent merit pay 
increases as governed by the provisions of Section IV, Subsection 8. 
 
If a promoted employee fails to complete successfully the probationary period following 
promotion, he or she shall be reinstated in the former position at his or her former salary. 
 
Subsection 11 - Salary Adjustment Upon Demotion 
 
Upon demotion, an employee's salary shall normally be assigned to the salary step of the lower 
salary grade which coincides with the current salary of the employee, if the demotion is not for 
disciplinary reasons.  An employee whose salary exceeds the maximum step of the salary grade 
of the new position classification after a demotion shall have his or her salary adjusted to the 
maximum of the new range. 
 
If the demotion is for disciplinary reasons, the salary shall be decreased at least one step, or to the 
new maximum, whichever is less. 
 
 
Subsection 12 - Salary Adjustment Upon Transfer 
 
Upon transfer, an employee's salary shall not be changed. 
 
Subsection 13 - Salary Upon Reclassification  
 
Upon reclassification, an employee whose position is reclassified upward shall receive a salary 
increase , depending on the fiscal condition of the Town and at a rate determined by Town 
Council. Town Council will review the Pay & Classification System annually. 
 
Subsection 14 - Effective Date of Salary Adjustments 
 
Salary adjustments approved after the first working day of a pay period shall become effective at 
the beginning of the next pay period, or at such specific date as may be provided. 
 
Subsection 15 - Pay Rates for Part-Time Employees 
 
An employee appointed for less than full-time service shall be paid at a rate determined by 
converting the established salary of the position into an hourly rate. 
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Subsection 16 - Pay Periods 
 
Town employees shall be paid biweekly. 
 
Subsection 17 - Merit Bonus Plan  
 
The purpose of the merit bonus plan is to reward those employees who have reached the top step 
in their salary range with a potential 1 to 5% merit bonus when their work performance is 
determined to be meritorious. 
 
All full-time employees of the Town not in a probationary period are eligible for merit bonus 
increases of 1 to 5% of the employee's base salary after reaching the top step (step 40) of the 
employee's salary range.  The merit bonus increase (if any) shall be awarded based upon the 
performance of the employee as reflected on his or her annual performance evaluation.  Merit 
bonuses shall be awarded in the amount of 1 to 5% of base salary and may be awarded every 
other year after the employee reaches the top step of the salary range for his position 
classification.  Eligible merit bonus increases shall be made in lump sum payment.   
 

 
Subsection 18 - Compensation for Temporary Assignment to Higher Pay Grade Positions 
 
The purpose of this policy is to establish a standard for paying employees for acting in an interim 
position. 
 
It shall be the policy of the Town to provide extra compensation to employees who are 
temporarily assigned to serve in higher pay grade positions, when the assignment is for more than 
six weeks in duration.  The compensation shall be in the form of one time bonus pay calculated 
at the end of the assignment.  The bonus pay shall be calculated as the difference in the pay grade 
of the temporary position and the employees permanent pay grade, at the same step in pay. 
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SECTIO� V.  RECRUITME�T A�D EMPLOYME�T 
 

Subsection 1 - Equal Employment Opportunity Policy 
 
It is the policy of the Town to foster, maintain, and promote equal employment opportunity.  The 
Town shall select employees on the basis of an applicant's qualifications for the job and reward 
them, with respect to compensation and opportunity for training and advancement, without 
regard to age, sex, race, color, religion, political affiliation, or national origin.  Applicants with 
physical handicaps shall be given equal consideration with other applicants for positions in which 
their physical handicaps do not represent an unreasonable barrier to satisfactory performance of 
duties or to the safety of co-workers. 
 
Subsection 2 - Recruitment Sources 
 
The Town shall include among its recruitment sources the Employment Security Commission 
and organizations and media which are utilized by and are available to the local community and 
to minority group applicants.  Detailed information about job openings and the equal 
employment opportunity policy of the Town shall be provided to those recruitment sources. 
 
Subsection 3 - Application for Employment 
 
All persons expressing interest in employment with the Town shall be given the opportunity to 
file an application for employment for specific vacant positions.  All applicants shall be informed 
of current job opportunities and any known possibility or probability of later job openings.  
Applications will be kept for one year after submission. 
 
Subsection 4 - Publicizing Employment Opportunities 
 
The Manager shall be responsible for publicizing and communicating all job opportunities for 
employment with the Town.  Vacant positions will be publicized after internal candidates have 
been considered.  All announcements and advertisements shall contain assurances of equal 
employment opportunity. 
 
Subsection 5 - Recruitment Process 
 
It shall be the policy of the Town to attract qualified candidates for employment utilizing 
appropriate available means.  To this end, the Manager shall: 
 
 (a) Post an announcement of the vacant position indicating the position title, brief 

description of duties, minimum qualification requirements, salary range, 
instructions for applying, and the deadline (if any) for accepting applications, and 

 
 (b) Notify recruitment sources of the employment opportunity with the Town. 
 
The Manager and department head shall screen all applications for the vacant position and 
identify a group of the best qualified candidates.  The Manager and department head shall then 
interview and check references on any or all such candidates. 
 
Subsection 6 - Appointments 
 
Before any commitment is made to an applicant or employee, the department head shall forward 
the applicant's completed application form to the Manager with a recommendation as to the 
position to be filled, the salary to be paid, and the reasons for the selection of this applicant over 
others.  After reviewing the duties and responsibilities of the position and the qualifications and 
experience of the applicant, the Manager shall approve or reject the recommended appointment 
and determine the classification and starting salary of the new or promoted employee. 
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The department head shall submit documentation in support of a recommended starting salary 
which is above or below the minimum step for the position. 
 
Subsection 7 - Qualification Standards 
 
Employees shall meet the minimum standards established by the position classification plan 
unless hired in a "trainee" status.  Employees shall also meet standards established by the 
position classification plan and such other reasonable minimum standards as to character, 
aptitude, ability to meet the public, and physical condition as may be established by the Board 
with the advice and recommendations of Manager and department heads.  
 
Subsection 8 - Physical Examination & Drug Screen  
 
The Town, at its own expense, may require that a selected candidate successfully complete a 
medical examination and drug screen prior to starting work with the Town.  The purpose of such 
examination and drug screen will be to assure that no physical condition exists that may prevent 
the candidate from performing assigned duties. 
 
Subsection 9 - Probationary Period  
 
All employees appointed or promoted to permanent  positions shall serve a probationary period 
of six (6) months.  The probationary period may be extended one time for an additional six (6) 
month period.  No  employee shall serve more than 12 months in a probationary status. 
 
All employees must complete the required National Incident Management System (NIMS) 
training during the initial six (6) month probationary period. 
 
All sworn law enforcement employees must reside within ten (10) minutes of the primary Town 
limits (as determined by the Town Manager) in order to be available to respond to calls during 
off duty hours.  All sworn law enforcement employees hired after February 21, 2007 must 
comply with this requirement before completion of the probationary period.  
 
An important purpose of the probationary period is to provide an opportunity for the appointee to 
adjust to the new job.  Likewise, it serves as a trial period during which one must prove his or her 
ability to perform the work, to accept additional responsibility, to develop a desirable behavior 
and to work well for the public and with his or her fellow employees. 
 
An employee may be dismissed without right of appeal during the probationary period at any 
time the department director , upon the approval of the Town Manager, finds that the employee is 
not satisfactorily performing his assigned duties.  The Manager's decision shall be final.  Upon 
successful completion of the probationary period, the employee shall be given a five percent 
(5%) probationary pay increase. 
 
An employee serving a probationary period following initial employment in a position will 
receive all benefits provided in accordance with this policy, with the following exceptions or as 
otherwise provided: 
 
 (a) Employees may accumulate vacation leave but will not be permitted to take 

vacation leave during the probationary period unless the denial of such leave will 
create an unusual hardship.  Vacation leave may be taken during the probationary 
period only with the approval of the Manager.  Sworn law enforcement officers 
may take leave after six (6) months of employment.  New employees completing 
the six-month probationary period are limited to one (1) week of paid vacation.  
After one (1) year of continuous service an additional week may be granted. 
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 (b) Employees serving a probationary period following a promotion will continue to 
receive all benefits provided in accordance with this policy. 

 
Before completion of the probationary period, the department director shall complete at least one 
(1) performance evaluation of such employee and shall indicate in writing to the Manager: 
 
 (a) that he has discussed the new employee's progress (accomplishments, strengths, 

and weaknesses) with the new employee; 
 
 (b) whether the new employee is performing satisfactory work; 
 
 (c) whether the probationary period should be extended, and 
 
 (d) whether the employee should be retained in his present position or be released, 

transferred, or demoted. 
 

 
Subsection 10 - Re-employment  
 

Reinstatement – An employee who resigns while in good standing may be reinstated within two 

(2) years of the date of his/her separation with sick leave and Town service time restored.  A 

reinstated employee will serve a new probationary period.   

 

Salary upon Reinstatement – When an employee is reinstated within two years, in the same 

position, the employee shall be reinstated at the same pay grade and step they were receiving at 

the date of separation (to include all cost of living increases as approved by the Town Council). 
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SECTIO� VI.  CO�DITIO�S OF EMPLOYME�T 
 

Subsection 1 - Hours of Work  
 
To the extent that local governments are so required, the Town shall comply with the Fair Labor 
Standards Act (FLSA).  In accordance with FLSA guidelines, the Town Manager shall determine 
the standard work week.  The length of the work week is subject to change as dictated by 
necessity, however, the maximum hours of work and work period shall be as follows: 
 
Employee Class Work Hours Work Period 
 
Exempt As required Exempted 
Non-Exempt, Hourly 40 hours per work period 7 days 
Police shift  171 hours per work period 28 days 
Fire shift 212 hours per work period 28 days 
 
 
Exempt employees shall work the hours necessary to assure satisfactory performance of their 
departments, but not less than 40 hours per week.  Daily work schedules shall be established by 
the department head with the concurrence of the Town Manager, and where activities of a 
particular department require some other schedule to meet work needs, the Town Manager in 
charge may authorize a deviation from the normal schedule. 
 

Subsection 2 - Rest Periods/Breaks 
 
Due to the variation in work schedules and needs among departments, the Town makes no 
attempt to define a uniform policy for rest periods or breaks for all departments.  Department 
heads may establish appropriate rest period practices which will best serve the Town interest in 
work units under their supervision.  Such practice shall be subject to review of the Manager, and 
shall be limited to one rest period or break in the morning and in the afternoon no longer than 15 
minutes each. 
 
Subsection 3 - Overtime  
 
Supervisors shall arrange employee work schedules so as to accomplish the required work within 
the standard work day. Employees shall be required to work overtime only in emergencies or due 
to unusual circumstances.  
 
Exempt employees required to work overtime shall earn compensatory time at the rate of one 
hour for each hour required to be worked over 40 in a workweek. Exempt employees may 
accumulate 160 hours compensatory time but will not be assured of its use and will not receive 
cash compensation for unused accumulated compensatory time when employment is terminated. 
A listing of exempt position can be found in the Pay and Classification System (Attachment B).  
 
Non-exempt employees required to work overtime shall earn comp time at one and one-half 
times for all hours worked over 40 in a workweek for regular employees; over 171 hours each 28 
day work  cycle for police shift employees; and over 212 hours each 28 day work cycle for fire 
shift employees. In determining eligibility for overtime in a work period, only actual hours 
worked shall be considered; in no event will any leave hours taken be included in the 
computation of hours worked for FLSA purposes.  Non-exempt employees are required to obtain 
specific approval in advance from their supervisor before working overtime. 
 
Exceptions: 
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Any fire related hours worked by non-exempt employees who participate as firefighters in 
addition to their primary work duties will be compensated with pay calculated using the same 
rules referenced in the paragraph above.   
 
The Town Manager has the authority to grant permission for overtime pay.  Permission should be 

sought from the Town Manager before the end of the pay period. 

  
Overtime pay will be calculated at one and one-half hours for the hours worked over 40 in a 

workweek for regular employees; over 171 hours each 28 day work cycle for police shift 

employees; and over 212 hours each 28 day work cycle for fire shift employees   Supervisors 

shall schedule time off on an hour per hour basis over 40 within the applicable work period, 

instead of paying overtime. When time off within the work period cannot be granted, supervisors 

will schedule time off within 30 days of the occurrence at a rate of one and one-half hours for 

every hour actually worked.  In the event that a supervisor cannot schedule time off within 30 

days of the occurrence, compensatory time may be earned. Non-exempt employees may not 

accumulate more than 160 hours of compensatory time. Any hours accumulated over 160 will be 

paid to the employee at one and one half hours for each hour worked.  
 
Employees have the right to request the use of accumulated compensatory time, and must be 
allowed to use such time in a reasonable time period.  Supervisors have the right to force the use 
of compensatory time by non-exempt employees and may require the use of accumulated 
compensatory time before the use of sick leave or vacation leave.  Non-Exempt employees are 
entitled to receive cash compensation for unused accumulated compensatory time when 
employment is terminated. 
 
 
Subsection 4 - Standby Duty 
 
The nature of several jobs performed by Town employees requires that those employees be on 
standby duty, that is, be available and ready to work, for emergencies.  Such standby duty is an 
integral part of the routine duties and responsibilities of some jobs.  As such, compensation for 
standby duty is included in the base salary. 
 
In the event that those employees on standby are called back to perform assigned duties outside 
of normal working hours, they will receive overtime compensation in accordance with the FLSA 
and the overtime provision of this policy. 
 
Those employees who are on standby duty and cannot be located to perform their duties in the 
event of being called back, will be subject to disciplinary action. 
 
Subsection 5 - Outside Employment 
 
The work of the Town shall have precedence over other occupational interests of Town 
employees.  Part-time or outside employment shall be approved in advance by the Town 
Manager.  All outside employment for salary, wages, or Commission, and all self-employment 
must be reported to the Manager annually. 
 
The Town recognizes the right of employees to discretionary use of their off-duty time as long as 
such activities do not adversely affect their Town work, represent a conflict of interest, or reflect 
discredit upon the Town.  Employees are cautioned not to engage in outside work which impairs 
their physical or mental abilities to perform their Town job.  Final interpretation of this policy is 
the responsibility of the Manager.  Violation of this section shall be grounds for dismissal or 
other disciplinary action. 
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An employee who sustains an injury or illness in connection with outside employment shall not 
be entitled to receive: 
 
 (a) Worker's compensation benefits provided by the Town, or 
 
 (b) Paid sick leave. 
 
In cases where an outside employment-related injury or illness results in temporary disability, an 
employee must either: 
 
 (a) request and obtain a leave of absence without pay; 
 
 (b) request and use accrued vacation leave; or 
 
 (c) be subject to termination by the Town due to lack of availability for work. 
 
Subsection 6 - Volunteer Service 
 
The Town encourages and shall permit employees to participate as members of the volunteer 
emergency service to the extent that such volunteer activities do not interfere with the employee's 
responsibilities in the Town service.  However, no employee will be required or will be allowed 
to volunteer his or her time to the Town to perform the same or similar work performed as a 
regular employee. 
 
Subsection 7 - Safety 
 
It is the intent of the Town to provide for an ongoing program that assures a safe, healthy work 
environment for all employees and complies with all safety laws and regulations.  To that end, 
each supervisor shall be responsible for: 
 
 (a) providing safe work procedures and environments; 
 
 (b) implementing safety policies and programs; 
 
 (c) informing and training employees in safe work habits; 
 
 (d) detecting and correcting unsafe practices and conditions; 
 
 (e) investigating accidents and preparing accident reports; 
 
 (f) encouraging employees to report unsafe conditions and to submit practical safety 

suggestions; 
 
Likewise, each Town employee shall be responsible for: 
 
 (a) developing and maintaining safe work habits; 
 
 (b) promptly reporting all accidents and injuries; 
 
 (c) pointing out what are believed to be dangerous practices and working conditions; 
 
 (d) assisting with investigations of accidents; 
 
 (e) taking proper care of safety equipment; 
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 (f) wearing proper clothing and avoiding loose sleeves, cuffs, rings, bracelets and 
long hair around moving machinery; and 

 (g) knowing the location and use of fire extinguishers, the location of fire exits and 
the best method for reporting a fire. 

