
AGENDA 
Item 1. Page 02 

Item 2. Page 02 

Item 3. Page 02 

Item 4. Page 02 

Item 5. Page 02 

Item 6. Page 03 

Item 7. Page 09 

Item 8. 

Opening 

Pledge of Allegiance 

Invocation  

Determination of a Quorum 

Adoption of Agenda Vote 

Approval of Minutes from January 2019 Vote 
Public Comments   

Unfinished Business  Page 10 

Page 11 
Page 23 
Page 25 

a. VoIP Phone System Vote
b. Server Replacement/Security Vote
c. Charter/Bylaws Vote if needed
d. Personnel Policy Vote if needed Page 32 

Item 9. New Business Page 92 

Page 93 
Page 94 
Page 101 

a. Audit Presentation by TPSA
b. Equipment Surplus Resolution Vote
c. Budget Amendment Resolutions Vote
d. Program Directors Required Attendance

at Board Meetings Vote Page 110 

Item 10. Reports from Staff Page 111 

Item 11. Executive Director Report Page 123 

Item 12. Reports from Committees 

Item 13. Chairman & Board Delegate Comments  Page 125 

Item 14. Adjournment Page 126 

Attachment: Board Travel Reimbursement Sheet 

CAMDEN

CHOWAN

CURRITUCK

DARE

GATES

HYDE

PASQUOTANK

PERQUIMANS

TYRRELL

WASHINGTON

COLUMBIA

CRESWELL

DUCK

EDENTON

ELIZABETH CITY

GATESVILLE

HERTFORD

KILL DEVIL HILLS

KITTY HAWK

MANTEO

NAGS HEAD

PLYMOUTH

ROPER

SOUTHERN SHORES

WINFALL

ALBEMARLE COMMISSION 
BOARD OF DELEGATES MEETING 

DATE:  Thursday, February 21st, 2019 
TIME:  6 p.m. Board Meeting 
LOCATION: Albemarle Commission Offices  

A light dinner will be provided at 5:30 Prior to the meeting. 

NEXT MEETING 

Thursday, March 21st, 2019 
6 p.m. 
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1. Opening

2. Pledge of Allegiance

3. Invocation

4. Determination of a Quorum

5. Adoption of Agenda -VOTE
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6. Meeting Minutes

Approval of the Albemarle Commission Minutes from 
the January 2019 meeting – VOTE 
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Minutes of the 
Albemarle Commission 

Board   of Delegates 
January 17th, 2019 

Opening 
Executive Committee Delegate Linda Hofler called the meeting to order at 6:00 p.m. 

Pledge of Allegiance 
Executive Committee Delegate Linda Hofler led the Board in the Pledge of Allegiance. 

Invocation 
Board Delegate Fondella Leigh led the Board in the Invocation. 

Determination of Quorum 
The presence of a quorum was determined by Clerk and Program Administrative Coordinator 
Laura Rollinson with thirteen (13) members present. 

Name  County 
Clayton Riggs   Camden 
Sandra Duckwall Camden 
Robert Kirby  Chowan 
Paul Beaumont  Currituck 
Elizabeth White  Currituck 
Rob Ross Dare 
Howard Swain  Dare 
Linda Hofler  Gates 
Earl Pugh  Hyde 
Lloyd Griffin  Pasquotank 
Fondella Leigh   Perquimans 
Jordan Davis  Tyrrell 
Tracey Johnson  Washington 
Marion Gilbert  Ex Officio 

Absent Members 
None 

Partners. guests. and staff present: 
Albemarle Commission Attorney John Leidy of Hornthal, Riley, Ellis and Malland was present. 

Staff members: 
Robert Murphy, Interim Executive Director 
David Whitmer, NWDB Director 
Angela Welsh, RPO Director 
Carolyn LaDow, Finance Officer 
Laura Rollinson, Clerk and Program Coordinator 
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 Guests and Partners 
 None 

Agenda (VOTE): 

Interim Executive Director Robert Murphy requested the agenda be amended to all for a discussion 
to take place concerning the audit and audit contract.   Board Delegate Lloyd Griffin made a motion 
to approve adding the audit and audit contract on the agenda, his motion was seconded by Board 
Delegate Jordan Davis, and with no further discussion, the motion carried unanimously. 

Closed Session: 

Board Delegate Tracey A Johnson made a motion to enter into Closed Session to discuss and prevent 
the disclosure of information that is confidential by law, pursuant to NCGS 143-318.11 (a)(l); to 
confer with the Board attorney regarding a matter within the attorney/client privilege and to 
preserve that privilege pursuant to NCGS 143-318.11 (a)(3); and to discuss one or more confidential 
personnel matters as allowed by NCGS 143-318.11 (a)(6).  Her motion was seconded by Board 
Delegate Fondella Leigh, and with no further discussion, the motion carried unanimously. The Board 
entered into closed session at 6:04 pm.  Board Delegate Tracey A Johnson made a motion to return 
to Open Session.  Her motion was seconded by Board Delegate Fondella Leigh, and with no further 
discussion, the motion carried unanimously.  The Board returned to Open Session at 6:54 pm.    

Approval of November 2018 Minutes (VOTE): 

Board Delegate Linda Hofler presented the November 2018 Albemarle Commission Board 
Meeting minutes. Board Delegates Tracey A Johnson and Lloyd Griffin requested grammatical 
and spelling corrections.  Board Delegate Lloyd Griffin made a motion to approve the minutes 
with the stated corrections made. His motion was seconded by Board Delegate Rob Ross, and 
with no further discussion, the motion carried unanimously. 