 
In addition to the above provisions, the Town will maintain a safety manual which details safety 
related procedures and responsibilities.  Employees shall be expected to also comply with the 
provisions therein. 
 
Subsection 8 - Employment of Relatives 
 
Employment of a relative (to the third degree of kinship whether by blood or marriage) of any 
member of the governing body of the Town of Knightdale is prohibited.  No person shall be hired 
or assigned to work under the administrative influence or supervision of such a relative, nor shall 
any employee's relative of such kinship be hired except under unusual conditions, without prior 
approval of the Town Manager.  
 
Subsection 9 - Sexual Harassment 
 
Harassment in any form shall not be tolerated and may lead to dismissal of the offenders.  In 
addition, the Town expressly prohibits any form of sexual harassment and seeks to guarantee all 
employees the right to work in an environment free from such harassment. 
 
Subsection 10 - Political Activity 
 
Every employee has a civic responsibility to support good government through every available 
means and in every appropriate manner.  The Town encourages each employee to exercise such 
civic responsibility by voting for the political candidates and issues of his or her choice. 
 
Each employee may join or affiliate with civic organizations of a partisan or political nature, may 
attend political meetings, and may advocate and support the principles or policies in accordance 
with the Constitution and laws of the State of North Carolina and of the United States of 
America.  However, no Town employee shall: 
 
 (a) engage in any political activity while on duty; 
 
 (b) be required as a duty of his or her office or employment or as a condition for 

employment, promotion, or tenure to contribute funds for political or partisan 
purposes; 

 
 (c) solicit or act as custodian of funds for political or partisan purposes; 
 
 (d) be a candidate for the Town Council; 
 
 (e) use any supplies or equipment of the Town for political purposes. 
 
Any violation of this section shall subject the employee to dismissal or other disciplinary action. 
 
Subsection 11 - Gifts and Favors 
 
No employee of the Town shall accept any gift, whether in the form of service, loan, thing, or 
promise from any person who, to the employee's knowledge, is interested directly or indirectly in 
any manner whatsoever in business dealings with the Town.  The following may serve as 
exceptions, but employees should consult with their supervisor when in doubt as to the propriety: 
 
 (a) Advertising items or souvenirs of nominal value; 
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 (b) Meals furnished at banquets; 
 
 (c) Consumable gifts offered to an entire work group during the holiday season where 

rejection would damage the spirit in which the gifts were offered. 
 
No official or employee shall accept any gift, favor, or thing of value that may tend to influence 
that employee in the discharge of duties. 
 
No official or employee shall grant in the discharge of duties any improper favor, service, or 
thing of value. 
 
Any violation of this section shall subject the employee to dismissal or other disciplinary action. 
 
Subsection 12 - Solicitations 
 
Except as specifically approved by the Town Manager, no employee shall solicit pledges or 
contributions for any cause during working hours. 
 
Subsection 13 - General Service Regulations 
 
The following provisions shall be known as general service regulations and shall apply to Town 
employees: 
 
 (a) Behavior and Common Courtesy.  When contacting the public in any manner, 

especially on public business, Town employees shall do so in a courteous manner.  
Every employee shall at all times endeavor to conduct himself or herself in a 
manner that reflects credit upon his or her department and the government of the 
Town of Knightdale. 

 
 (b) Disclosure of Confidential Information.  No official or employee shall, without 

the approval of the Board, disclose confidential information concerning the 
property, government, or affairs of the Town.  Nor shall he or she under any 
circumstances use such information to advance the personal, financial, or other 
private interests of himself or others. 

 
 (c) Non-discrimination.  No discrimination shall be exercised, threatened, or 

promised against or in favor of any applicant, competitor, or employee because of 
his race, religion, national origin, political beliefs, or sex. 

 
 (d) Use of Intoxicants.  No employee shall use intoxicating beverages or drugs of any 

kind while on duty, nor shall an employee report for duty while under the 
influence of an intoxicant or drug, unless such drug has been certified by a 
licensed physician as a drug that will not impair the work of the employee.  
Medications prescribed by a physician and certified by the physician not to impair 
the employee's ability to work may be taken during working hours as prescribed.  
"Under the Influence: as used in this policy shall mean to have one's physical or 
mental faculties affected in any observable manner. 

 
 (e) Use of Town-Owned Equipment.  No employee shall take for his personal use any 

Town-owned equipment.  All employees shall use Town-owned equipment only 
in the manner authorized by the Board.  An employee who is on call may be 
authorized to take a vehicle to his residence by his department head, after 
approval has been granted by the Manager.  Personal use of Town vehicles and 
use of Town gasoline in privately owned vehicles is strictly prohibited. 

 



Town of Knightdale Personnel Policy  Page 24 

 (f) Surrender of Property.  An employee who is terminated shall be requested to 
return all items of equipment, including uniforms, owned by the Town.  Return of 
such equipment in good condition must precede the issuance of an employee's 
final paycheck. 

 
 (g) Personal Indebtedness.  It is expected that each employee of the Town will keep 

his personal affairs arranged in such a way that the Town will not be embarrassed 
by the employee's excessive personal indebtedness. 

 
 (h) Purchase of Equipment/Supplies.  No employee shall purchase for personal use 

any equipment or supplies through Town purchase accounts.  Purchase of safety 
shoes and other items used in the performance of employee duties must be 
authorized by the Manager. 

 
 (i) Off-Duty Conduct.  Generally, the Town regards the off-duty activities of 

employees to be their own personal matter rather than that of the Town.  
However, certain types of off-duty activities represent potential concern and 
liability to the Town.  For that reason, employees who engage in or are associated 
with illegal or immoral conduct, the nature of which adversely affects the public 
trust and confidence in the Town of Knightdale, or brings embarrassment or 
ridicule on the Town or affects their own ability or credibility to carry out their 
assigned responsibilities, may be subject to dismissal or other disciplinary action. 

 
(j) Use of Technological Equipment.  The Town shall provide computers and 

equipment for various employees.  The purpose of this equipment is to enhance 
employee job performance.  All such computers and equipment, including data 
storage devices, printers, monitors, etc. and the data contained thereon, is the sole 
property of the Town.  The Town Manager will maintain access to all such 
equipment and data 

 
There shall be no personal use of such computers and equipment unless 
authorized by the Town Manager. 
  

  Town employees shall abide by the software license agreement, if any, of all  
  software purchased by the Town.   
 
Subsection 14 - Travel and Expense Reimbursement   
 
See Policies and Standard Procedures. 
 
 
Subsection 15 – Maintaining a Drug-Free Workplace  
 
The Town of Knightdale is dedicated to maintaining a drug-free work environment.  Substance 
abuse is a legitimate concern due to the negative impact on employees and the workplace.  Such 
abuse has the potential to compromise or threaten employee safety, productivity and the general 
well-being of everyone concerned. 
 
Employees who are experiencing an alcohol or drug problem should seek help before it begins to 
affect job performance.  The decision to seek help is viewed as responsible and will be supported 
by your supervisory and management.  Efforts to obtain help will be respected and handled in 
utmost confidence. 
 
Because of the Town’s obligation to protect others, it is important to keep the workplace safe and 
health.  As a result, employees who report to work under the influence of alcohol or drugs are 
subject to the disciplinary policy. 
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Subsection 16 – Technology Appropriate Use Policy  
 

PURPOSE: This policy covers the use of all technology resources belonging to the Town of 

Knightdale. It includes, but is not limited to pagers, radios, all computer systems of any size and 

function and their attached peripherals, phones, cellular phones, faxes, voice mail systems, e-mail 

systems, network resources and Internet resources. All technology resources owned by the Town 

of Knightdale are in place to enable the Town to provide its services in a timely and efficient 

manner. This is the primary function of these resources and any activity or action that is 

inconsistent or interferes with this purpose is prohibited. Because technology systems are 

constantly evolving, the Town of Knightdale requires its employees to use a common sense 

approach to the rules set forth below, complying not only with the letter, but also the spirit, of 

this policy. 

DEFI�ITIO�S: 

E-mail: The distribution of messages, documents, files, software, or images by electronic means 

over a phone line or a network connection. This includes internal e-mail and Internet e-mail. 

Instant Messaging:  A service that alerts users when friends or colleagues are on line and allows 

them to communicate with each other in real time through private online chat areas over the 

Internet. 

Internet and the World Wide Web: A worldwide network of computer servers connected by 

phone lines that allow access to the public through a special language (HyperText Markup 

Language or HTML) and a special protocol (HyperText Transfer Protocol or HTTP). 

Local Drive: Most Town of Knightdale PC’s have two drives. The first or primary drive is used 

for the storing of programs or data. The second drive is only used for the backup and archiving of 

the appropriate data from the primary drive. Employees should create and edit their "original" 

documents on the primary drive and only a copy should be shared on any network shared drives. 

�etwork: A system by which many computers are connected together. The Town of 

Knightdale’s network allows employees access to authorized areas on the different computer 

systems. This includes access to printers and their department’s shared drives. 

Outside Data Source: Any file, program, image (pictures and etc.), or document received on 

media (diskettes, CD ROM, or tapes), through the Internet (including Internet email), or through 

file transfer. 

PC: Personal Computer. 

Shared Drives: These drives are to be used to store information that needs to be shared on a 

regular basis. Original documents should be created and edited (changed) on the local hard drive 

and place a copy on the shared drives for others to access. These drives are not to be used to 

backup data from the local drives. 

POLICY: 
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Information Access and Ownership: All technology resources and all information transmitted 

by, received from, or stored on Town of Knightdale systems are the property of the Town of 

Knightdale and as such, are subject to inspection by town officials. The Town reserves the right 

for Town purposes to enter, review and monitor the information on all systems, including voice 

mail, electronic mail and information stored on computer systems or media, without advance 

notice. This might include investigating theft, unauthorized disclosure of confidential business or 

proprietary information, personal abuse of the system or monitoring workflow and productivity. 

Anytime information is transmitted through electronic media; there is the possibility that it could 

be intercepted. Therefore, no confidential Town of Knightdale information may be transmitted 

electronically without the prior approval of the Town Manager. If the employee is uncertain 

about whether it is appropriate to electronically send a particular piece of information or not, he 

or she should err on the side of caution and obtain approval from his or her supervisor or 

department director before sending. 

Appropriate Use: At all times when an employee is using Town of Knightdale technology 

resources, he or she is representing the Town. Use the same good judgment in all resource use 

that you would use in written correspondence or in determining appropriate conduct. Appropriate 

use of a particular resource will be discussed as a part of the training for its use. 

While in the performance of work-related functions, while on the job, or while using publicly 

owned or publicly provided technology resources, Town of Knightdale employees are expected 

to use them responsibly and professionally. They shall make no intentional use of these resources 

in an illegal, malicious, inappropriate or obscene manner, nor shall they use these resources to 

visit sites or conduct activity that is illegal, malicious, inappropriate, or obscene. Each Internet 

capable workstation will be configured to allow the screening and review of sites visited on the 

Internet. 

Identify Yourself: When sending or forwarding E-mail, either internally or externally, all 

employees shall identify themselves clearly and accurately. Sending email with a name other than 

your own name or emailing without a name is expressly forbidden. 

Identify the Source: Town of Knightdale employees have a responsibility to make sure that all 

public information disseminated via the Internet is accurate. Employees shall provide, in 

association with such information, its source and the date at which it was current and an 

electronic mail address allowing the recipient to contact the staff responsible for making the 

information available in its current form. 

Personal Use: Personal use of a Town owned technology resource by Town employees is 

allowed with the following restrictions. 

1. Employees should be aware that personal use of a Town owned technology resource is 

still subject to all of the rules in this policy including inspection and monitoring. 

2. There must be no cost to the Town. 

3. Personal use must be done on an employee’s own time. However, personal telephone 

calls on non-cellular phones or personal use of e-mail on an occasional basis may be 

permitted providing that they do not interfere with a Town employee’s obligation to carry 

out Town duties in a timely and effective manner. 
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4. Personal use must not interfere with other employees performing their jobs or undermine 

the use of Town resources for official purposes. 

5. Use of the Town’s technology resources for operating a personal business or soliciting of 

any kind is prohibited. 

6. Some technology resources such as cellular phones are billed from the first minute of use 

(both local and long distance) and are not allowed to be used for personal use except in 

an emergency. In the event of emergency use the employee is expected to reimburse any 

charges to the Town. 

7. Individuals who are not employees of the Town of Knightdale (including an employee’s 

family or friends) are not allowed to use the Town’s technology resources for any reason. 

8. Personal use of Town resources by an employee neither expresses nor implies 

sponsorship or endorsement by the Town of Knightdale. 

Security: Each employee is required to follow security steps listed below. 

User profile, password, or access code. All employees who use the Town of Knightdale 

computer equipment must have a user profile and password or access code. These are not to be 

shared with any other person at any time. Each employee is responsible for all actions taken 

while using his/her user profile, password, or access code. Therefore, signing on for another 

employee with your password is not permitted at any time. Passwords must not be written down 

and stored, posted anywhere, programmed into a macro or stored on the computer system in an 

unencrypted form. Department directors or their approved designees are required to request a 

user profile and password for any new employee prior to that employee’s first day of work. 

Training: Training on the proper use of the Town of Knightdale’s technology resources is 

provided either by the Finance Department or by an employee’s department. In some cases the 

resource will not be provided for use if the employee has not attended the appropriate training 

class.  

Don’t revise other employee’s files without permission. Except as provided elsewhere in this 

policy the examination, modification, copying, or deletion of files and/or data created by other 

employees without their prior consent is prohibited. 

Viruses. All Outside Data Source information must be scanned for viruses before using. This 

includes information from another Town of Knightdale employee if you think that it originated 

outside the Town of Knightdale network. Data created by Town of Knightdale employees on 

Town owned equipment does not need to be virus checked. This is to prevent viruses from 

infecting the Town’s entire network. Each individual employee is responsible for the prevention 

of the spread of viruses. 

PC Security. Do not leave a PC unattended without first logging off or locking the desktop. All 

PC’s are required to be logged off and shut down at the end of the work day. 

Loading Software: Do not load any software from any source either external or internal without 

the prior approval of the Finance Department. This includes shareware, freeware, personal 

software, browser "plug-ins" or other Internet-distributed programs. Do not make any copies of 
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Town owned software without the permission of the Finance Department since it may violate the 

software copyright. 

Retention of Information: There are rules (North Carolina general statutes and our records 

retention schedule adopted by the Town Council) governing what kind and how long some kinds 

of information are required to be kept. This includes electronic information (including emails) as 

well as paper documents. Employees need to see their department directors or supervisors for 

instructions as to which information needs to be kept. 

Internet Specific Restrictions: The following restrictions apply to all employees using Town of 

Knightdale computer equipment unless prior approval is given by the Finance Department. 

The use of any Internet messaging systems such as AOL Instant Messenger and AIM is not 

allowed. 

The use of Internet or browser based "chat rooms" or "news groups" are not allowed. 

Do not play audio or video files from the Internet without prior approval from the Finance 

Department. This includes listening to radio stations, music or watching movies through the web 

browser. 

Configuration of a web browser’s home or default page to allow on line continuous flow of 

information (such as stock quotes, photographs, or sports scores) is not allowed. This uses a 

significant amount of capacity and affects other employee’s access time. If you do visit a site 

where continuous updates are given, exit out as soon as you have checked the information. 

Programs that cycle pictures through the screen saver or background are not allowed. Static 

images are allowed if the image is appropriate. The screen savers or background changers require 

.exe programs to function and may have viruses attached. 

Email is not allowed to be used to advertise, notify or announce any personal item for sale or to 

give away. Only Town sponsored or authorized items or events may be announced via the 

Town’s email system. Example: The Town’s Wellness program may announce a Town 

sponsored golf tournament. On the other hand an employee is not allowed to advertise a set of 

golf clubs for sale or to announce that they are available for free. 

If the Town of Knightdale determines that an employee has used technology resources in a 

manner that violates this policy or other Town policies, the Town will take appropriate 

disciplinary action up to and including dismissal. 

I have read, understand, and agree to the above policy: 

 

Signed: ____________________________________________ 

Date: ____________________ 
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SECTIO� VII.  PERSO��EL ACTIO�S 
 
Subsection 1 - Performance Evaluation 
 
A supervisor shall evaluate performance beginning with the employee's first day on the job.  
Through open communications with his or her supervisor, the employee should obtain a clear 
understanding of what is expected related to job performance and a periodic assessment of his or 
her job strengths and weaknesses.   
 
A formal evaluation shall be completed for all Full-Time and Part-Time Permanent employees at 
the completion of their probationary period and at least once each year thereafter.  The Town's 
performance evaluation program provides a system for appraising the employee's work and is a 
tool to measure if the employee has gone above and beyond the required duties for the position. 
 
All annual performance evaluations are to be completed by the Department Director or 
supervisor during the month of December. The Department Director must turn in all of their 
performance evaluations for their Department to the Town Manager by the 3rd Monday of 
December at 8:00 a.m. The Town Manager will then review and approve or require revisions on 
each employee evaluation.  Upon approval, the performance evaluations, and any subsequent 
merit raise, will become effective for the employee on January 1st of the New Year.  
 
Subsection 2 - �otification of Action 
 
When an employee is suspended, demoted, or dismissed, the department head shall immediately 
provide the employee with written notice of the charges against him or her, the action taken, 
effective date of action, and the recourse(s) available to the employee. 
 
Subsection 3 - Promotion 
 
Department Heads shall endeavor to anticipate retirements and turnover and to have employees 
trained to assume positions of greater responsibility.  In filling vacancies an effort shall be made 
to promote qualified employees from within the Town work force before seeking an outside 
replacement. 
 
When a vacancy occurs, the Manager, department head and supervisor in whose department the 
vacancy occurs, shall review all applications received, including those from current Town 
employees wishing to be promoted into the position.  If a current Town employee is chosen for 
promotion, the department head shall forward the employee's name to the Manager with 
recommendations for classification and salary and reasons for selecting the employee over other 
applicants.  After receiving such comments, the Manager shall make an appointment, if 
appropriate, and determine the starting salary. 
 
Candidates for promotion shall be chosen on the basis of existing or anticipated job openings, on 
their qualifications, and on their work records.  Employees being promoted must meet the 
qualification standards to include education, training, and experience for the classification to 
which the promotion is being made. 
 
Subsection 4 - Demotion 
 
Any employee who fails to maintain high standards of personal conduct or  whose work in his 
present position is unsatisfactory may be (but need not be if discharge is deemed to be in the 
Town's best interest) demoted provided the employee shows promise of becoming a satisfactory 
employee in another position.  Such a demotion shall be preceded by the warning procedures 
outlined for cases involving inability to perform duties or failure in performance of duties.  An  
employee who wishes to accept a position with less complex duties and responsibility may be 
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demoted for reasons other than unsatisfactory performance of duties or failure in personal 
conduct. 
 
In all cases involving demotion the employee shall be provided with written notice citing the 
recommended effective date, reasons for demotion, and appeal rights available, if any. 
 
Subsection 5 - Transfer 
 
Any employee who has successfully completed a probationary period may be transferred to the 
same or similar class in a different department.  As vacancies occur in other departments to 
which an employee would be eligible for transfer, the employee shall notify his or her supervisor 
of interest in the transfer and submit notice of a desire for transfer to the various department 
head(s) for consideration.  If a department head wishes to hire that employee, the employee must 
request a transfer to that specific department and have it approved by the Manager. 
 
Subsection 6 - Reduction in Force 
 
In the event that a reduction in force becomes necessary, consideration will be given to the 
quality of each employee's past performance and the needs of the Town as well as seniority shall 
be considered in determining those employees to be retained.  Regular employees who are to be 
terminated due to reduction in force shall normally be given at least 10 working days' notice of 
the anticipated layoff. 
 
Subsection 7 – Resignation  
 

Every position is a necessary and important part of the Town.  When you desire to leave 
employment with the Town of Knightdale due to other opportunities you must give at least a 
two-week notice in writing so that a smooth transition can be accomplished.  Department Heads 
should give as much notice as possible but no less than a three-week notice in writing. 
 

Employees will be paid a lump sum for unused vacation leave up to 240 hours. 

 

Subsection 8 – Separation Procedures  
 

The last of day of work or the day of death shall be the date separated, except in cases where an 

employee is exhausting leave prior to retirement.  If the last day of work is the last workday in 

the month, the employee shall be paid for the full month. 
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SECTIO� VIII.  DISCIPLI�ARY A�D �O�-DISCIPLI�ARY ACTIO�S 
 

Subsection 1 - Administration 
 
In addition to the provisions for discharge and disciplinary action contained elsewhere in this 
policy, a regular employee may be suspended, demoted, or dismissed due to failure in 
performance of duties or detrimental personal conduct.  All cases of demotion or dismissal of a 
regular employee must be approved by the Manager prior to giving final notice to the employee. 
 
Subsection 2 - Failure in Performance of Duties 
 
Unsatisfactory job performance includes any aspects of the employee's job which are not 
performed as required to meet the standards set by the department head and the Manager. 
 
The following causes relating to failure in the performance of duties represent those considered 
to be adequate grounds for suspension, demotion or dismissal: 
 
 (a) Inefficiency, negligence or incompetence in the performance of duties. 
 
 (b) Careless, negligent or improper use of Town property or equipment. 
 
 (c) Physical or mental incapacity to perform duties. 
 
 (d) Discourteous treatment of the public or other employees. 
 
 (e) Absence without approved leave. 
 
 (f) Improper use of leave privileges. 
 
 (g) Habitual pattern of failure to report for duty at the assigned time and place. 
 
 (h) Violation of work rules or personnel policies. 
 
Subsection 3 - Detrimental Personal Conduct 
 
A regular employee may be suspended, demoted, or dismissed for causes relating to personal 
conduct detrimental to Town service without warning by the Manager in order to avoid undue 
disruption of work, protect the safety of persons or property, or for other serious reasons.  In less 
serious situations, steps outlined in VIII, Subsection 8, may be in order. 
 
The following causes relating to failure in personal conduct represent some of those considered 
to be adequate grounds for suspension, demotion, or dismissal but are not intended as 
representing all possible causes: 
 
 (a) Fraud in securing appointment. 
 
 (b) Conviction of a felony or a misdemeanor including moral turpitude or which 

would adversely affect performance of duties, or the entry of a plea of no contest 
to either. 

 
 (c) Misuse of Town funds. 
 
 (d) Falsification of Town records for personal profit or to grant special privileges. 
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 (e) Reporting to work under the influence of alcohol or drugs or partaking of such 
substances (except as stated in Subsection 13(d) of XII) while on duty or on public 
property. 

 
 (f) Willful or negligent destruction of property while on duty. 
 
 (g) Willfully or negligently endangering the lives or property of others while on duty. 
 
 (h) Possession of unauthorized firearms or other lethal weapons while on duty. 
 
 (i) Abusive or brutal actions toward other employees. 
 
 (j) Insubordination. 
 
 (k) Engaging in incompatible employment or serving a conflicting interest. 
 
 (l) Engaging in strikes or work slowdowns. 
 
Subsection 4 - Disciplinary Suspension 
 
When circumstances warrant and it is determined to be in the best interest of the Town, an 
employee may be suspended without pay by the Manager as a disciplinary measure for a period 
not to exceed 20 work days. 
 
Subsection 5 - �on-Disciplinary Suspension 
 
An employee may receive a non-disciplinary suspension and be placed on "administrative leave" 
without pay by the Manager for a period not to exceed three months.  Such action may be utilized 
for situations which are not directly related to the job, but the nature of which adversely affects 
the public trust and confidence in the Town or the employee's own ability or credibility to carry 
out assigned responsibilities. 
 
During the investigation, hearing, or trial of an employee on any criminal charge or during the 
course of any civil action involving an employee, the Manager may suspend the employee 
without pay for the duration of the proceedings as a non-disciplinary action.  However, the 
investigation, hearing, trial, or civil action must involve matters that may form the basis for 
disciplinary suspension, demotion, or dismissal in order for the non-disciplinary suspension to be 
allowed. 
 
Full pay and benefits for the period of non-disciplinary suspension may be authorized by the 
Manager if the suspension is terminated with full reinstatement of the employee. 
 
Subsection 6 - Disciplinary Dismissal 
 
A regular employee whose work or conduct is not satisfactory over a period of time should (but 
is not required) be notified in writing as to how his or her work is deficient and what must be 
done for it to be satisfactory.  If the employee fails to perform up to the standard of the 
classification held, or continues to be negligent, inefficient or unfit in performing assigned duties, 
he or she may be dismissed for disciplinary reasons.  In such case, the employee shall be relieved 
immediately of all duties and responsibilities and discharged from the employment of the Town. 
 
Subsection 7 - �on-Disciplinary Dismissal 
 
A regular employee may be dismissed for circumstances involving moral turpitude or other 
situations which adversely affect the public trust and confidence in the Town or the employee's 
own ability or credibility to carry out assigned responsibilities. 
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Subsection 8 - Procedures Preceding Dismissal 
 
An employee who has not been performing assigned duties satisfactorily shall normally receive 
at least two warnings before disciplinary action is taken by the department head.  First the 
employee may receive one or more oral warnings from his or her immediate supervisor; second, 
a written notice outlining the performance deficiencies, necessary corrective action(s), and time 
frame for showing improvement in order to avoid suspension, demotion, or dismissal may be 
given.  The written record of notice shall be entered in the employee's personnel record.  Failure 
to correct deficiencies in work performance may result in dismissal or other disciplinary action. 
 
Subsection 9 - �otification of Disciplinary Action 
 
In most circumstances before any disciplinary action is imposed, an employee shall be informed 
of the precise nature of the action, the reasons for it, and the date and time it is to be effective.  
Whenever practicable, this notification shall be given in writing before the disciplinary action is 
imposed, and if this is not possible, such notification shall be given as soon thereafter as possible. 
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Serious �on-Disciplinary Action Process 

 
_______________________________  _______________________________ 
             Name of the Employee             Department  

 
Personnel Policy (Section VIII. Disciplinary and �on-Disciplinary Actions) 
A regular employee may be suspended, demoted, or dismissed due to failure in performance of duties or detrimental 

personal conduct. A regular employee may be suspended, demoted, or dismissed for causes relating to personal 

conduct detrimental to Town service without warning by the Manager.  

 

In most circumstances before any disciplinary action is imposed, an employee shall be informed of the precise nature 

of the action, the reasons for it, and the date and time it is to be effective. Whenever practicable, this notification 

shall be given in writing before the disciplinary action imposed, and if this is not possible, such notification shall be 

given as soon thereafter possible.   

 

Definition of Terms 

- �on-Disciplinary Suspension: Suspension without pay for actions that did not directly relate 

to the job, but the nature which adversely affects the public trust and confidence in the Town 

or the employee’s ability to carry out assigned responsibilities. Not to exceed three months 

- �on-Disciplinary Dismissal: Dismissal due to situations which adversely affect the public 

trust and confidence in the Town or the employee’s ability to carry out assigned 

responsibilities.  

 

Procedures (No warnings are necessary for serious non- disciplinary violations) 
 

1. Contact the Human Resources Director to discuss the procedures. 

 

2.   Written Warning and Non- Disciplinary Action  

a. Date of the Warning: _______________ 

 

b. Please attach any supporting documentation.  

 

c. List the disciplinary action(s) to be implemented along with this warning:___ 

____________________________________________________________________

________________________________________________________ 

  ______________________________________________________________ 

  ______________________________________________________________ 

 

d. Non-disciplinary action:    dismissal   suspension 

i. If you circled dismissal, stop here.   

ii. If you circled suspension, please indicate the length suspension: 

________________________________________________________ 

________________________________________________________ 

 

e.   Please sign this acknowledging the written warning. By signing this, you    

        are not saying that you agree with the written warning, you are just  

                           acknowledging that the warning occurred.  

 

   ________________________   ________ 
                           Employee         Date 
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3. Disciplinary Action  

- Date the Non-Disciplinary Action begins: ________________ 

 

 

Please sign after the issuance to the employee.   

 

____________________________ _______       
                  Supervisor                    Date            

 

 

____________________________       _______ 
             Department Director       Date 

 

 

_________________________________ ________       

                 Town Manager                     Date         

 

 

________________________________ ________       

         Human Resources Director      Date 
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�on-Serious Disciplinary and �on-Disciplinary Action Process 
 

_______________________________  _______________________________ 
             Name of the Employee             Department  

 
Personnel Policy (Section VIII. Disciplinary and �on-Disciplinary Actions) 
A regular employee may be suspended, demoted, or dismissed due to failure in performance of duties or detrimental 

personal conduct. A regular employee may be suspended, demoted, or dismissed for causes relating to personal 

conduct detrimental to Town service without warning by the Manager.  

 

In most circumstances before any disciplinary action is imposed, an employee shall be informed of the precise nature 

of the action, the reasons for it, and the date and time it is to be effective. Whenever practicable, this notification 

shall be given in writing before the disciplinary action imposed, and if this is not possible, such notification shall be 

given as soon thereafter possible.   

 

Definition of Terms 

- Disciplinary Suspension: Suspension without pay for actions that related specifically to the 

job of the employee. Not to exceed 20 work days.  

- �on-Disciplinary Suspension: Suspension without pay for actions that did not directly relate 

to the job, but the nature which adversely affects the public trust and confidence in the Town 

or the employee’s ability to carry out assigned responsibilities. Not to exceed three months 

- Disciplinary Dismissal: Dismissal due to unsatisfactory work or conduct over a period of 

time.  Employee should be notified and if they fail to improve they shall be discharged from 

the employment of the Town.  

- �on-Disciplinary Dismissal: Dismissal due to situations which adversely affect the public 

trust and confidence in the Town or the employee’s ability to carry out assigned 

responsibilities.  
 

Procedures (Employees shall receive at least two warnings before disciplinary action will be taken for 

non serious violations. No warnings are necessary for serious violations.) 

 

1. Contact the Human Resources Director to discuss the procedures to determine if it is a 

serious or non serious violation.   

 

2. Oral Warning: 

a. Date of the Warning: _______________ 

b. Please attach a written description containing the terms of the warning.  This should 

include the Supervisor/Director signature at the bottom. 

c. Please sign this acknowledging the oral warning.  By signing this, you are not saying 

that you agree with the oral warning, you are just acknowledging that the warning 

occurred. 

 

________________________   ________ 
                     Employee        Date  

 

3. Written Warning 

a. Date of the Warning: _______________ 

b. Please attach any supporting documentation.  
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c. Date or time period that the employee has to correct his/her behavior before 

disciplinary action is taken: ___________________________ 

d. List the disciplinary action(s) that will be taken if the behavior is not  

corrected by the employee on the above date: _________________________ 

____________________________________________________________________

________________________________________________________ 

  ______________________________________________________________ 

e. Is the disciplinary action dismissal?   yes   no 

i. If you circled yes, stop here for the written warning.  If you circled no, please 

move on to number ii. 

ii. Length of the disciplinary or non-disciplinary suspension: ________ 

_______________________________________________________ 

f.   Please sign this acknowledging the written warning. By signing this, you    

        are not saying that you agree with the written warning, you are just  

                           acknowledging that the warning occurred.  

 

   ________________________   ________ 
                           Employee         Date 

 

4. Disciplinary Action  

- Date of the Disciplinary Action: ________________ 

 

 

Please sign after the issuance of the written warning to the employee.   

 

____________________________ _______       
                  Supervisor                    Date            

 

 

____________________________       _______ 
             Department Director       Date 

 

 

_________________________________ ________       

                 Town Manager                     Date         

 

 

________________________________ ________ 

Human Resources Director      Date 
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SECTIO� IX.  LEAVE OF ABSE�CE 
 
 

Subsection 1 - Holidays  
 
The Town will designate the same holidays as the State of North Carolina with full pay for all 
regular full-time and year-round part-time Town employees.  This policy shall become effective 
February 19, 1997. 
 
If the holiday falls on Saturday, the preceding Friday shall be observed as a holiday.  If the 
holiday falls on a Sunday, the following Monday will be observed. 
 