New Business: 
Executive Committee: 

Attorney John Leidy proceeded with the nominations and voting for the new Albemarle 
Commission Board of Delegates Executive Committee.  The Nomination Committee 
Chairperson, Delegate Tracey A Johnson, announced the slate of delegates to the Board 
as follows:  Delegates Lloyd Griffin and Tracey A Johnson were nominated for Executive 
Chair, Delegates Clayton Riggs and Rob Ross were nominated for Vice Chair, and 
Delegate Linda Hofler would be running unopposed for Secretary.  Delegate Earl Pugh 
made a motion to close nominations from the floor.  His motion was seconded by Board 
Delegate Linda Hofler, and with no further discussion, the motion carried unanimously.  
Attorney Leidy asked for a show of hands vote for the Executive Committee Chair 
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position.  In a  show of hands, Board Delegates voted seven (7) to six (6) to appoint 
Board Delegate Tracey A Johnson to Executive Committee Chair.  With a majority vote, 
the vote to appoint Board Delegate Tracey A Johnson as the Executive Committee Chair 
carried. Attorney Leidy asked for a show of hands vote for the Executive Committee Vice 
Chair position.  In a show of hands, Board Delegates voted ten (10) to three (3) to 
appoint Rob Ross as the Executive Committee Vice Chair.  With a majority vote, the vote 
to appoint Rob Ross as the Executive Committee Vice Chair carried.    Attorney Leidy 
requested a show of hands vote for Board Delegate Linda Hofler to be appointed  as the 
Executive Committee Secretary.  Board Delegates voted unanimously to appoint  Board 
Delegate Linda Hofler as the Executive Committee Secretary.  All Executive Committee 
Members thank the board for their support.   Board Delegate Earl Pugh made a motion 
to close the voting of Executive Committee members.  His motion was seconded by 
Board Delegate Fondella Leigh, and with no further discussion, the motion carried 
unanimously. 

New Albemarle Commission Executive Director: 
Attorney John Leidy introduced potential Albemarle Commission Executive Director, Melody 
Wilkins, to the Board.  Attorney Leidy advised the Board Delegates Executive Director Wilkins had 
been selected after an extensive search and interview process by himself, his staff, as well as the 
Interview Selection Committee, which consisted of Board Delegates Lloyd Griffin, Linda Hofler, 
Rob Ross and Interim Executive Director Robert Murphy.  The terms of her employment, if 
approved by the Board, would be a yearly salary of $98,000, all benefits currently offered by the 
Albemarle Commission, and up to $5,000 in moving expenses reimbursed.  Attorney Leidy 
informed the Board Ms. Wilkins had been advised if she was selected for the position, she would 
not be eligible to receive any compensatory time.  If approved, her start date would be January 
28th, 2019.  A motion was made by Board Delegate Linda Hofler to appoint Melody Wilkins as the 
Albemarle Commission Executive Director.  Her motion was seconded by Board Delegate Lloyd 
Griffin, and with no further discussion, the motion carried unanimously. 

New VoIP Phone System and Fiber Internet 
Interim Executive Director Robert Murphy presented the Board with a proposal to upgrade from 
their current DSL internet to Fiber.  Mr. Murphy presented information from CenturyLink and IT 
staff supporting the upgrade, as well as a quote for the upgrade.  Board Delegate Clayton Riggs 
made a motion to approve the upgrade.  His motion was seconded by Board Delegate Fondella 
Leigh, and with no further discussion, the motion carried unanimously.   Interim Director Robert 
Murphy presented the board with a proposal to update the twenty-year-old multi account phone 
system.  After a discussion was held on the matter, Board Delegate Clayton Riggs and Delegate 
Lloyd Griffin advised Interim Director Robert Murphy to research State Contract options, speed 
requirements and to resubmit a cost analysis at the next Board meeting.  Board Delegate Lloyd 
Griffin advised Interim Director Murphy to consider researching Soundside for cyber security.    

Amendment to Contract Audit Accounts (Agenda Add On) 
Interim Executive Director Robert Murphy requested the Board of Delegates allow an 
Amendment to the Contract to Audit Accounts.  Interim Executive Director Murphy explained to 
the Board of Delegates that Albemarle Commission did not request an OPEB actuarial study in 
time to receive their audit by the due date, thereby delaying the completion of the audit.  In 
addition, there has been significant turnover at the commission, including the Executive Director 
and Finance Officer.  Board Delegate Lloyd Griffin made a motion to approve the amendment to 
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contract audit accounts.  His motion was seconded by Board Delegate Paul Beaumont, and with 
no further discussion, the motion passes unanimously.   

Unfinished Business: 

Charter & Bylaws: 
Attorney Leidy presented a resolution requesting an amendment to the 1997 resolution 
modifying and amending resolutions creating the Regional Planning Commission known 
as the Albemarle Commission and the first amendment to the 1997 resolution modifying 
and amending resolutions creating the Regional Planning Commission known as the 
Albemarle Commission in an effort to bring the Albemarle Commissions Bylaws and 
Charter in line with one another. Attorney Leidy explained all ten (10) counties would 
have to agree to the changes.  A discussion was had and it was determined additional 
changes were needed. Board Delegate Earl Pugh made a motion for the Ex Officio to 
carry a one-year term and be a non-voting delegate. Board Delegate Lloyd Griffin 
seconded his motion and by a majority vote, the motion carried.  Chairperson Tracey A 
Johnson requested Attorney Leidy to be certain to include the following revisions:  
1. Adding 3 recitals (“Whereas” paragraphs at the beginning) generally explaining
the need and purpose of the requested changes;
2. Clarifying that the at-large rotational system continues even through reaching
the end of the alphabet and starting over again;
3. Making clear that the delegates appointed by the governing boards – those
elected “commissioner delegates” and “at large delegates – all serve two-year terms (to
be consistent with the Bylaws adopted and followed by the AC);
4. Indicating that the immediate past chair will serve a one-year term as
ex- officio, non-voting member (unless they are reappointed as a Commissioner or At 
Large  delegate);  
5. Clarifying that it is encouraged, but not mandatory, to make appointments that
will result in at least 4 delegates being racial minorities;
6. Clarifying that the annual budget presented by the Commission to the member
governments by May 1 each year will show the anticipated contribution of each county.
Board Delegate Rob Ross made a motion to update the charter to  reflect Board
Delegates would receive compensation plus mileage reimbursement.  His  motion was
seconded by Paul Beaumont, and with no further discussion, the motion carried
unanimously. Board Delegate Jordan Davis made a motion to approve the
resolution requesting an amendment to the 1997 resolution modifying and amending
resolutions creating the Regional Planning Commission knows as the Albemarle
Commission and the first amendment to the 1997 resolution modifying and amending
resolutions creating the Regional Planning Commission known as the Albemarle
Commission with the revisions noted.  His motion was seconded by Board Delegate Earl
Pugh, and with no further discussion, carried unanimously.

Reports 
Reports of Staff: 

Department Directors Angela Welsh, David Whitmer and Carolyn LaDow provided the Board of    
Delegates with an update of their respective programs.  Director Alvarico was not present at the 
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Board meeting due to the passing of her mother.  The Board of Delegates requested flowers
be sent to Director Alvarico and expressed their condolences. 

Report of the Interim Executive Director: 
Interim Director Robert Murphy expressed his gratitude to the staff and Board and 
welcomed Executive Director Melody Wilkins to Albemarle Commission.   

Report of Committees 
No Committee Reports were presented.  

Board Member Comments: 
Chairpersons Tracey E Johnson thanked her fellow delegates for their vote of confidence in her ability the 
chair the Board of Delegates.  Chairperson Johnson welcomed the newly appointed Board Delegates 
Robert Kirby, Paul Beaumont, Howard Swain and Jordan Davis.  Vice Chairperson Rob Ross thanked the 
Board Delegates for their vote of confidence in him.  Board Secretary Linda Hofler thanked her fellow 
Board Delegates for their vote for her and welcomed Executive Director Melody Wilkins to the Albemarle 
Commission.   

Closed Session NCSS 143-318 (11) (I) (6): 
Board Delegate Earl Pugh made a motion to enter into a closed session in accordance with North 
Carolina General Statue 143-318. (11) (1) (6) for a specific personnel matter. His motion was 
seconded by Board Delegate Linda Hofler and with no further discussion the motion was carried. The 
Board entered into closed session at 8:15 pm. 

Open Session: 
Board member Rob Ross made a motion to return to open session. His motion was seconded by 
Board member Linda Hofler and with no further discussion, the motion was carried unanimously. 
Chairwoman Marion Gilbert returned the Board to open session at 8:24 pm.  Chairperson Tracey A 
Johnson returned the Board to open session at 9:20 pm. 

Adjournment 
Chairperson Tracey A Johnson made a motion to adjourn the Board meeting at 9:21 pm. Her motion was 
seconded by Board Delegate Linda Hofler and with no further discussion, the motion was carried 
unanimously. The meeting adjourned at 9:20 pm. 

_________________________________ 
Chairperson Tracey A Johnson  

Attested by: 

_________________________________ 
Clerk to the Board Laura Rollinson 
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7. PUBLIC COMMENTS
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8. Unfinished Business

A. VoIP Phone System- VOTE

B. Server Replacement/Security-VOTE

C. Charter/Bylaws County Updates
Gates County and Tyrrell County
have sent notification of approval.

D. Personnel Policy- VOTE
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Server Replacement Plan 
This project will replace the aging virtual server and associated virtual guests as well as firewall at 
Albemarle Commission’s.  This will require replacing the existing file server, domain controller, mail 
server and Windows Server Update Services server.  The Project will also involve increasing the overall 
security of the network by utilizing best practices and security controls in accordance with the software 
vendor as well as NIST SP800-53 security and privacy controls recommendations. 

Overview 

The Dell Poweredge T620 server which houses the virtual servers responsible for your agency’s core IT 
functions (e.g. file sharing, printing, authentication, antivirus, e-mail.) is past its five-year mark.   The 
recommended replacement cycle for critical servers is typically 3 to 5 years, with 5 being more realistic.   
At this point, the manufacturer’s warranties have expired and certain replacement parts become 
difficult to find new (used/refurbished parts are still available).   

In addition to that aging hardware, all of your servers run the Windows Server 2008 R2 Operating 
System, with your mail server also running Microsoft Exchange 2010.   On January 14, 2020, these 
applications will reach End of Life (EOL) which means no more support from Microsoft for  Windows 
Server 2008 R2, Microsoft Exchange 2010 (your email server version) and the Windows 7 desktop 
operating system.   After that date, any machine still that run this software will no longer receive 
security updates or patches, leaving the organization vulnerable to newly discovered threats.   Running 
EOL/unpatched systems also, leads to lack of compliance (e.g., HIPAA, PCI-DSS., etc) as many of 
compliance measures require the identification and mitigation of these types of vulnerabilities within IT 
systems. 

 

    This project will replace the aging server and the soon-to-be retired operating system with an updated 
server and operating systems.  This will be accomplished by running the new system in parallel with the 
old system while periodically moving services to the new server in order to significantly reduce 
downtime.   