Subsection 2 - Holiday Pay 
 
Employees required to work on any designated holiday shall receive compensation at the regular 
rate of pay and shall be entitled to either  such part of an extra day of pay as to the number of 
hours actually worked in proportion to the total hours in the employee's normal work day or an 
additional day off hour for hour.  However, if such work constitutes FLSA recognizes overtime 
then extra pay at time and one-half should be paid.  Employees eligible for holiday pay must 
work both the day before and the day after the holiday unless an authorized absence has been 
granted. 
 
Subsection 3 - Vacation Leave  
 
Vacation leave is a privilege and benefit granted by the Town.  It shall be used at the discretion 
of the employee and at the convenience of the appropriate supervisor for such occasions as rest 
and relaxation, medical appointments when sick leave is exhausted, absences due to adverse 
weather conditions, and the like.  Vacation leave may be used for sick leave in the case of illness 
only with the approval of the Manager. 
 
Each regular full-time employee except public safety employees shall earn vacation leave at one 
of the following rates, depending upon his or her length of service: 
 
Completed Years of Service # of Vacations Days (Hours Per Month) 
Less than 2 years 10   6.66  
2 to 5 years 12   8.00 
6 to 10 years 15 10.00    
11 to 15 years 18 12.00 
16 to 20 years 21 14.00 
Over 20 years 24 16.00 

 
Employees will be credited vacation leave for each full calendar month of work. 
 
 (a) Vacation Leave Maximum Accumulation.  Employees may accumulate vacation 

leave to a maximum of 30 days.  When the maximum has been accumulated, 
employees will have until the end of the calendar year to reduce the balance below 
the maximum.  As of the pay period containing December 31, all leave balances 
in excess of the maximum shall be reduced to 30 days and carried into the new 
calendar year. 
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 (b) Previous Leave Credit.  Vacation leave credit accumulated by each employee as of 
the adoption of this personnel administration policy shall be retained until used in 
accordance with this policy. 

  
 (c) Requesting and Taking Leave.  Employees may be granted the use of earned 

vacation leave upon request or at those times designated by the Town Manager or 
department head which will least obstruct normal operations of the Town or 
department.  Employees will be required to request earned vacation at least one 
week in advance of such leave.  Exceptions are authorized by the Town Manager 
on an individually requested basis. 

 
  Regular scheduled holidays and/or normal non work days occurring during an 

employee's vacation period shall not be considered as a day's vacation. 
 
  All Town employees are required to take at least 5 consecutive days of vacation 

for calendar year.   
 
 (d) Payment for Accumulated Leave Upon Termination.  A regular employee shall be 

paid for vacation leave accumulated to the date of voluntary separation, but not to 
exceed the maximum, provided he or she has submitted a resignation at least two 
weeks in advance of the effective date of separation.  Department heads shall be 
required to give at least three weeks notice prior to the effective date of their 
separation. 

 
  At the time of an employee's separation, any vacation leave owed the Town shall 

be deducted from the employee's final compensation. 
 
 (e) Payment for Accumulated Leave Upon Death.  Upon the death of a regular 

employee, compensation for accumulated vacation leave shall be paid to his or her 
estate. 

 
(f) At the end of each benefit year, effective with the Fair Labor Standards cycle 

ending on or before January 15, any Town employees with accrued annual 
vacation leave in excess of thirty (30) days or two-hundred (240) hours shall have 
this leave converted to sick leave.  This converted sick leave shall be used in the 
same manner as accrued sick leave and may be used for authorized sick leave 
purposes.  And, like regular sick leave, any unused converted sick leave may be 
counted toward creditable service at retirement up to a maximum of twelve (12) 
total sick leave days per year of service.  This policy shall become effective 
January 1, 1997. 

 
Subsection 4 - Sick Leave  
 
Sick leave with pay is a privilege granted by the Town for the benefit of an employee during 
periods of personal illness, bodily injury, quarantine, physical or dental examinations or 
treatment, disability resulting from pregnancy, or exposure to a contagious disease when 
continued work might jeopardize the health of others. 
 
Sick leave shall also be used and may be granted when the employee is required to care for a sick 
family member. 
 
Sick Leave accumulates indefinitely.  It is there as insurance when needed by the employee.  As a 
full-time employee, sick leave shall be earned at a rate of eight hours per month.  Such leave may 
be requested and taken, as necessary, at any time during an employee's regular period of service 
with the Town.  No employee shall be paid for accumulated sick leave upon termination of 
employment. 
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With your supervisor’s approval, you may use sick leave for: 
 
• Illness or injury preventing you from doing your job. 
• The period of temporary disability connected with child bearing if you are the biological 

mother or to care for an immediate family member during this time. 
• Adoption of a child (up to 20 days for each parent). 
• Medical appointments for you or your immediate family 
• Illness of one of your immediate family members. 
 
An immediate family member is defined as: 
 
• Your spouse 
• Your parent (biological, adoptive, stepparent, in-law or guardian) 
• Your child (biological, adopted, step, foster, legal ward, in-law or one you are standing in for 

as their parent) 
• Your siblings (biological, adoptive, step, half or in-laws) 
• Your grandparents or grandchildren (including step and great-grand relationships) 
• Other dependents living in your home. 
 
 (a) Sick Leave Maximum Accumulation.  Employees may accumulate sick leave with 

an unlimited maximum accumulation. 
 
 (b) Previous Leave Credit.  Sick leave credits accumulated by each employee as of 

the adoption of this policy shall be retained. 
 
 (c) Requesting and Taking Leave.  Notification of the desire to take sick leave should 

be submitted to the employee's supervisor prior to the leave, whenever possible, or 
as otherwise required by departmental rules and policies. 

 
 (d) Physician's Certificate.  The Town may require a doctor's certificate concerning 

the nature of the illness and the employee's fitness to resume duties for each 
absence of three (3) or more work days, or for the third absence in any calendar 
month employee may be required to submit to such medical examination or 
inquiry as deemed desirable.  The department head shall be responsible for the 
application of this provision to the end that (1) employees shall not be on duty 
when they might endanger their health or the health of other employees, (2) there 
will be no abuse of sick leave privileges. 

 
 (e) Reinstatement of Leave.  Employees who resign in good standing or are dismissed 

from employment because of reduction in force, and are reinstated within two (2) 
years shall be credited with their previously accumulated sick leave.  Employees 
who are dismissed from employment for reasons other than reduction in force and 
employees who are not reinstated within two (2) years, shall lose all sick leave 
credits. 

 
 (f) Sick Leave Transfer.  A new employee hired by the Town whose immediate past 

employer was the State of North Carolina or any of it’s political subdivisions, may 
transfer to the Town a portion of his/her accumulated and unused sick leave.  The 
Town will accept, subject to verification by the previous employer, up to 320 
hours (40 days). 

 
 (g) Retirement Credit.   One month of credit is allowed for each 20 days, or any  

  portion thereof, of sick to an employee’s credit upon retirement, but not to exceed  

  12 days for each year of retirement membership. 
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(h) Sick Leave for an Acute Temporary Illness. Employees who have symptoms of an 

acute illness such as chronic coughing, the flu, fever/temperature, severe pain, 

nausea, vomiting, diarrhea, certain rashes, etc. should not report to work, but call 

and inform their supervisor immediately. Employees are responsible for notifying 

their supervisor of any absence on a daily basis and the employee may request the 

use of sick leave.  

 

An employee that comes to work with an acute temporary illness, including but 

not limited to those conditions above, will be sent home by the Department 

Director or the Supervisor. This will be considered insubordination and can lead 

to the Town’s disciplinary process.  

 

(i) Two Additional Sick Days. Two additional sick days will be granted to employees 

that receive a flu shot. The flu shot may be obtained at the Town’s flu shot clinic 

or an outside source. If an employee chooses to get a flu shot from an outside 

clinic, they must obtain documentation that the flu shot was received. The 

documentation must be signed by the health professional that administered the 

shot and then must be turned into the Human Resources Director within five (5) 

business days. After acceptance of the documentation, two additional sick days 

will be added to the employees current sick leave balance. Only one flu shot per 

calendar year will be accepted.  
 
Subsection 5 - Short-Term Disability Leave  
 

(a) In the event of a short-term disability, the employee may be allowed up to three (3) 

months of disability leave.  However, disabilities differ, and depending upon the 

physician's advice and in consultation with and approval of the department head and the 

Town Manager, an employee may alter the duration of the disability leave.  Any 

combination of accumulated sick leave or vacation leave may be used to cover the 

absence required for the disability. The Town’s employer-paid short term disability 

insurance is also available to be used for income replacement. Sick leave can be 

combined with short term disability insurance to provide 100% income replacement. 

(b)  The Town will reinstate the employee without loss of seniority or benefits (or an 

adjustment to annual performance evaluation date) when he or she returns to work within 

the three month period (or other period as approved) after the employee was initially 

disabled. The employee will be placed on leave without pay when accumulated vacation 

or sick leave credits do not cover the entire approved period of disability.  Employees 

who are absent due to illness or injury for longer than 180 days may be considered a 

voluntary resignation as may any employee found to have failed to return to work after 3 

months, if physically qualified to work. 

(c) Other Considerations: 

1. Individual health, dental, life and disability insurance premiums will be paid 

by the Town for the employee for up to 12 weeks during short-term disability 

leave. 

2. Dependent insurance coverage can be continued while an employee is covered 

under short-term disability leave, with all premiums paid by the employee. 

During paid leave, the premiums will be payroll deducted. During unpaid 
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leave, the employee must make arrangements to reimburse the Town in a 

timely manner. 

3. Vacation and sick leave accrue only when employee is on paid leave. If an 

employee is using STD insurance, or a combination of STD insurance and sick 

leave, sick and vacation leave do not accrue for the period of STD insurance 

leave. 

4. Retirement contributions (LGERS and 401k) cease while an employee is using 

short term disability insurance or during unpaid leave. 

5. An employee’s performance evaluation will not be delayed while on paid or 

unpaid leave up to 90 days. After 90 days, leave will be delayed in one-month 

increments for the duration of leave. 

 

 Knightdale Family and Medical Leave Policy 

 

1.0 PURPOSE: 

 

To establish the procedure for the administration of Family/Medical Leave, an authorized 

leave without pay required under the Family and Medical Leave Act of 1993.  The Family 

and Medical Leave Act of 1993 (FMLA) provides eligible employees with up to 12 

workweeks of unpaid leave for certain family and medical reasons during a 12 month 

period. During this leave, an eligible employee is entitled to continued group health plan 

coverage as if the employee had continued to work. At the conclusion of the leave, 

subject to some exceptions, an employee generally has a right to return to the same or to 

an equivalent position.  

 

2.0  ORGANIZATIONS AFFECTED: 

 

All Departments/Divisions 

 

3.0 DEFINITIONS: 

 

3.1 Serious Health Condition - A “serious health condition” is an illness, injury, 

impairment, or physical or mental condition that involves hospitalization or 

continuing treatment by a doctor. 

3.2 Child – “son or daughter," which are defined to include a biological, adopted, or 

foster child, a stepchild, a legal ward, or a child of a person standing in loco 

parentis if the child is under eighteen or incapable of self-care because of a mental 

or physical disability 

 

4.0 POLICY: 

  

4.1 Employee Eligibility Criteria: 

 

To be eligible for FMLA leave, an employee must have been employed by the 

Town: 
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a) For at least 12 months (which need not be consecutive);  

  

b) For at least 1250 hours during the 12 month period immediately preceeding 

the commencement of the leave; and  

 

c) Work at a worksite (a) with 50 or more employees; or (b) where 50 or more 

employees are located within 75 miles of the worksite.   

 

4.2 Events Which May Entitle an Employee to FMLA Leave: 

 

a) Eligibility: It is the policy of the Town to authorize leaves of absence without 

pay for the following reasons: 

 

1. The birth of the employee’s child, in order to care for such child 

 

2. Adoption of the employee’s child, or placement of a child with the 

employee for foster care. 

 

3. The need for the employee to care for a spouse, child, or parent who has a 

serious health condition 

 

4. An employee's serious health condition that makes the employee unable to 

perform normal job functions. 

 

b) Expiration of Entitlement: The entitlement to leave under subsections 

4.2(a)(1) and (a)(2), above, for birth or placement of a child shall expire at 

the end of the twelve (12) month period beginning on the date of such birth 

or placement. 

  

5.0 PROCEDURE: 

 

5.1 Employees will be granted Family/Medical leave for a period of 12 workweeks 

during any 12 month period. 

   

5.2 If husband and wife are both employed by the Town, they are limited to a total of 

12 workweeks of leave in a twelve month period for childbirth, placement of a 

child, or caring for a sick parent. 

5.3 The employee must submit a FMLA Request Form to the department supervisor, 

with a copy to the Human Resources Director, at the earliest possible date. 

 

a)  In any case in which the necessity for leave under subsections 4.2(a)(1) or 

4.2(a)(2), above, is foreseeable based on an expected birth or placement, the 

employee shall provide the Town with at least thirty (30) days notice, before 

the date of leave is to begin, of the employee's intention to take leave, except 

that if the date of birth or placement requires leave to begin in less than thirty 

(30) days, the employee shall provide such notice as soon as is practicable. 
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b)  In any case in which the necessity for leave under subsections 4.2(a)(3) or 

4.2(a)(4), above, is foreseeable based on planned medical treatment, the 

employee shall: 

1.  Make a reasonable effort to schedule the treatment so as not to unduly    

disrupt the operations of the Town, subject to the approval of the health 

care provider of the employee or the health care provider of the child, 

spouse, or parent, as appropriate; and  

 

2.  Provide the Town with not less than thirty (30) days notice, before the date 

the leave is to begin, of the employee's intention to take leave under such 

subsection, except that if the date of the treatment requires leave to begin 

in less than thirty (30) days, the employee shall provide such notice as 

soon as is practicable. 

 

c)   Failure to provide notice as prescribed in this Section may be grounds to 

delay or deny leave.  

 

d)  The written request for a medical condition must include a physician's 

statement certifying the condition and its date of onset and anticipated 

duration. 

 

1.  Medical certification is required for medical leave under subsections 

4.2(a)(3) or 4.2(a)(4), above. The medical certification must be issued by 

the health care provider of the eligible employee or of the child, spouse, or 

parent, as appropriate, of the employee. Certification should include: 

 

i) A certification as to which part of the definition of "serious health 

condition" applies to the patient's condition and the medical facts that 

support the certification; 

 

ii) The approximate commencement and probable duration of the 

condition; 

 

iii) A statement that the eligible employee is needed to care for the 

child, spouse, or parent, or a statement that the employee is unable to 

perform the functions of the position of the employee; 

 

iv) In the case of certification for intermittent leave, or leave on a 

reduced leave schedule, for planned medical treatment, the dates on 

which such treatment is expected to be given and the duration of such 

treatment; 

 

v) In the case of certification for intermittent leave, or leave on a 

reduced leave schedule under section 4.2(a)(4), a statement of the 

medical necessity for the intermittent leave or leave on a reduced 

leave schedule, and the expected duration of the intermittent leave or 
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reduced leave schedule; and 

 

vi) In the case of certification for intermittent leave, or leave on a 

reduced leave schedule, under section 4.2(a)(3), a statement that the 

employee's intermittent leave on a reduced leave schedule is necessary 

for the care of the child, parent, or spouse who has a serious health 

condition, or will assist in their recovery, and the expected duration 

and schedule of the intermittent leave or reduced leave schedule. 

 

2.  The Town may require, at the expense of the Town, that the eligible 

employee obtain the opinion of a second health care provider designated or 

approved by the Town concerning any information certified as provided 

above. 

 

3.  When the second opinion differs from the opinion in the original 

certification, the Town may require, at the expense of the Town, that the 

employee obtain the opinion of a third care provider designated or 

approved jointly by the Town and the employee. The opinion of the third 

health care provider concerning the information certified above shall be 

final and binding on the Town and the employee. The Town may require 

that the eligible employee obtain subsequent recertification on a 

reasonable basis. 

 

e) The leave request must be approved by the Department Head and the 

Personnel Director. 

 

5.5 A Personnel Transaction Form must be submitted to the Personnel Department 

initiating the period of leave without pay. A second form must be submitted to 

reinstate the employee upon return to work. 

 

5.6 The Town will notify the employee that leave has been designated as FMLA 

leave.  The Town may provisionally designate the employee’s leave as FMLA 

leave if the Town has not received medical certification or has not otherwise been 

able to confirm that the employee’s leave qualifies as FMLA leave.  If the 

employee has not notified the Town of the reason for the leave, and the employee 

desires that leave be counted as FMLA leave, the employee must notify the 

Personnel Department within 2 business days of the employee’s return to work 

that the leave was for an FMLA reason.   

  

5.7 The employee is expected to return to work on the designated date unless an 

extension of leave has been requested and approved by the Department Head and 

the Personnel Director prior to the original date of the employee's expected return. 

 

5.8 The employee will be reinstated to the same position or one of like classification 

and pay upon the return to work. 

 

5.9 Failure to report to work at the expiration of the authorized leave of absence may 
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be considered a resignation from Town employment. 

 

5.10 A permanent employee on authorized leave without pay continues to be covered 

under the Town’s group health and dental insurance for a period up to 12 weeks as 

if he/she were an active employee. Coverage for dependent health, dependent 

dental, and life insurance programs may be continued, provided that the necessary 

premiums are paid by the employee during the period of leave without pay. 

 

5.11  Employees may request to return to work on a part-time basis or intermittent basis 

in accordance with this policy. 

 

a) The request should be submitted to the Department Head and reviewed based 

on the current staffing needs of the Department and provisions of the policy. 

 

1.  An employee shall not take leave under subsections 4.2(a)(1) or 4.2(a)(2), 

above, intermittently or on a reduced schedule unless the employee and 

Town agree otherwise. An employee may take leave under subsections 

4.2(a)(3) or 4.2(a)(4), above, intermittently or on a reduced leave schedule 

when medically necessary.  Medical necessity shall be determined and 

certified by a health care provider as provided in subsections 5.3(d)(1)(v) 

and 5.3(d)(1)(vi), above. 
 

2.  If an employee requests intermittent leave, or leave on a reduced leave 

schedule, under subsections 4.2(a)(3) or 4.2(a)(4), above, that is 

foreseeable based on planned medical treatment, the Town may require 

such employee to transfer temporarily to an available alternative position 

offered by the Town for which the employee is qualified and that: 

 

i) Has equivalent base pay and benefits; 

 

and 

 

ii) Better accommodates recurring periods of leave than the regular 

employment position of the employee. 

 

b) Upon approval of the Department Head, the request will be submitted to the 

Town Manager for final review and approval. 

 

c) During this time, an employee who wishes to return to full-time status by 

using accumulated vacation leave (i.e. work half-days, charge vacation half-

days) may do so, provided that there is sufficient vacation leave to enable 

them to remain in a full-time status until their return to work on a full-time 

basis. 

 

d) The same provisions will apply as provided in 5.2 of this policy with regard 

to both parents employed by the Town. 
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5.12  Return from FMLA Leave: 

 

a) Return: Upon return from FMLA leave, the Town will place the employee in 

the same position the employee held before the leave or an equivalent 

position with equivalent pay, benefits and other employment terms.   Taking 

family leave shall not result in the loss of any employment benefit accrued 

prior to the date on which the leave commenced.  The Town shall maintain 

coverage under any group health plan for the duration of an approved leave at 

the level, and under the conditions that coverage would have been provided if 

the employee had continued in employment continuously for the duration of 

such leave. 

   

b) Accrued Leave: An employee need not exhaust her accrued sick leave, 

compensatory time and/or vacation leave prior to requesting or taking family 

or medical leave under this Policy. 

 

c)  Limitations on Reinstatement: An employee is entitled to reinstatement only 

if he/she would have continued to be employed had FMLA leave not been 

taken. Thus, an employee is not entitled to reinstatement if, because of a 

layoff, reduction in force or other reason, the employee would not be 

employed at the time job restoration is sought.  The Town reserves the right 

to deny reinstatement to salaried, eligible employees who are among the 

highest paid 10 percent of the Town’s employees employed within 75 miles 

of the worksite ("key employees") if such denial is necessary to prevent 

substantial and grievous economic injury to the Town’s operations.  

 

d) Failure to Return to Work: If the employee fails to return from leave, the 

Town may collect the portion of the health insurance premiums retroactively 

to the beginning of the leave unless the employee does not return to work due 

to the continuation, onset or recurrence of a serious health condition of the 

employee or seriously ill family member needing the employee’s care or for 

other circumstances beyond the employee’s control.  In such cases, the Town 

may require the employee to provide medical certification of the employee's 

or the family member's serious health condition.  If the employee does not 

return to work following the conclusion of FMLA leave, the employee will 

be considered to have voluntarily resigned.  

 

6.0 MISCELLANEOUS 

 

The Personnel Director is authorized to promulgate such rules as are necessary to apply or 

interpret this Policy.  For further information or clarification about FMLA leave, please 

contact the Personnel Department.  
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Certification of Health Care Provider 
(Family and Medical Leave Act of 1993) 

1. Employee's Name: 

 

2. Patient's Name (if different from employee): 

 

3. The attached sheet describes what is meant by a "serious health condition" under the Family 

and 

Medical Leave Act. Does the patient's condition qualify under any of the categories described? If 

so, 

please check the applicable category. 

(1)___ (2)___(3)___(4)___(5)___(6) ___ , or None of the above __ 

 

4. Describe the medical facts which support your certification, including a brief statement as to 

how the 

medical facts meet the criteria of one of the above categories: 

 

 

 

5. a. State the approximate date the condition commenced, and the probable duration of the 

condition (and 

also the probable duration of the patient's present incapacity if different): 

 

 

b. Will it be necessary for the employee to take work only intermittently or to work on a less than 

full 

schedule as a result of the condition (including for treatment described in Item 6 below)? 

If yes, give the probable duration: 

 

 

c. If the condition is a chronic condition (condition #4) or pregnancy, state whether the patient is 

presently 

incapacitated and the likely duration and frequency of episodes of incapacity: 

 

 

 

 

6. a. If additional treatments will be required for the condition, provide an estimate of the 

probable 

number of such treatments: 

 

If the patient will be absent from work or other daily activities because of treatment on an 

intermittent or 

part-time basis, also provide an estimate of the probable number and interval between such 

treatments, 

actual or estimated dates of treatment if known, and period required for recovery if any: 
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b. If any of these treatments will be provided by another provider of health services (e.g., 

physical 

therapist), please state the nature of the treatments: 

 

 

 

 

 

(1) Here and elsewhere on this form, the information sought relates only to the condition for 

which the employee is taking FMLA leave. 

(2) "Incapacity," for purposes of FMLA, is defined to mean inability to work, attend school or 

perform other regular daily activities due to the serious health condition, treatment therefor, or 

recovery therefrom. 

c. If a regimen of continuing treatment by the patient is required under your supervision, provide 

a general 

description of such regimen (e.g., prescription drugs, physical therapy requiring special 

equipment): 

 

 

 

 

7. a. If medical leave is required for the employee's absence from work because of the employee's 

own 

condition (including absences due to pregnancy or a chronic condition), is the employee unable 

to perform 

work of any kind? 

 

 

b. If able to perform some work, is the employee unable to perform any one or more of the 

essential 

functions of the employee's job (the employee or the employer should supply you with 

information about 

the essential job functions)? If yes, please list the essential functions the employee is unable to 

perform. If neither a. nor b. applies, is it necessary for the employee to be absent from work for 

treatment? 

 

 

 

8. a. If leave is required to care for a family member of the employee with a serious health 

condition, does 

the patient require assistance for basic medical or personal needs or safety, or for transportation? 

 

b. If no, would the employee's presence to provide psychological comfort be beneficial to the 

patient or 

assist in the patient's recovery? 
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c. If the patient will need care only intermittently or on a part-time basis, please indicate the 

probable 

duration of this need: 

 

 

 

__________________________________ __________________________ 

(Signature of Health Care Provider) (Type of Practice) 

 

__________________________________ __________________________ 

(Address) (Telephone number) 

 

 

 

To be completed by the employee needing family leave to care for a family member: 

State the care you will provide for your family member and an estimate of the period during 

which care 

will be provided, including a schedule if leave is to be taken intermittently or if it will be 

necessary for you 

to work less than a full schedule: 

 

 

 

 

 

 

______________________________ _____________________________ 

(Employee signature)    (date) 
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Serious Health Condition 
A "Serious Health Condition" means an illness, injury, impairment, or physical or mental 

condition that 

involves one of the following: 

1. Hospital Care 

Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility, 

including any period of incapacity or subsequent treatment in connection with or consequent to 

such inpatient care. 

2. Absence Plus Treatment 

(a) A period of incapacity of more than three consecutive calendar days (including any 

subsequent treatment or period of incapacity relating to the same condition), that also involves: 

(1) Treatment two or more times by a health care provider, by a nurse or physician's 

assistant under direct supervision of a health care provider, or by a provider of health 

care services (e.g., physical therapist under orders of, or on referral by, a health care 

provider; or 

(2) Treatment by a health care provider on at least one occasion which results in a 

regimen of continuing treatment under the supervision of the health care provider. 

3.Pregnancy 

Any period of incapacity due to pregnancy, or for prenatal care. 

4. Chronic Conditions Requiring Treatments 

A chronic condition which: 

(1) Requires periodic visits for treatment by a health care provider, or by a nurse or 

physician's assistant under direct supervision of a health care provider; 

(2) Continues over an extended period of time (including recurring episodes of a single 

underlying condition); and 

(3) May cause episodic rather than a continuing period of incapacity (e.g., asthma, 

diabetes, epilepsy, etc.). 

Treatment includes examinations to determine if a serious health condition exists and evaluations 

of the 

condition. Treatment does not include routine physical examinations, eye examinations, or dental 

examinations. 

A regimen of continuing treatment includes, for example, a course of prescription medication 

(e.g., an 

antibiotic) or therapy requiring special equipment to resolve or alleviate the health condition. A 

regimen 

of treatment does not include the taking of over-the-counter medications such as aspirin, 

antihistamines, 

or salves; or bed-rest, drinking fluids, exercise, and other similar activities that can be initiated 

without a 

visit to a health care provider. 

5. Permanent/Long-term Conditions Requiring Supervision 

A period of incapacity which is permanent or long-term due to a condition for which treatment 

may not be effective. The employee or family member must be under the continuing supervision 

of, but need not be receiving active treatment by, a health care provider. Examples include 

Alzheimer's, a severe stroke, or terminal stages of a disease. 

6. Multiple Treatments (Non-Chronic Conditions) 
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Any period of absence to receive multiple treatments (including any period of recovery 

therefrom) by a health care provider or by a provider of health care services under orders of, or 

on referral by a health care provider, either for restorative surgery after an accident or other 

injury, or for a condition that would likely result in a period of incapacity of more than three 

consecutive calendar days in the absence of medical intervention or treatment, such as cancer 

(chemotherapy, radiation, etc.), severe arthritis (physical therapy), kidney disease (dialysis). 
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Family and Medical Leave Act (FMLA) Request Form 
(to be completed by the employee) 

 

________________________________________________________________________ 

PLEASE READ THIS DOCUME�T CAREFULLY A�D COMPLETE ACCORDI�GLY.  
PLEASE REFER TO THE FAMILY A�D MEDICAL LEAVE POLICY FOR 
ADDITIO�AL I�FORMATIO�. 
 
Employee 

Name______________________________________________SS#________________________ 

 

Div/Location________________________Date of Hire___________________ 

Leave Effective Date_______________ 

 
General Information 
Eligibility requirements for FMLA: 1) 12 months of service and 2) 1,250 hours worked during 

that 12 months of service. 

 

1. Any eligible employee is entitled to 12 weeks of unpaid leave during any 12-month period* 

because of the birth of the employee’s child, adoption of a child by the employee or 

placement of a child in the foster care of the employee.  Such leave may be taken only within 

12 months of the birth, adoption or placement of the child.  The Company will make 

reasonable efforts to accommodate requests for intermittent leave for the birth, adoption or 

placement in foster care of a child. 

 

2. Any eligible employee is entitled to 12 weeks of unpaid leave during any 12-month period* 

because of the serious health condition of a spouse, child or parent.  Leave for a serious 

health condition may be taken intermittently or on a reduced schedule, if medically necessary, 

and with prior approval of the Company. 

 

3. Any eligible employee is entitled to 12 weeks of unpaid leave during any 12-month period* 

because of his/her own serious health condition.  The FMLA leave for an employee’s own 

serious health condition will begin when the employee is first absent for that medical 

condition.   

 

*      The 12-month period is generally 12 months from the start of the Leave. 

 

Check one of the following reasons below if eligible for FMLA: 

  

 FMLA Medical Leave (eligible for FMLA): 

 _______     My own serious health condition 

 

 FMLA Family Leave (eligible for FMLA): 

 _______     Care for my child within 12 months following birth 

 _______     Placement of a child with me for adoption or foster care within 12 months of  

   the adoption 
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 _______     Serious health condition of my child under 18 years (or older if child is  

   disabled) 

 _______     Serious health condition of my spouse 

 _______     Serious health condition of my parent 

 

Check one of the reasons below if not eligible for FMLA or if beyond the 12 weeks for FMLA: 

 

 Medical Leave (after 12 weeks of FMLA) 

 _______     My own serious health condition 

 

 Medical Leave (not eligible for FMLA) 

 _______     My own serious health condition 

 

I would like leave to begin on ___/___/___. 

 

I would like to return from leave on ___/___/___. 

 

The leave request is for: □ Single block of time, or □ Intermittent/reduced work schedule (FMLA 

only). 

 

I would like to begin the intermittent or reduced work schedule for FMLA leave on ___/___/___. 

 

I expect to return from intermittent or reduced work schedule for FMLA leave on ___/___/___. 

 

If intermittent/reduced work schedule for FMLA leave, please explain 

_______________________________________ 

______________________________________________________________________________

______________________________________________________________________________

____________________________________ 

 

I understand medical certification will be required for leave due to my own serious health 

condition (or for the serious health condition of my spouse, parent or child) in order for leave to 

be granted. 

 

CO�SIDERATIO� FOR RETUR� TO WORK 
 
An employee who completes a period of leave within 12 weeks from the start of the FMLA leave 

will be returned either to the same position he/she had prior to the leave or to a position 

equivalent in pay, benefits, and other terms and conditions of employment.  There will be no loss 

of seniority or employment benefits upon return to work.  If an employee returns to work after 

more than 12 weeks, the Company does not guarantee that he/she will be reinstated.  If the 

Company does not have an open position for the employee who is released to return to work after 

more than 12 weeks, the employee will be terminated.  There is no job guarantee for an employee 

who is not eligible for FMLA. 
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PERSO��EL DEPARTME�T APPROVAL 
 
Number of months actually worked by 

employee_____________________________________________ 

(12 months of service are required to be eligible for FMLA.  The 12 months need not be 
continuous.) 
 

Number of hours worked in 12 months prior to start of leave 

requested____________________________ 

(1,250 hours in preceding 12 months are required for eligibility under FMLA.) 
 
You are □ approved        □ not approved for leave under FMLA. 

 

The requested leave □ will       □ will not be counted against your FMLA leave entitlement. 

 

Indicate the dates, if any, that qualifying accrued paid time will be used; remaining FMLA leave 

will be unpaid: 

 

Sick time:                  ____/____/____ to ____/____/____ 

 

Vacation:      ____/____/____ to ____/____/____ 

 

Disability,  if applicable and approved:   ____/____/____ to ____/____/____ 

 

Unpaid:      ____/____/____ to ____/____/____ 

 

 

 

Department Supervisor Signature        Date 

 

 

Personnel Department Supervisor Signature       Date 

 

 

Town Manager Signature         Date 

 

 

 

 

Explain below why the leave will (will not) be counted as FMLA leave. 

 

 

 

 

 

EMPLOYEE ACK�OWLEDGEME�T OF TERMS A�D CO�DITIO�S 
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If leave is taken, I can be reached while on leave at: 

 

Home 

Telephone____________________________________Address___________________________ 

 

After reading the entire document, please sign below to indicate that you understand all the terms 

and conditions stated in this document. 