Scope 

The scope of the project is to determine all that is needed to streamline the project and reduce 
downtime.  An analysis of the project will include 

Information Technology 

1. Determine the hardware requirements select server, firewall and supporting software. 
2. Configure and test hardware and software. 
3. Improve security of wireless network by incorporating WPA/2 Enterprise and appropriate 

encryption for the wireless network. 
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4. Set up separate guest network on separate VLAN in order to separate guest network traffic
from the primary network.

5. Set up a PKI for authorization.
6. Implement a more secure and integrated VPN network by using the SSTP encryption

protocol in conjunction with RADIUS authentication.
7. Providing training for connecting to new VPN.

The scope of this project includes and excludes the following items: 

In scope: 
• ARHS will provide installation services including configuration of hardware and software.

Out of scope: 
• Purchase of server, firewall and operating system software
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FIRST AMENDMENT TO 1997 
RESOLUTION MODIFYING AND  

AMENDING RESOLUTIONS CREATING 
THE REGIONAL PLANNING COMMISSION  

KNOWN AS THE ALBEMARLE COMMISSION 

WHEREAS, in 1970 the Counties of Camden, Chowan, Currituck, Dare, Gates, 

Hyde, Pasquotank, Perquimans and Tyrrell, (the "Initial Counties"), began a regional 

cooperative effort by creating a regional planning and economic development commission 

known as the Albemarle Commission; and 

WHEREAS, the County of Washington was granted membership in 1971 with 

unanimous consent of the existing members; and Initial Counties (the Initial Counties and 

the County of Washington may be referred to individually as a “County” and collectively as the 

“Counties”); and 

WHEREAS, N.C. Gen. Stat. ' 153A-391 provides that the Counties may, by 

unanimous action, modify and amend the resolution creating the Albemarle Commission; 

and 

WHEREAS, in 1997, the Counties unanimously modified and amended the resolution 

creating the Albemarle Commission by adopting that certain document entitled “Resolution 

Modifying and Amending Resolutions Creating the Regional Planning Commission known as 

the Albemarle Commission” (the “1997 Resolution”); and 

WHEREAS, Article II of the 1997 Resolution provides  the method for the appointment 

of delegates by the member Counties, including terms for such appointments, that the governing 

board of the Albemarle Commission has requested be changed as set forth below; and  

WHEREAS, the Counties, after due and diligent consideration, desire to modify and 

amend the 1997 Resolution creating the Albemarle Commission.  through this First Amendment 

to the 1997 Resolution to change the method for appointment of delegates and the terns for 
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delegates. 

NOW, THEREFORE, BE IT RESOLVED by each of the Boards of Commissioners 

for the Counties of Camden, Chowan, Currituck, Dare, Gates, Hyde, Pasquotank, 

Perquimans, Tyrrell and Washington, in separate sessions duly convened, by the adoption 

and enactment of this First Amendment to the 1997 Resolution by each of the Boards, 

do hereby modify and amend the 1997 Resolution creating the Albemarle Commission 

as follows: 

Section 1. By replacing Articles I through VIII thereof with the following: 

ARTICLE I 

NAME 

The name of the regional planning commission shall be the ALBEMARLE 

COMMISSION. 

ARTICLE II 

ALBEMARLE COMMISSION MEMBERSHIP AND GOVERNING BOARD 

A. Albemarle Commission Membership – The Counties of Camden, Chowan,

Currituck, Dare, Gates, Hyde, Pasquotank, Perquimans, Tyrrell and Washington shall be 

member governments of the Albemarle Commission. The Albemarle Commission shall be 

governed by a board of 14 15 members appointed as follows:  

1) The governing board of each member government shall appoint one

“Commissioner” delegate who must be a member of the member

government’s governing board. Commissioner delegates who no longer hold

office as an elected member of their member government’s governing board

are unable to continue as a delegate unless they can be and are approved as

an at large delegate.
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2) Four additional “At Large” delegates who do not hold an elective office

shall be initially appointed as follows:

(a) One delegate appointed by Camden County’s governing board;

(b) One delegate appointed by Chowan County’s governing board;

(c) One delegate appointed by Currituck County’s governing board;

(d) One delegate appointed by Dare County’s governing board.

Following the initial appointment of delegates pursuant to this subsection, 

successors shall thereafter be appointed by governing board’s member governments in a 

rotating manner which order shall be determined alphabetically.  

By the appointment of delegates pursuant to subsection (1) and (2) of this 

section, the member governments shall ensure that at least four delegates are a member of 

a racial minority described in G.S. 143-128(f)(2). 

The At Large delegates appointed as of the adoption of this Resolution may 

continue to serve the remainder of their terms as set forth below. 

Successors shall thereafter be appointed by the governing board’s member 

governments in a rotating manner which order shall be determined 

alphabetically until the end of the alphabet is reached and then starting over  

(e.g., two years after the year in which this Resolution is adopted one 

delegate would be appointed by each of the following counties: Gates, Hyde, 

Pasquotank, and Perquimans; two years thereafter, one delegate would be 

appointed by each of the following counties:   Tyrrell, Washington, Camden, 

and Chowan; and the appointments would continue rotating every two years 

in this alphabetical manner). 

3) The immediate past chair shall serve for one year as an ex-officio, non-
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voting member unless they can be and are appointed as a Commissioner 

Delegate or an At Large Delegate. 

The member governments are encouraged to consider making appointments that will result 

in at least four delegates being racial minorities. 

B. Terms; Removal; Vacancies – Delegates of the Albemarle Commission shall

serve one two-year terms. Terms shall be measured by calendar years but shall end on 

December 31, regardless of the date of appointment by the appointing authority. A 

delegate may be removed with or without cause by the appointing member government’s 

governing board. Appointment to fill vacancies shall be made for the remainder of the 

unexpired term by the respective appointing member government’s governing board.  

C. Officers; Compensation – Following Those officers currently serving as of the

date of adoption of this resolution, the Albemarle Commission governing board shall meet 

at a time and place agreed upon by the member governments to elect a chair and vice-chair 

by simply majority vote of those delegates present and voting and at that meeting shall 

adopt by-laws for the conduct of its business. shall continue serving until the next 

organizational meeting of the Albemarle Commission governing board. 

Thereafter, the Albemarle Commission governing board shall hold an 

organizational meeting annually in January to elect a chair, vice-chair and secretary by 

simple majority vote of those delegates present and voting at a properly constituted 

meeting. Only Commissioner those delegates, i.e., those delegates who are members of a 

member government’s governing board, shall be eligible to hold an office, other than the 

non-voting office of immediate past chair. 

Delegates shall not may be compensated and reimbursed for their expenses at an 

appropriate mileage rate by the Albemarle Commission Commission for attendance at 
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meetings of the Albemarle Commission governing board. but shall be compensated by 

their member government pursuant to the member government’s policy.  

ARTICLE III 

POWERS AND DUTIES 

The Albemarle Commission shall possess the following powers: 

(1) Apply for, accept, receive, and disburse funds, grants, and services made

available to it by the State of North Carolina or any agency thereof, the federal

government or any agency thereof, any unit of local government or any agency

thereof, or any private or civic agency;

(2) Employ personnel;
(3) Contract with consultants;
(4) Contract for services with the State of North Carolina, any other state, the United

States, or any agency of those governments;

(5) Study and inventory regional goals, resources, and problems;

(6) Prepare and amend regional development plans, which may include

recommendations for land use within the region, recommendations concerning the

need for and general location of public works of regional concern,

recommendations for economic development of the region, and any other relevant

matters;

(7) Cooperate with and provide assistance to federal, state, other regional, and

local planning activities within the region;

(8) Encourage local efforts toward economic development;

(9) Make recommendations for review and action to its member governments and

other public agencies that perform functions within the region;

(10) Exercise any other power necessary to the discharge of its duties.

ARTICLE IV 

FINANCES 
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Funding for the Albemarle Commission’s administrative and general operational 

requirements shall, in addition to other funds which might become available, be provided 

by member governments. Each member government’s proportionate share shall be 

determined by a per capita assessment based on the most recent United States Census. 

Thereafter, the Albemarle Commission governing board shall develop and adopt, by 

simple majority vote, an annual budget for each up-coming fiscal year which shall be 

submitted showing the anticipated contribution of each county which budget shall be 

submitted to the member governments for review and comment not later than May 1. 

ARTICLE V 

BUDGETARY AND FISCAL CONTROL 

The Albemarle Commission budget and fiscal affairs shall comply with the 

procedures set forth in the Local Government Budget and Fiscal Control Act, Chapter 159, 

Subchapter III of the North Carolina General Statutes.  

The Albemarle Commission shall cause to be made an annual audit of its books and 

records by an independent certified public accountant at the end of the each fiscal year and 

a certified copy of the audit shall be filed promptly with each member government.  

ARTICLE VI 

WITHDRAWAL 

A member government may withdraw from the Albemarle Commission by giving 

at least two years’ written notice to the other member governments.  

ARTICLE VII 

AMENDMENTS 

This resolution may be amended, modified or repealed by the unanimous action of 

the member governments.  
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ARTICLE VIII 

DISSOLUTION 

If the Albemarle Commission is dissolved by the unanimous action of the member 

governments then the proceeds that may be derived from the sale of the Albemarle 

Commission’s assets, less payment of debts and liabilities, shall be distributed among the 

member governments pursuant to the following formula:  

Member Government Population X Total Dollar  = Member government’s 
Total population of  Value of Albemarle Share 
Member governments Commission assets 

Section 2. All provisions of prior resolutions creating, amending or modifying the 

1997 Resolution creating the Albemarle Commission, which are not re-enacted by this 

resolution, are hereby repealed.  

Section 3. This resolution shall take effect immediately upon its unanimous 

adoption by the Counties.  

ADOPTED the ____ day of ________________, 2019. 

_________________________________ 
Chairman, __________________ County 
Board of Commissioners 

ATTEST: 

_________________________ 
Clerk to the Board 
(SEAL)  

J:\Clients\29935-0\Resolution Amendent (first amendment).docx 
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MEMORANDUM 

TO: Board of Delegates 

FROM: John D. Leidy 

DATE: February 15, 2019 

RE: Third Set of Revisions to Personnel Policy Manual 

At the November Board meeting, the Board reviewed a number of proposed revisions 
and additions to several different provisions of the personnel policy manual. We were 
asked to prepare some further revisions, additions and clarifications. I have done so, and 
my observations and recommendations regarding these most recent revisions are 
discussed below. (NOTE: revisions proposed and discussed as of the November, 2018 
meeting appear in red; revisions requested at that meeting and discussed below appear in 
blue.) 

1. Typographical errors were corrected in Article 10, Section 2 (replacing
“above” with “below”); Section 4, Part C (correcting “executor” to be “executive”); 
Section 5, Step 3 (replacing “may” with “shall”); and Section 6, Part C.10 (replacing 
“my” with “may”).  

2. The Board discussed expanding on Article V, Section 10 “Substance Abuse
Policy”; a more expansive and detailed policy is set forth in the current revisions. 

3. The Board  discussed expanding on Article V, Section 12 “Computer Usage
Policy”; a more detailed and comprehensive policy is set forth now. 