 

 

 

 

Employee 

Signature____________________________________________________Date______________ 

 

If your State law requires any variation not stated on this form, please comply with your 
State law in regard to regulations such as the length of a leave or guarantee of a job.  
�othing contained in this Family and Medical Leave document shall be construed as 
creating an express or implied contract for employment.  The Family and Medical Leave 
policy may be changed in whole or in part at any time at the sole discretion of the Town. 
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Subsection 6 - Leave Without Pay 
 
Upon the recommendation of the department head, the Town Manager may grant a regular 
employee a leave of absence without pay for up to six (6) months.  Such leave may be used for 
reasons of personal or family disability, continuation of education, or special work which will 
permit the Town to profit from the experience gained or the work performed.  Time spent on 
leave without pay will not apply toward credited service nor will benefits accrue during that time. 
 
The employee shall apply in writing to the supervisor for such leave.  The employee is obligated 
to return to duty within or at the end of the time determined appropriate by the Town Manager.  
Upon returning to duty after being on leave without pay, the employee shall be entitled to return 
to the same position held at the time leave was granted or to one of like classification, seniority, 
and pay.  If the employee decides not to return to work, the supervisor should be notified 
immediately.  Failure to report at the expiration of a leave of absence, unless an extension has 
been requested and granted, shall be considered a resignation. 
 
Subsection 7 - Workers' Compensation Leave 
 
An employee absent from duty because of sickness or disability arising out of or in the course of 
employment will be covered by the North Carolina Workers' Compensation Act.  If the disability 
continues beyond 7 days, the employee may elect one of the following: 
 
 (a) Receive workers' compensation pay only or; 
 
 (b) Receive the regular salary by using accumulated sick leave and vacation leave 

until exhausted. 
 
If the disability continues beyond the accumulated vacation and sick leave, the employee will 
then receive only workers' compensation until he or she is able to return to work and perform the 
full range of assigned duties. 
 
Trainees, probationary employees and part-time employees will go directly to a leave without pay 
status and will receive all benefits for which they may be adjudged eligible under the Workers' 
Compensation Act. 
 

A. Adverse Reaction to Smallpox Vaccine  

 

1. If an employee is absent from work due to receiving the smallpox 

vaccination, under the Homeland Security Act (42 U.S.C. §233(p)) and 

has: 

 

a. An adverse reaction to the vaccination;   

 

Shall be considered an occupational disease under the Worker’s 

Compensation Program. 

 

Therefore, based upon N.C. House Bill 273, Session Law 2003-169 the 

absence from work will be counted as all other Workers’ Compensation 

injuries. 

 

2. A health care provider must certify the need for the employee to be out of 

work longer than 24 hours.  The Town reserves the right to have any 
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employee get a second opinion on a medical condition by a doctor chosen 

by the Town. 

 

3. The leave can not exceed 480 employment hours. 

 

4. The Town of Knightdale will cover any medical expenses incurred by the 

employee due to an adverse reaction to the smallpox vaccination.  The 

method of payment or the source of the funds expended will be at the 

exclusive discretion of the Town. 

 

5. Nothing herein shall constitute a guaranty to the employee of continued 

employment with the Town, for any particular period of time, nor in any 

particular position.    
 
Subsection 8 - Military Leave  
 
An employee who is a member of an armed forces reserve organization or the National Guard 
shall be granted up to 90 hours of leave with pay for required military training per calendar year.  
Employees may elect to use accrued vacation leave to cover absences greater than 90 hours. 
 
Subsection 8a.  Active Duty of Military Reservists during National Emergencies 
 
Regular or probationary employees of the Town of Knightdale called up for active duty reserves 
or National Guard during national emergencies will be paid the difference in their military pay 
and their Town pay, if any, for up to 180 days.  The employee must provide an estimate of 
military base pay as soon as possible.  The employee must confirm his/her military base pay, in 
writing, within 30 days of beginning active duty.   
 
The Town will make normal deductions and/or contributions based on this difference in pay for 
taxes, FICA, retirement and 401K. 
 
Employee and dependent medical and dental insurance coverage may be continued up to 18 
months.  The Town will continue to pay the premiums for health and dental insurance for up to 
180 days. The employee will continue to be responsible for payment of their portion of 
dependent premiums, if applicable.  Health and/or dental premiums will be deducted from any 
pay difference check provided there is sufficient money to cover the deductions. 
 
Town provided life insurance remains in effect according to the provisions of the group policy in 
effect at the time of the call-up. 
 
Should any portion of this policy conflict with state or federal law, then such law shall take 
precedence over that portion of Town policy. 
 
An employee being called to active duty shall immediately contact his/her supervisor and the 
Human Resources Director. 
 
To receive or maintain the benefits described above, the employee shall complete a “Request for 
Leave Due to Military Call-up” as written below. 
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“REQUEST FOR LEAVE DUE TO MILITARY CALL-UP” 
 

Please consider this request for leave as I have been called upon for military duty.  I 
request this leave for the duration of this duty. 
 
I understand that I am obligated to return to work at the end of this leave.  Upon returning 
to work, I understand that I am entitled to return to the same position held at the time 
leave was granted or to one of like classification, seniority, pay, and level of leave accrual.  
If I decide not to return to work, I realize that I must notify my supervisor immediately.  I 
understand that failure to request re-employment as required by law may be considered a 
resignation.  I understand that the Town will make up any difference between my military 
base pay and my Town base pay while I am required to serve, for up to 180 days, and that 
retirement, taxes, FICA and any other authorized deductions may be taken from that 
difference.  The Town will also make its 401K contribution, FICA, and retirement 
contribution based on that difference. 
 
I also understand that I shall retain all unused vacation and sick leave, although I will 
cease to earn leave on the date military leave begins.  I understand that the Town has 
chosen to continue paying the premiums for my health and/or dental insurance for up to 
one year.  However, I am responsible for payment dependent health and/or dental 
insurance premiums.  The first payment of $_________ will be due by ______________ 
unless I am able to continue payroll deduction.  The following payments of $ 
_____________ will be due by _______________.   
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Subsection 9 - Civil Leave 
 
An employee called for jury duty, or as a court witness for the federal or state governments or a 
subdivision thereof, shall be entitled to leave with pay for such duty in addition to keeping fees 
received for such duty.  The employee may elect to take leave without pay.  An employee attends 
court in connection with official duties, no leave is required. 
 
An employee may also use up to 1 hour of civil leave to vote or register to vote upon approval of 
the Department Head.  Additional time in unusual circumstances may be requested and approved 
by the Department Head not to exceed 3 hours of paid civil leave. 
 
Subsection 10 - Funeral Leave  
 
If a permanent employee has a death in the immediate family, funeral leave may be granted up to 
a maximum of 24 hours.  No charge against sick or vacation leave will be made for this paid 
leave.  The Town Manager is responsible for approval of any request for funeral leave. 
 
An immediate family member is defined as: 
 
• Your spouse 
• Your parent (biological, adoptive, stepparent, in-law or guardian) 
• Your child (biological, adopted, step, foster, legal ward, in-law or one you are standing in for 

as their parent) 
• Your siblings (biological, adoptive, step, half or in-laws) 
• Your grandparents or grandchildren (including step and great-grand relationships) 
• Other dependents living in your home. 
 
Subsection 11 - Educational Leave 
 
A leave of absence with or without full or partial  pay may be granted to an employee upon the 
recommendation of the department head, and with the approval of the Manager, to permit an 
employee to take courses of study that will better equip the employee to perform assigned duties.  
Such leave is limited to one (1) course at a time. 
 
Subsection 12 - Reimbursement of Training Expenses 
 
An employee who enters into a job-related training program, with the prior approval of the 
department head and Manager, shall be reimbursed for expenses such as tuition and books upon 
successful completion of the program. 
 
Subsection 13 – Voluntary Shared Sick Leave  

 
a. POLICY - An employee may donate sick leave, as outlined below, to an employee who 

has been approved to receive voluntary shared sick leave because of a medical condition 

of the employee or of an employee’s spouse, child, or parent that will require the 

employee’s absence for a prolonged period of time. 

 

b. COVERED EMPLOYEES - All full-time or part-time (half-time or more) whether 

permanent or probationary. 
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c. DEFINITIONS - 

 

• Prolonged medical condition or prolonged period of time consists of 20 consecutive 

workdays. 

 

• Immediate Family – Spouse, parent, or child. 

 

d. SICK LEAVE BANK PROHIBITED - Establishment of a sick leave “bank” for use by 

unnamed employees is expressly prohibited.  Sick leave must be donated on a one-to-one 

personal basis. 

 

e. INTIMIDATION OR COERCION PROHIBITED - An employee may not intimidate, 

threaten, coerce, or attempt to intimidate, threaten, or coerce, any other employee for the 

purpose of interfering with any right which such employee may have with respect to 

donating, receiving, or using sick leave under this policy.  Such action shall be grounds 

for disciplinary action up to and including dismissal on the basis of personal conduct. 

 

f. QUALIFYING TO RECEIVE SICK LEAVE - In order to receive voluntary shared sick 

leave, an employee must have complied with existing sick leave rules and: 

 

• Have a prolonged medical condition (or the employee’s spouse, child, or parent has a 

medical condition that requires the employee’s absence for a prolonged period of 

time), 

• Apply for or be nominated to become a recipient, 

• Produce medical evidence to support the need for sick leave beyond the available 

accumulated sick leave, and 

• Be approved by the Town to participate in the program. 

 

g. NONQUALIFYING REASONS - An employee who is receiving benefits from disability 

or workers compensation is not eligible to participate in the program.   

 

This policy will not apply to short-term or sporadic conditions or illnesses.  This would 

include such things as sporadic, short-term recurrences or chronic allergies or conditions; 

short-term absences due to contagious diseases; or short-term, recurring medical or 

therapeutic treatments.  These examples are illustrative, not all inclusive.  Each case must 

be examined and decided based on its conformity to policy intent and must be handled 

consistently and equitably. 

 

h. APPLICATION PROCEDURES - A prospective recipient shall make a request in writing 

or be nominated by a fellow employee to participate in the program.  A doctor’s statement 

shall be provided to participate in the program. 

 

i. APPROVAL - The Town shall establish a committee for the purpose of reviewing merits 

of the request and approve or disapprove.  The Committee shall consist of the Human 

Resources Director and one person from each department.  The Committee shall make 

recommendation to the Town Manager who shall have final approval. 
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j. CONFIDENTIALITY - The Privacy Act makes medical information confidential.  When 

disclosing information on an approved recipient, only a statement that the recipient has a 

prolonged medical condition (or the family member) needs to be made.  If the employee 

wishes to make the medical status public, the employee must sign a release to allow the 

status to be known. 

 

k. EFFECTIVE DATE OF COVERAGE FOR EMPLOYEE - An employee may begin 

using voluntary shared sick leave after all available sick and vacation sick leave has been 

exhausted.  While using voluntary shared sick leave, the employee continues to earn 

vacation and sick leave; when accounting for sick leave, this vacation and sick leave 

should be used first. 

 

l. MAXIMUM AMOUNT OF SICK LEAVE RECEIVED BY A RECEPIENT – The 

amount of sick leave a recipient may receive is 1,040 hours (prorated for part-time 

employees), either continuously or, if for the same condition, on a recurring basis. 

 

m. DONATIONS – An employee donor may contribute only sick leave to the recipient.  The 

minimum amount of sick leave that may be donated is four hours.  The maximum amount 

of sick that may be donated is 1,040 hours (by all donors).  An employee donor shall not 

reduce their sick leave balance below 40 hours. 

 

n. UNUSED SICK LEAVE AT THE END OF THE MEDICAL CONDITION – Any 

unused sick leave at the expiration of the medical condition, as determined by Town shall 

be treated as follows: 

• The recipient’s sick leave account balance shall not exceed a total of 40 hours 

(prorated for part-time employees). 

• Any additional unused donated sick leave shall be returned to the donor(s) on a 

prorata basis and credited to the sick leave account from which it was donated.  

Fractions of one hour shall not be returned to an individual donor. 

 

o. RECIPIENT SEPARATION – If a recipient separates due to resignation, death, or 

retirement from local government, participation in the program ends.  Unused sick leave 

shall be returned to the donor(s) on a prorata basis and credited to the sick leave account 

from which it originally came. 

  

p. LEAVE RECORDS AND ACCOUNTING – The Human Resources Director shall 

establish a system of leave accountability which provides a clear and accurate record for 

financial and management audit purposes.  Sick leave donated shall be kept confidential 

(only individual employees may reveal their donation or receipt of sick leave).  Sick leave 

shall be credited to the recipient’s sick leave account and charged according to the Sick 

Leave Policy; and shall be available for use on a current basis or may be retroactive for up 

to 60 calendar days to substitute for leave without pay already granted to the recipient. 
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Subsection 14 – Child Involvement Leave  
 
Child Involvement Leave is a privilege and benefit granted by the Town to all full-time 

employees.  It shall be used at the discretion of the employee and at the convenience of the 

appropriate supervisor.  Effective January 1 of each year an employee shall be credited with four 

(4) hours of paid leave to be used for the following reasons: 

 

• Meet with a teacher or administrator concerning the child;  

• Attend any function sponsored by the school in which the child is participating.  This 

provision shall only be utilized in conjunction with nonathletic programs that are a part or 

supplement to the school’s academic or artistic program; 

• In addition, an employee (without regard to parental status) may use this leave to perform 

school-approved volunteer work approved by a teacher, school administrator, or program 

administrator or volunteer work associated with the East Wake Education Foundation, 

eastern Wake County SmartStart program or the Wake Education Partnership. 

 

The definition of “Child” shall be as follows:  a son or daughter who is a biological child, an 

adopted child, a step-child, a legal ward, or a child of an employee standing in loco parentis. 

 

Employees must receive approval from their supervisor to use this leave.  The Supervisor may 

require acceptable proof that leave taken is within the purpose of this policy.   

 

Employees shall not be paid for this leave upon separation from the Town; nor shall the leave be 

carried over from one year to the next. 
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SECTIO� X.  GRIEVA�CE PROCEDURE 
 

Subsection 1 - Policy and Purpose 
 
It is the policy of the Town to provide a means whereby employees may freely discuss problems 
with supervisors and to provide a procedure for the presentation and mutual adjustment of points 
of disagreement that arise between employees and their supervisors.  The purposes of this policy 
are: 
 
 (a) to provide employees a procedure by which their complaints can be considered 

rapidly, fairly and without reprisal; 
 
 (b) to encourage employees to express themselves about the conditions of work which 

affect them as employees; 
 
 (c) to promote better understanding of policies, practices and procedures that affect 

employees; 
 
 (d) to develop in supervisors a greater sense of responsibility in their dealings with 

employees. 
 
Subsection 2 - Definition 
 
A grievance is any dispute concerning the interpretation or application of this personnel policy, 
or any other policy, practice or procedure affecting working conditions for the Town.  A 
grievance might involve alleged safety or health hazards, unfair or discriminatory supervisory 
practices, misapplication of departmental work rules, unsatisfactory physical facilities or 
equipment, or other complaints related to conditions of work or disciplinary action.  Complaint 
processes involving issues covered by other parts of this policy are excluded from this procedure.  
Nothing herein shall be interpreted to change the status of any employee from that of an 
employee at will. 
 
Subsection 3 - Procedure 
 
When an employee has a claim or complaint concerning the condition of his or her employment 
with the Town, the successive steps described below are to be taken toward resolution of the 
matter. 
 
The number of days indicated at each step of the grievance procedure should be considered as the 
maximum number of working days allowed for presentation of and response to the grievance at 
that level.  However, when mutually agreed upon, the time limits given below may be extended 
by those concerned. 
 
An employee may be accompanied and assisted by representatives of his or her choosing in 
attempting to resolve the grievance.  Employees who use this procedure shall be free from 
discrimination, coercion, restraint, or reprisal. 
 