4. The Board requested clarification in Article V, Section 1 regarding
compensatory time, and clarifying that it is not paid out at retirement or termination. A 
revision has been made to make clear that compensatory time “is not subject to 
reimbursement. It cannot be applied to retirement and is not paid out at termination.”  
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5. The Board discussed how employees could make complaints about unlawful
harassment against the Executive Director using a process that did not require them to 
submit the complaint to the Executive Director. Accordingly, an addition has been made 
in Article V, Section 6 that makes clear that any complaint of unlawful harassment or 
bullying by the Executive Director can be submitted to the Chair of the Board or any 
member of the Executive Committee. This addition also emphasizes  that no retaliation 
will result from such complaints.  

6. The Board wanted to give some further thought to changing the $25 monthly
reimbursement for staff for personnel cell phone usage. No specific guidance was given 
as to a different amount to be used. Also, the Board wanted to give some further thought 
to the shared leave policy. The current policy is pretty standard. No specific guidance 
was given as to any needed changes. The Board may wish to discuss these items  in 
further detail.  

I will look forward to discussing these proposed changes with the Board. 
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ARTICLE I.  GENERAL PROVISIONS 

Section 1.  Purpose of the Policy 
The purpose of this policy is to establish a personnel system that will promote a fair and 
effective means of employee recruitment and selection, develop and maintain an 
effective and responsible work force, and provide the means for removal of 
unsatisfactory employees.  This policy applies to all employees under the supervision of 
the Albemarle Commission Executive Director. 

Section 2.  At Will Employment 
Nothing in this policy creates an employment contract or term between the Albemarle 
Commission and its employees.  No person has the authority to grant any employee any 
contractual rights of employment.  All employees of the Albemarle Commission are 
considered an “at will” employee which means that employees are free to leave the 
Albemarle Commission’s service at any time and that employees may be terminated at 
any time. 

Section 3.  Merit Principle 
All appointments and promotions shall be made solely on the basis of merit.  All 
positions requiring the performance of the same duties and fulfillment of the same 
responsibilities shall be assigned to the same class and the same salary range.  No 
applicant for employment or employee shall be deprived of employment opportunities 
or otherwise adversely affected as an employee because of such individual’s race, color, 
religion, sex, national origin, political affiliation, non-disqualifying disability, or age. 

Section 4.  Responsibilities of the Albemarle Commission Board 
The Albemarle Commission Board shall be responsible for establishing and setting goals 
to achieve the purposes of the Commission and may change the personnel policy, 
position classification, pay plan, table of organization for approved budgeted positions, 
and benefits at will from time to time. The Board also acts as the hiring, firing and 
supervising authority of the Executive Director 

Section 5.  Responsibilities of the Albemarle Commission Executive Director 
The Albemarle Commission Executive Director shall be responsible to the Albemarle 
Commission Board for the administration and technical direction of the personnel 
program with the Albemarle Commission Board having final approval for all changes to 
the Albemarle Commission’s personnel policy.  The Albemarle Commission Executive 
Director shall appoint, suspend, and remove all Albemarle Commission employees.  The 
Albemarle Commission Executive Director shall make appointments, dismissals, and 
suspensions in accordance with these policies.  

38



5 
Updates Approved by BOD October 2016 and February 2017 

 

The Albemarle Commission Executive Director shall: 
 
a) make recommendations to the Albemarle Commission Board of any needed revisions 

to the personnel system;  
 
b) make changes as necessary to maintain an up-to-date and accurate position 
 classification plan; 
 
c) recommend necessary revisions to the pay plan; 
 
d) determine which employees shall be subject to the overtime provisions of 
 FSLA; 
 
e) determine the design of the organization chart and designate which 
 positions serve as department heads; 
 
f) develop and administer such recruiting programs as may be necessary to 
 obtain an adequate supply of competent applicants to meet the needs of 
 the Albemarle Commission; 
 
g) perform such other duties as may be assigned by the Albemarle  
 Commission Board not inconsistent with this Policy; and 
 
h) serve as Human Resources Officer or may appoint a Human Resources 
 Officer to carry out the day-to-day personnel administration of the 
 Albemarle Commission. 
 

Section 6.  Human Resources Responsibilities 
Human Resource duties will be the responsibility of the Albemarle Commission 
Executive Director, unless the Executive Director elects to appoint someone to serve as 
the Human Resource Officer. 
 
The person ultimately responsible for providing Human Resources leadership shall;   
 
a) recommend rules, procedures, and revisions to the personnel system 
 to the Albemarle Commission Board for the Board’s final approval; 
 
b) recommend changes as necessary to maintain an up-to-date and 
 accurate position classification plan; 
 
c) recommend necessary revisions to the pay plan; 
 
d) recommend which employees shall be subject to the overtime provisions 
 of FLSA; 
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e) maintain a roster of all persons in the Albemarle Commission service; 
 
f) establish and maintain a list of authorized positions in the Albemarle 
 Commission service at the beginning of each budget year which identifies 
 each authorized position, class title of position, salary range, any changes 
 in class title and status, position number and other such data as may be 
 desirable or useful; 
 
g) develop and administer such recruiting programs as may be necessary to 
 obtain an adequate supply of competent applicants to meet the needs of the 
 Albemarle Commission; 
 
h) develop and coordinate training and educational programs for Albemarle 
 Commission employees; 
 
i) investigate periodically the operation and effect of the personnel  
 provisions of this policy; and 
 
j) perform such other duties as may be assigned by the Albemarle  
 Commission Executive Director not inconsistent with this Policy. 
 

Section 7.  Application of Policies, Plan, Rules and Regulations 
The personnel policy and all rules and regulations adopted pursuant thereto shall be 
binding on all Albemarle Commission employees, including the Executive Director.  The 
Albemarle Commission Executive Director, members of the Albemarle Commission 
Board and advisory boards and commissions will be exempted except in sections where 
specifically included.  An employee violating any of the provisions of this policy shall be 
subject to appropriate disciplinary action, as well as prosecution under any civil or 
criminal laws which have been violated. 
 
The personnel policy is subject to change at any time by the Albemarle Commission’s 
Board of Delegates and is not considered to be a contractual commitment between any 
employee or the Albemarle Commission. 
 

Section 8 Definitions 
For the purposes of this policy, the following words and phrases shall have the 
meanings respectively ascribed to them by this section: 
 
Full-time employee:  An employee who is in a position for which an average work 
week equals at least 40 hours, and continuous employment of at least 12 months. 
 
Part-time employee:  An employee who is in a position for which an average work 
week of at least 20 hours and less than 29 hours and continuous employment of at 
least 12 months. 
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Regular employee:  An employee appointed to a full or part-time position who has 
successfully completed the designated probationary period. 

Probationary employee:  An employee appointed to a full or part-time position who 
has not yet successfully completed the designated probationary period. 

Temporary employee:  An employee appointed to a position for which either the 
average work week over the course of a year is less than 20 hours, or continuous 
employment is less than 12 months. 

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

Permanent position:  A position authorized for the budget year for a full twelve 
months and budgeted for twenty or more hours per week.  All Albemarle Commission 
positions are subject to budget review and approval each year by the Albemarle 
Commission Board, and all employees’ work and conduct must meet Albemarle 
Commission standards.  Therefore, reference to “permanent” positions or employment 
should not be construed as a contract or right to perpetual funding or employment. 
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ARTICLE II.  POSITION CLASSIFICATION PLAN 
 

Section 1.  Purpose 
The position classification plan provides a complete inventory of all authorized and 
permanent positions in the Albemarle Commission service, and an accurate description 
and specification for each class of employment.  The plan standardizes job title, each of 
which is indicative of a definite range of duties and responsibilities. 
 

Section 2.  Composition of the Position Classification Plan 
The classification plan shall consist of: 
 
a) a grouping of positions in classes which are approximately equal in difficulty 
 and responsibility which call for the same general qualifications, and which can be 

equitably compensated within the same range of pay under similar working 
conditions; 

 
b) class title descriptive of the work of the class; 
 
c) written specifications for each class of positions; and 
 
d) an allocation list showing the class title of each position in the classified service. 
 

Section 3.  Use of the Position Classification Plan 
Class specifications shall describe the type and scope of work performed.  However, 
tasks that are similar in nature may be assigned to a position in a classification without 
being specified on the class specification.   
 
The classification plan is to be used: 
 
a) as a guide in recruiting and examining applicants for employment; 
 
b) in determining lines of promotion and in developing employee training programs; 
 
c) in determining salary to be paid for various types of work; 
 
d) in determining personnel service items in departmental budgets; and 
 
e) in providing uniform job terminology. 
 

Section 4.  Administration of the Position Classification Plan 
The Executive Director shall allocate each position covered by the classification plan to 
its appropriate class, and shall be responsible for the administration of the position 

42



9 
Updates Approved by BOD October 2016 and February 2017 

 

classification plan.  The Executive Director shall periodically review portions of the 
classification plan and recommend appropriate changes to the Board. 
 

Section 5.  Authorization of the Position Classification Plan 
The position classification plan shall be submitted by the Albemarle Commission 
Executive Director, submitted to the Albemarle Commission Board for review and 
comment and final approval.  The Position Classification Plan is maintained on file with 
the Finance Director.  Copies will be available to all Albemarle Commission employees 
for review upon request.  New positions shall be established upon recommendation of 
the Albemarle Commission Executive Director. The Executive Director shall either 
allocate the new position into the appropriate existing class, or revise the position 
classification plan to establish a new class to which the new position may be allocated. 
 

Section 6.  Request for Reclassification 
Any employee who considers his or her position to be improperly classified shall submit 
a request in writing for a position study to such employee’s immediate supervisor, who 
shall immediately transmit the request through the department head to the Executive 
Director.  Upon receipt of such request, the Executive Director shall study the request, 
determine the merit of the reclassification, and submit a copy to the Board who may 
offer comments if deemed necessary.   
 
Department heads are responsible for reviewing the allocation of positions to functions 
and classifications annually as part of the budget process.  Department heads are to 
consider in their review that job descriptions are the primary job responsibilities, but all 
employees will be expected to perform additional, collateral duties as requested by 
his/her supervisor. Such review shall be to determine the most accurate classifications 
and the most equitable, effective, and efficient use of human resources. 
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ARTICLE III.  THE PAY PLAN 
 

Section 1.  Definition 
The pay plan includes the basic salary schedule and the “list of Classes Arranged by 
Grade” adopted by the Board.  The salary schedule consists of amounts for hiring, 
minimum, midpoint, and maximum rates of pay for all classes of positions. 
 

Section 2.  Administration and Maintenance 
The Albemarle Commission Executive Director shall be responsible for the 
administration and maintenance of the pay plan.  All employees covered by the pay 
plan shall be paid at a rate within the salary range established for the respective 
position classification, except for employees in trainee status or employees whose 
existing salaries are above the established maximum rate following transition to a new 
pay plan.  The pay plan is intended to provide equitable compensation for all positions, 
reflecting differences in the duties and responsibilities, the comparable rates of pay for 
positions in private and public employment in the area, the impacts of inflation, the 
financial conditions of the Albemarle Commission, comparative studies of all factors 
affecting the level of salary ranges and will recommend such changes in salary ranges 
as appear to be pertinent.  Such assignments will be made by increasing or decreasing 
the assigned salary grade for the class and adjusting the rate of pay for employees in 
the class when the action is approved by the Albemarle Commission Board. 
 