A. Procedure for Claims/Complaints Concerning Conditions of Work 
  
 Step One.  An employee with a grievance concerning conditions of work shall present the 

matter to his or her immediate supervisor and department head within thirty (30) working 
days of its occurrence or his or her knowledge of its occurrence.  The employee may 
present his or her grievance either orally or in writing.  The supervisor and department 
head shall attempt to adjust the matter and shall give the employee an answer, either 
orally or in writing, no later than three (3) working days after the grievance is presented.  
The grievance and response shall be reported to the supervisor's immediate superior. 
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 Step Two.  If the grievance is not resolved at Step One, the employee may present the 

grievance to the Manager within five (5) working days after the supervisor's response is 
given or is due.  The Manager shall confer with the employee about the grievance within 
five (5) working days after the grievance is presented and shall render a written decision 
within five (5) working days after the conference is held.  The Manager's decision is final. 

 
B. Procedure for Claims/Complaints Concerning Disciplinary Actions 
 
 The procedure herein provided is to provide a review of disciplinary actions.  

Nevertheless, this procedure shall not be interpreted to invest in any employee any 
property right to his or her job.  Each employee of the Town is employed at will, and the 
enumeration is this policy of things for which an employee may be dismissed does not 
constitute a complete or exhaustive list. 

  
 Procedure.  A regular employee with a grievance concerning his or her suspension, 

demotion or dismissal may present the matter to the Manager within thirty (30) working 
days of its occurrence or his or her knowledge of its occurrence.  The Manager shall 
confer with the employee about the grievance within three (3) working days after the 
grievance is presented and shall render a written decision within three (3) days after the 
conference is held.  The Manager's decision is final. 
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SECTIO� XI.  EMPLOYEE BE�EFITS 
 

 
Subsection 1 - Insurance Programs  
 
 
A. Town Funded Benefits 
 
The Town provides medical, dental, and life insurance to all full-time and permanent part-time 

employees working more than 1,000 hours per year. Employees should direct questions about 

insurance to the Human Resources Director.  

 
B. Retiree Health Insurance  

 

Employees hired April 19, 2005 and before fall under this policy:  
a. The Town pays 100% of retiree’s health insurance when: 

i. They have at least ten (10) years of service with the Town*,  and 

ii. They retire under the Local Government Employees Retirement System, 

and 

iii. Their age and creditable service in LGERS equals at least 72. 

iv. At age 65, the Town will pay 100% of a Medicare Supplemental 

Insurance Policy. 

b. Employees with at least ten years of service with the Town and are qualified to 

retire in LGERS may purchase health insurance through the Town with the 

employee paying the premium 

c. Retiring Town employees that have Town health insurance may purchase health 

insurance for their spouse with the employee paying the premium. 

d. Re-employment with another local government, Federal or State Government,  

or a State or Federal agency would disqualify a retiree from receiving payments 

for health insurance or Medicare from the Town of Knightdale.  

 

*A year of service is defined as a 12-month period of continuous, full-time service to 

the Town. Part-time employees should convert their schedule into years of full-time 

service. For example, an employee working 20 hours per week for 52 weeks would 

earn 0.5 years of service. 

 

Employees hired April 20, 2005 and after fall under this policy: 
An employee under the age of 65 must meet the conditions set forth under the North 

Carolina Local Government Employees Retirement System (NCLGERS) to retire from the 

Town and receive benefits earned under the retirement plan. In order to retire, employees 

must notify their supervisor and the Human Resources Director 30 days prior to the day that 

they plan to retire. An employee who chooses to retire with the Town may elect to stay on 

the Town’s group insurance plan but are subject to the following conditions: 

 

• 0-14 years of service with the Town: No continuation of insurance coverage is 

provided through the Town. * 
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• 15-18 years of service with the Town: Full group health insurance benefits are 

available and paid 25% by the Town. (The retiree is responsible for the remaining 

75% of the premium) * 

• 18-21 years of service with the Town:  Full group health insurance benefits are 

available and paid 50% by the Town. (The retiree is responsible for the remaining 

50% of the premium) * 

• 22-24 years of service with the Town: Full group health insurance benefits are 

available and paid 75% by the Town. (The retiree is responsible for the remaining 

25% of the premium) * 

• 25 or more service with the Town: group health insurance benefits are available 

paid 100% by the Town. *  

 

The retiree may continue dependent coverage, if dependents are enrolled at the time of 

retirement. The employee is, however, responsible for 100% of the dependent coverage 

premiums.  

 

When a retiree becomes eligible for Medicare, the employee will no longer be covered 

under the Town group insurance. The Town will pay a Medicare supplement for the 

retiree up to $50 per month for as long as the employee remains on Medicare.  

 

Re-employment with another local government, the Federal or State Government, or a 

State or Federal agency would disqualify a retiree from receiving payments for health 

insurance or Medicare from the Town of Knightdale.  

 

* One month of credit is allowed for each 20 days, or any portion thereof, of unused sick 
leave to an employee’s credit upon retirement, but not to exceed 12 days for each year of 
retirement membership. 
 
* * A year of service is defined as a 12-month period of continuous, full-time service to 
the Town. Part-time employees should convert their schedule into years of full-time 
service. For example, an employee working 20 hours per week for 52 weeks would earn 
0.5 years of service. 
 

 

Subsection 2 - Supplementary Life Insurance 
 
The Town may provide supplementary life insurance benefits and programs for employees. 
 
Subsection 3 - Retirement   
 
Each regular full-time employee and permanent part-time employee who works more than 1,000 
per year shall be covered by the North Carolina Local Governmental Employees' Retirement 
System.  The Town and the employee both shall contribute to the cost of the retirement in shared 
amounts, as are required by state law.  Retirement System payments shall be deducted from the 
employee's salary in addition to other required payroll deductions in such a manner as to allow 
the favored tax treatment of such deductions under state law. 
 
Retirement of law enforcement officers is mandatory at age 65, provided that extension to ages 
70 on a year to year basis may be granted upon approval by the Town Manager.  In accordance 
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with federal law, no mandatory retirement age is in effect for other Town employees as of April 
1, 1995. 
 
The employee shall be responsible for contacting the Personnel Department to initiate the request 
for retirement benefits.  Law enforcement officers retiring under the Law Enforcement Officers 
Retirement System shall contact the Police Chief’s Office to initiate the request for retirement 
benefits. 
 
A “Notice of Retirement” form (Appendix A) shall be completed by the Personnel Department 
and signed by the employee, supervisor, and Department Head.  Upon receipt of this form, 
Retirement Form 6 (the Application - Appendix B) shall be completed and forwarded to the N. 
C. Local Governmental Employees Retirement System by the Personnel Department. 
 
The application must be submitted to the North Carolina Local Governmental Employees 
Retirement System not less than thirty (30) days nor more than ninety (90) days prior to the 
employee’s retirement date.  The Personnel Department shall assist the employee in completing 
this form, and shall submit the completed form to the Retirement System. 
 
Retirement benefits shall become effective only on the first day of a month. 
 
After the application has been submitted, the Retirement System shall send the employee an 
estimate of benefits and various optional plans available.  The employee shall select the plan that 
best fulfills his/her retirement need and return Form 6E (Appendix C) to the Retirement System. 
 
The retiree should expect a delay in receiving the first benefit check; however, retirement 
benefits shall be retroactive to the retirement date.
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   TOWN OF KNIGHTDALE  (Appendix A) 

North Carolina 
 

INTER-OFFICE CORRESPONDENCE 
 

TO:      
 
FROM: Human Resources Director 
 
SUBJECT: NOTICE OF RETIREMENT   DATE: 
 
 
______________________________________ has applied for _______________ retirement to become 
effective _________________.  Details of retirement benefits have been discussed and all 
necessary forms have been completed. 
 
Employees who retire cannot work nor receive vacation pay the month the retirement is to 
become effective.  For example - an employee retiring June 1 must receive his/her final pay 
(vacation included) the last payroll in May.  See below for payment of vacation. 
 
The completed retirement application must be received by the Retirement System no earlier 
than 90 days and no later than 30 days prior to his/her effective date of retirement.  Therefore 
I am requesting that this form be signed and returned to me in order for the retirement 
application, etc. to be submitted to the Retirement System within the specified time. 
 
Please call me at 217-2220 if you have any questions. 
 
_______________________________ 
Human Resources Director 
 
I ___________________________ have decided to retire effective ____________ and my last working 
day will be ____________.  I understand that I cannot work or receive pay from the Town of 
Knightdale the month my retirement is to become effective.  I would like my vacation to be paid 
as follows: 
 
 _____ Pay my remaining unused vacation days (30 days or 
  less) in my last paycheck. 
 
 _____  Please issue a separate check for my remaining unused 
  vacation days (30 days or less). 
 
 
___________________________________ 
EMPLOYEE SIGNATURE 
 
___________________________________   ___________________________________ 
SUPERVISOR SIGNATURE    DEPARTMENT HEAD SIGNATURE 
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Subsection 4 - Deferred Compensation  
 
The town shall contribute to the 401(K) deferred compensation program on behalf of law 
enforcement officers, as required by state law; and all other employees as approved by the 
Knightdale Town Council. 
 
Subsection 5 - Social Security 
 
The Town and its employees shall participate in and contribute to the Social Security Program as 
required by the federal government. 
 
Subsection 6 - Unemployment Compensation 
 
The Town provides unemployment compensation for employees who are  involuntarily separated 
from Town service through no fault of their own.  This mandated benefit is fully paid for by the 
Town through the Employment Security Commission. 
 
Subsection 7 - Uniforms and Clothing Allowances 
 
The Town shall provide uniforms for police personnel.  Clothing or clothing allowances shall be 
provided to other employees as authorized by the Town Board. 
 
Subsection 8 - Longevity Pay Plan  
 
 
Employees hired on or after July 1, 1991 shall be entitled to longevity pay based on years of 
accumulated consecutive full time completed service with the Town as follows: 
 
  More than five years of service  2% of annual pay 
  More than ten years of service  3% of annual pay 
  More than fifteen years of service  4% of annual pay 
  More than twenty years of service  5% of annual pay 
 
Employees hired prior to July 1. 1991 shall be entitle to longevity pay based on years of 
accumulated consecutive full time completed service with the town as follows: 
 
  More than one year of service   2% of annual pay 
  3 years of service or more   2.5% of annual pay 
  5 years of service or more   3% of annual pay 
  10 years of service or more   3.5% of annual pay 
  15 years of service or more   4% of annual pay 
  20 years of service or more   4.5% of annual pay 
 
Longevity will be paid in a lump sum to eligible employees on the employee's anniversary date 
after completion of the service requirements.  Longevity pay is subject to regular federal and state 
deductions.  Prorated payments because of termination for any reason are not authorized.  The 
Town Manager is responsible for administration of this benefit. 
 
 
 
Subsection 9 - Education Tuition Reimbursement   
 
All regular employees who have completed the initial probation may apply for tuition 
reimbursement for courses taken on their own time, which will improve their skills for their 
current job or prepare them for promotional opportunities within the town service.  The employee 
must remain an employee a minimum of 90 days following completion of the course(s).  
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Employees may be reimbursed actual expenses not to exceed $479 (or the current 0-5 semester 
hour rate at NCSU) per term upon the successful completion of any approved courses.  The 
Town will also provide a stipend of $200 toward other expenses upon receipts.  These other 
expenses shall include: books, lab fees, and other related class fees.  To successfully complete a 
course the employee must receive a grade of “C” or better.  If no grade is given (pass/fail), the 
employee must provide a letter from the instructor certifying the successful completion of the 
course or a certificate received from the institution stating the successful completion of the 
course.  Workshops, conferences and seminars are not covered under this policy. 
 
Any regular employee pursuing a 4-year Degree or advanced education such as Masters or 
Doctorate Degree shall remain an employee a minimum of two (2) years following completion of 
degree.  If the employee leaves before two (2) years is complete, then they shall reimburse the 
Town for a prorated share of the cost of the courses. 
 
Each employee requesting tuition assistance will certify the amount and kind of other funds 
received for educational purposes from federal, state, or other source, i.e., (veteran’s educational 
benefits, scholarships, stipends, grants).  If such funds are received, the Town will pay the 
difference between the cost of the course(s) and the amount paid by the federal or state programs. 
 
An employee interested in receiving tuition assistance shall first discuss the program with their 
Department Director and if desired, with the Town Manager.  All approvals for this program 
must be obtained by the employee in advance of class enrollment.  All approvals will be made on 
a case by case basis.  The Human Resources Director will notify the Department Director of 
approval.  Approval depends upon available funding. 
 
Applications may be obtained in the Human Resources Department.  An application should be 
completed by the employee, approved by the Department Director and delivered to the Town 
Manager for final approval of the course and school.   

Requests for reimbursement(s) must be made within 30 days of course completion.  The 
employee is responsible for getting all documentation (receipts, grades, etc.) to the Human 
Resources Department.  The Human Resources Director will process the information and initiate 
a check request to the individual via the Finance Department.  The employee will pickup any 
reimbursement from the Personnel Office. 
 
Education Tuition Reimbursement is contingent upon availability of funds. 
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TOW� OF K�IGHTDALE 
APPLICATIO� FOR EDUCATIO� TUITIO� REIMBURSEME�T 

PERSO��EL POLICY - SECTIO� XI -Subsection 9 
 

QUALIFICATIONS:  Permanent full-time employees only, not on initial probation, are eligible 

for tuition reimbursement. 

Name:         Department:        

 

1. I am receiving VA, or other governmental assistance.  ___YES ___NO 

2. This course is a requirement for a degree.    ___YES ___NO 

 

 If yes: AAS    BS/BA    MASTERS    OTHER   

 

3. I am taking this course to:  (CHECK ONE ANSWER). 

 ______ a.  Prepare for a new job or position in the city. 

 ______ b. Maintain or improve skills in present job. 

 ______ c. Meet minimum educational qualifications for present job. 

 ______ d. None of the above.  (Explain) 

 

 

COURSE INFORMATION TITLE 

PREFIX &  

NUMBER 

CREDIT  

HOURS 

TUITION 

COST 

   $ 

   $ 

Total 
  $ 

STARTING DATE 

/      /  

ENDING DATE 

/       / 

TOTAL SEM./QTR.  

$_________ 

 

I HEREBY AGREE TO SUBMIT PROOF OF SUCCESSFULLY COMPLETING THE 

COURSE(S) WITHIN THIRTY DAYS (30) OF THE ENDING DATE (grade reports, receipts, 

etc.) 

 

I HEREBY AGREE TO REPAY TO THE CITY ANY MONEY RECEIVED IF I SHOULD 

LEAVE THE CITY’S EMPLOYMENT PRIOR TO 90 DAYS OF COMPLETION OF 

COURSE(S) FOR WHICH I RECEIVED PAYMENT, OR IF I SHOULD LEAVE THE CITY’S 

EMPLOYMENT PRIOR TO TWO (2) YEARS OF COMPLETION OF THE DEGREE FOR 

WHICH I RECEIVED PAYMENT. 

 

PAYMENT WILL BE MADE TO THE TOWN OF KNIGHTDALE BY ME THROUGH 

DIRECT REIMBURSEMENT OR BY DEDUCTION FROM MY PAYCHECK AS 

AUTHORIZED BY THE HUMAN RESOURCES DIRECTOR. 

Employee Signature:         Date:     

 

Department Director Signature:       Date:     

 

Human Resources Director Signature:     Date:     
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Subsection 10 – Years of Service Program  
 

Each year the first meeting of the Knightdale Town Council in January, the following service 

recognition shall be given: 

 

1. Employees who have completed 2 years of service by December 31st shall be awarded a 

2-year  certificate and a check in the amount of $25.00. 

 

2. Employees who have completed 5 years of service by December 31st shall be awarded a 

5-year  certificate and a check in the amount of $50.00.  

 

3. Employees who have completed 10 years of service by December 31st shall be awarded a 

10-year  certificate and a check in the amount of $100.00. 

 

4. Employees who have completed 15 years of service by December 31st shall be awarded a 

15-year  certificate and a check in the amount of $150.00. 

 

5. Employees who have completed 20 years of service by December 31st shall be awarded a 

20-year  certificate and a check in the amount of $200.00. 

 

6. Employees who have completed 25 years of service by December 31st shall be awarded a 

25-year  certificate and a check in the amount of $300.00. 

 

7. Employees who have completed 30 years of service by December 31st shall be awarded a 

30-year  certificate and a check in the amount of $500.00.  

 

8. Employees who have completed 35 years of service by December 31st shall be awarded a 

35-year  certificate and a check in the amount of $750.00. 

 

9. Employees who have completed 40 years of service by December 31st shall be awarded a 

40-year  certificate and a check in the amount of $1,000.00. 

 

10. Employees who retire in good standing from the Town’s employment shall be awarded an 

appropriate retirement gift as determined by the Knightdale Town Council. 

 

The purpose and intent of this policy is to award special recognition to those employees who 

serve the Town of Knightdale with longevity and/or retire from the Town in good standing. 
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Subsection 11 – Pool Membership  
 

All full-time employees and their immediate families shall be given free membership to the 

Knightdale Recreation Center Pool. 
 
Subsection 12 – Master Officer Program  
 

Public Safety Officers who meet the current requirements for the Master Officer Program 
as of September 19, 2006 will be subject to the current policy adopted 6/20/2001 as follows: 
 
The purpose of this directive is to establish a career path for officers by providing an opportunity 
for advancement for those officers who serve in a non-supervisory position.  The program shall 
encourage officers to continue their education and training.  The program will require an officer 
to have a minimum number of job-related training hours and to maintain a satisfactory 
performance on their annual performance appraisal. 
 
It is the policy of the Knightdale Police Department that all sworn employees below the rank of 
Lieutenant, upon meeting the minimum requirements, be recognized and awarded the benefits 
associated with their respective level of the Master Officer Program.  A committee designated by 
the Chief of Police shall annually review the Master Officer Program for possible revisions and 
make a recommendation to the Town Manager. 
 
Education: 
The Knightdale Police Department encourages each member to further their formal education.  
The Master Officer Program provides officers an incentive to obtain a college degree by reducing 
the required amount of experience required at various stages in the Master Officer Program. 
 
Training Requirement: 
The Program also requires a certain number of training hours.  Basic Law Enforcement Training 
(B.L.E.T.) and in-service training are mandatory and are not included.  This encourages officers 
to continue their police related training.  In order for the training to count towards the Master 
Officer Program, it must qualify for an Intermediate or Advanced Law Enforcement Certificate.  
These certificates independently require a certain amount of training, education and years of 
experience. 
 

Job Performance Requirement: 
The Master Officer Program is designed to reward only those employees who perform at a 
satisfactory level.  A minimum score of average on the most recent annual performance appraisal 
is required to obtain each step.  Officers must achieve a score of average or higher on each 
category of their performance appraisal. 
 
In addition to a satisfactory performance appraisal, an officer is not eligible to apply for any 
position if they have received disciplinary action resulting in suspension within the last 12 
months. 
 

 

Written Examination Requirement: 
The written examination shall be administered by the Personnel Officer and shall include 

questions relating to: 

 
A. Motor Vehicle Law 
B. Constitutional law, criminal law and criminal procedure 
C. Departmental Operating Procedures 
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D. Investigative Skills 
 
Those officers failing the test may retest after six months. 
 
Master Officer Program Steps: 
The following are steps within the Master Officer Program.  Along with each step, are the criteria 

required to obtain the title. 

 
A. Police Officer. 

1. Sworn officer employed by the Town of Knightdale 
2. B.L.E.T. graduate 
3. Holds at least a Probationary Certificate from the N.C. Criminal Justice Education 

and Training Standards Commission. 
 

B. Senior Officer 
1. Sworn officers with three years of active service with the Knightdale Police 

Department are eligible for consideration for advancement to Senior Officer.  
Officers with a Bachelor’s Degree from an accredited college and with two years 
of active service with the Knightdale Police Department are eligible for 
consideration for advancement to Senior Officer. 

2. Eligible for an Intermediate Law Enforcement certificate from the NC Criminal 
Justice Education and Training Standards Commission. 

3. No disciplinary action resulting in suspension for the previous (12) twelve  
months, 

4. Receive a minimum score of excellent on performance appraisal with no below 
standard score in any category. 

5.  A score of 70 or greater on each section of the written examination. 
 

C. Master Officer 
1. Officers with three years of active service as a Senior Officer with the Knightdale 

Police Department are eligible for consideration for advancement to Master 
Officer.  Officers with a Bachelor’s Degree from an accredited college and with 
two years of active service as a Senior Officer with the Knightdale Police 
Department are eligible for consideration for advancement to Master Officer. 

2. Eligible for an Advanced Law Enforcement Certificate from the NC Criminal 
Justice Education and Training Standards Commission. 

3. No disciplinary action resulting in suspension for the previous (12) twelve 
months, 

4. Receive a minimum score of average on your performance appraisal with no 
below standard score in any category. 

5.  A passing score on the written examination. 
 

Application: 
A sworn officer who meets the requirements for the Master Officer Program may apply at any 
time to the Personnel Officer.  The Personnel Officer shall schedule eligible officers for the 
written examination.  Examinations shall be held quarterly. 
 
 
Pay Increases: 
Upon the advancement to each step in the Master Officer Program, the officer’s pay shall be 
increased by the following amounts: 
 
Senior Officer - 5% 
Master Officer - 5%. 
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Lateral Transfers: 
Sworn police officers transferring from other agencies may start at any level within the Master 
Officer Program, depending upon their education, training, and years of experience.  Those 
transferring in at a Senior or Master Officer level must meet the training requirements for that 
level (Intermediate or Advanced Law Enforcement Certificate) and must pass the written 
examination within three months.  The Town Manager must approve such lateral transfers as a 
Senior or Master Officer. 
 

 

Public Safety Officers who do not meet the current requirements for the Master Officer 
Program as of September 19, 2006 will be subject to the policy adopted 9/20/2006 as 
follows: 
 
The purpose of this directive is to establish a career path for officers by providing an opportunity 
for advancement for those officers who serve in a non-supervisory position.  The program shall 
encourage officers to continue their education and training.  The program will require an officer 
to have a minimum number of job-related training hours and to maintain a satisfactory 
performance on their annual performance appraisal. 
 
It is the policy of the Knightdale Public Safety Department that Public Safety Officers at pay 
grade 16 are eligible for the program and, upon meeting the minimum requirements, be 
recognized and awarded the benefits associated with their respective level of the Master Officer 
Program.  A committee designated by the Chief of Police shall annually review the Master 
Officer Program for possible revisions and make a recommendation to the Town Manager. 
 
Education: 
The Knightdale Public Safety Department encourages each member to further their formal 
education.  The Master Officer Program provides officers an incentive to obtain a college degree 
by reducing the required amount of experience required at various stages in the Master Officer 
Program. 
 
Training Requirement: 
The Program also requires a certain number of training hours.  Basic Law Enforcement Training 
(B.L.E.T.) and in-service training are mandatory and are not included.  This encourages officers 
to continue their police related training.  In order for the training to count towards the Master 
Officer Program, it must qualify for an Intermediate or Advanced Law Enforcement Certificate.  
These certificates independently require a certain amount of training, education and years of 
experience. 
 

Job Performance Requirement: 
The Master Officer Program is designed to reward only those employees who perform at a 
satisfactory level.  A minimum score of average on the most recent annual performance appraisal 
is required to obtain each step.  Officers must achieve a score of average or higher on each 
category of their performance appraisal. 
 
In addition to a satisfactory performance appraisal, an officer is not eligible to apply for any 
position if they have received disciplinary action resulting in suspension within the last 12 
months. 
 

Written Examination Requirement: 
The written examination shall be administered by the Human Resources Director and shall 

include questions relating to: 

 
A. Motor Vehicle Law 
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B. Constitutional law, criminal law and criminal procedure 
C. Departmental Operating Procedures 
D. Investigative Skills 

 
Those officers failing the test may retest after six months. 
 
Master Officer Program Steps: 
The following are steps within the Master Officer Program.  Along with each step, are the criteria 

required to obtain the title. 

 
A. Public Safety Officer. 

1. Sworn officer employed by the Town of Knightdale 
2. B.L.E.T. graduate 
3. Holds at least a Probationary Certificate from the N.C. Criminal Justice Education 

and Training Standards Commission. 
 

B. Master Officer 
1. Sworn officers with three years of active service with the Knightdale Public 

Safety Department are eligible for consideration for advancement to Master 
Officer.  Officers with a Bachelor’s Degree from an accredited college and with 
two years of active service with the Knightdale Public Safety Department are 
eligible for consideration for advancement to Master Officer. 

2. Eligible for an Intermediate Law Enforcement certificate from the NC Criminal 
Justice Education and Training Standards Commission. 

3. Fire Fighter I & II & Medical Responder Certification. 
4. No disciplinary action resulting in suspension for the previous (12) twelve  

months, 
5. Receive a minimum score of average on performance appraisal with no below 

standard score in any category. 
6.  A score of 70 or greater on each section of the written examination. 

 

C. Senior Officer 
 

1. Sworn officers with three years of active service as a Master Officer with the 
Knightdale Public Safety Department are eligible for consideration for 
advancement to Senior Officer.  Officers with a Bachelor’s Degree from an 
accredited college and with two years of active service as a Master Officer with 
the Knightdale Public Safety Department are eligible for consideration for 
advancement to Senior Officer. 

2. Eligible for an Advanced Law Enforcement Certificate from the NC Criminal 
Justice Education and Training Standards Commission. 

3. No disciplinary action resulting in suspension for the previous (12) twelve 
months, 

4. Receive a minimum score of average on your performance appraisal with no 
below standard score in any category. 

5.  A passing score on the written examination. 
 

 

 

 
Application: 
A sworn officer who meets the requirements for the Master Officer Program may apply at any 
time to the Human Resources Director.  The Human Resources Director shall schedule eligible 
officers for the written examination.  Examinations shall be held quarterly. 
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Pay Increases: 
Upon the advancement to each step in the Master Officer Program, the officer’s pay shall be 
increased by the following amounts: 
 
Master Officer - 5% 
Senior Officer - 5%. 
  
Subsection 13 – Fire/First Responder Supplement  
 
Town employees who successfully complete required fire training and attend fire calls will 
receive a 6% pay supplement. Town employees who successfully complete required First 
Responder – Defibrillator training and respond to “First Responder” calls will receive a 4% pay 
supplement. Both percentages are based on the individual employee’s salary and will vary 
between employees. All employees who successfully complete the training are eligible, 
including those who have reached their maximum level of pay. The supplement will be paid 
each year that the employee maintains current certifications and performs his or her duties to 
the satisfaction of the Public Safety Director. Unsatisfactory performance at fire scenes, 
determined by the Fire Division Commander, can result in the loss of the supplement. 
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SECTIO� XII.  PERSO��EL RECORDS A�D REPORTS 
 

Subsection 1 - Personnel Records Maintenance 
 
The Manager shall ensure the maintenance of such records as are necessary for the proper 
administration of the personnel system.  The Town shall maintain in personnel records only 
information that is relevant to accomplishing personnel administration. 
 
The Human Resources Director is the official custodian of all personnel records and shall insure 
the safety and completeness. 
 
Subsection 2 - Public Personnel Record 
 
An official public record shall be established for each employee, and the following information 
shall be maintained in such record: 
 
 (a) name 
 
 (b) age 
 
 (c) date of original employment or appointment to Town service 
 
 (d) current position title 
 
 (e) current salary 
 
 (f) date and amount of most recent change in salary 
 
 (g) date of most recent promotion, demotion, transfer, suspension, separation, or other 

change in position classification 
 
 (h) office to which the employee is currently assigned 
 
Subsection 3 - �on-Public Personnel Record  
 
An official non-public record shall be established for each employee, including the Town 
Manager, and the following information shall be maintained in such record: 
 
 (a) Application for employment 
 
 (b)  Results of (if any) 
  -Drug Screen 
  -Medical Exam 
  -Psychological Exam 
 
 (c) All Personnel Transactions forms 
 
 (d) All written warnings and Performance Evaluations 
 
Subsection 4 - Access to Personnel Records 
 
Subject to such rules and regulations for the safekeeping of public records as the Town Council 
may adopt, and in accordance with G.S. 160A-168, any person may have access to Section XII, 
Subsection 2(a)-(h) information.  Such access shall be for the purpose of inspection, examination, 
and copying during scheduled office hours and shall be governed by the following provisions: 
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 (a) All disclosures of records shall be accounted for by keeping a written record 
(except for authorized persons processing personnel actions) of the following 
information:  Name of employee; information disclosed; date information was 
requested; name and address of the person to whom the disclosure is made; 
purpose for which information is requested.  This information must be retained for 
a period of two years. 

 (b) Upon request, records of disclosure shall be made available to the employee to 
whom it pertains. 

 
 (c) An individual examining a personnel record may copy the information; any 

available photocopying facilities may be provided, and the cost may be assessed to 
the individual. 

 
 (d) Any person denied access to any record shall have right to compel compliance 

with these provisions by application to a court for appropriate relief. 
 
Section XII, Subsection 3(a)-(d) information in the file of the Town Manager shall be kept in a 
sealed packet and shall only be available to the Town Manager and to the Town Council while in 
Executive Session (added 11-15-95). 
 
Subsection 5 - Confidential Information 
 
All other information contained in a Town employee's personnel record shall be maintained as 
confidential in accordance with G.S. 160A-168, with the exception of Subsection 2(a)-(d) above.  
Such information shall be open to public inspection only in the following instances: 
 
 (a) The employee or his or her duly authorized agent may examine all portions of his 

personnel record except (1) letters of reference solicited prior to employment, and 
(2) information concerning a medical disability, mental or physical, that a 
physician has determined not to divulge to his patient. 

 
 (b) A licensed physician designated in writing by the employee may examine the 

employee's medical record. 
 
 (c) A Town employee having supervisory authority over the employee may examine 

all material in the employee's personnel record. 
 
 (d) By order of a court of competent jurisdiction, any person may examine all 

material in the employee's personnel record. 
 
 (e) An official of an agency of the state or federal government, or any political 

subdivision of the state, may inspect any portion of a personnel record when such 
information is deemed by the Mayor to be necessary and essential to the 
pursuance of a proper function of the inspecting agency, but no information shall 
be divulged for the purpose of assisting in a criminal prosecution of the employee 
or for the purpose of assisting in an investigation of the employee's tax liability. 

 
Each individual requesting access to confidential information will be required to submit 
satisfactory proof of identity.  A record shall be made of each disclosure and placed in the 
employee's file (except of disclosures to the employee and the supervisor). 
 
Subsection 6 - Records of Former Employees 
 
The provisions for access to records apply to former employees as they apply to present 
employees. 
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Subsection 7 - Remedies of Employees Objecting to Material in Record 
 
An employee who objects to material in his file may place in his file a statement relating to the 
material he considers to be inaccurate or misleading. 
 
Subsection 8 - Penalty for Permitting Access to Confidential Record by Unauthorized 
Person 
 
G.S. 160A-168 provides that any public official or employee who knowingly and willfully 
permits any person to have access to any confidential information contained in an employee 
personnel file, except as expressly authorized by the designated custodian, is guilty of a 
misdemeanor. 
 
Subsection 9 - Destruction of Records 
 
No public official may destroy, sell, loan, or otherwise dispose of any public record, except in 

accordance with G.S. 121-5, without the consent of the State Department of Cultural Resources. 
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SECTIO� XIII.  IMPLEME�TATIO� OF POLICY 
 

Subsection 1 - Conflicting Policies Repealed 
 
All policies or resolutions that conflict with the provisions of this policy are hereby repealed. 
 
Subsection 2 - Separability 
 
If any provision of this policy or any rule, regulation, or order thereunder of the application of 
such provision to any person or circumstances is held invalid, the remainder of this policy and 
the application of such remaining provisions of this policy of such rules, regulations, or orders to 
persons or circumstances other than those held invalid will not be affected thereby. 
 
Subsection 3 - Violations of Policy Provisions 
 
An employee violating any of the provisions of this policy shall be subject to suspension and/or 
dismissal, in addition to any civil or criminal penalty which may be imposed for the violation of 
the same. 
 
Subsection 4 - Effective Date 
 
These policies are effective upon adoption until such time as amended or repealed by action of 

the Knightdale Town Council. 