Section 3.  Starting Salaries 
All persons employed in positions approved in the position classification plan shall be 
employed at the minimum salary for the classification in which they are employed; 
however, exceptionally well qualified applicants may be employed above the minimum 
of the established salary range upon approval of the Albemarle Commission Executive 
Director. 
 

Section 4.  Trainee Designation and Provisions 
Applicants being considered for employment or Albemarle Commission employees who 
do not meet the entire requirement for the position for which they are being considered 
may be hired, promoted, demoted, or transferred to a “trainee” status.  In such cases, 
a plan for training, including a time schedule, must be prepared by the department 
head.  “Trainee” salaries shall be one of (no more than) two grades below the hiring 
salary established for the position for which the person is being trained.  A new 
employee designated as “trainee” shall concurrently serve a probationary period.  
However, probationary periods shall be no less than six months and trainee periods 
may extend from three to eighteen months.  A trainee shall remain a probationary 
employee until the trainee period is satisfactorily completed. 
 
If the training is not successfully completed to the satisfaction of the Albemarle 
Commission, the trainee shall be transferred, demoted, or dismissed.  If the training is 
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successfully completed, the employee shall be paid at least at the hiring rate 
established for the position for which the employee was trained. 
 

Section 5.  Probationary Pay Increases 
Employees hired, promoted, or reclassified into the hiring rate of the pay range shall 
receive a salary increase within the range of up to 5% upon successful completion of 
the six month probationary period.  Employees hired or promoted at or above the 
minimum rate of the appropriate grade may be considered for a probationary increase 
depending on the performance levels and consistent with performance pay policies. 
 

Section 6.  Salary Effect of Promotions, Demotions, Transfers, and Reclassifications 
The purpose of the promotion pay increase is to recognize and compensate the 
employee for taking on increased responsibility.  When an employee is promoted, the 
employee’s salary shall normally be advanced to the minimum level of the new position.  
In the event of highly skilled and qualified employees, shortage of qualified applicants, 
or other reasons related to the merit principle of employment, the Albemarle 
Commission may set the salary at an appropriate rate in the range of the position to 
which the employee is promoted that best reflects the employees qualifications for the 
job and relative worth to the Albemarle Commission.  In no event, however, shall the 
new salary exceed the maximum rate of the new salary range.  In setting the 
promotion salary, the Albemarle Commission shall consider internal comparisons with 
other employees in the same or similar jobs. 
 
Demotions.  When an employee is demoted to a position for which qualified, the 
salary shall be set at the rate in the lower pay range which provides a salary 
commensurate with the employees’ qualifications to perform the job when the demotion 
is not the result of discipline.  If the current salary is within the new range, the 
employee’s salary may be retained at the previous rate, if appropriate.  Consideration 
should be given to whether the employee is receiving the same pay for decreased 
workload or responsibility level and action should be appropriate to this consideration.  
The salary shall be no greater than the maximum of the new range. 
 
Transfers.  The salary of an employee reassigned to a position in the same class or to 
a position in a different class within the same salary range shall not be changed by the 
reassignment. 
 
Reclassifications.  An employee whose position is reclassified to a class having a 
higher salary range shall receive a pay increase of at least 5% or an increase to the 
minimum of the new pay range, whichever is higher.  If the employee has completed 
probation, the employee’s salary shall be advanced to at least the probation completion 
amount in the new range.  Increases may be withheld or delayed when an employee in 
an upgraded position has documented performance problems. 
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If the position is reclassified to a lower pay range, the employee’s salary shall remain 
the same.  If the employee’s salary is above the maximum established for the new 
range, the salary of that employee shall be maintained at the current level until the 
range is increased above the employee’s salary. 

Section 7.  Salary Effect of Salary Range Revisions 
When a class of positions is assigned to a higher salary range, employees in that class 
shall receive a pay increase of at least 5%, or to the hiring rate of the new range, 
whichever is higher.  Such increases may be withheld or delayed in cases where 
employees have documented performance problems.  If the employee has passed 
probation, the employee’s salary shall be advanced at least to the probation completion 
amount in the new range.  When a class of positions is assigned to a lower salary 
range, the salaries of employees in that class will remain unchanged.  If this assignment 
to a lower salary range results in an employee being paid at a rate above the maximum 
rate established for the new class, the salary of that employee shall be maintained at 
that level until such time as the employee’s salary range is increased above the 
employee’s current salary. 

Section 8.  Transition to a New Salary Plan 
The following principles shall govern the transition to a new salary plan: 

1) No employee shall receive a salary reduction as a result of the transition to a
new salary plan.

2) All employees being paid at a rate lower than the hiring rate established for their
respective classes shall have their salaries raised to the new hiring rate for their
classes.

3) All employees being paid at a rate below the maximum rate established for their
respective classes shall be paid at a rate in the appropriate salary range.

4) All employees being paid at a rate above the maximum rate established for their
respective classes shall be maintained at that salary level until such time as the
salary range is increased above the employees’ current salary.

Section 9.  Effective Date of Salary Changes 
Salary changes 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 by procedures approved by the Albemarle Commission Executive Director. 
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Section 10.  Overtime Pay Provisions 
Employees of the Albemarle Commission may be requested and may be required to 
work hours in excess of their regularly scheduled hours as necessitated by the needs of 
the Albemarle Commission and determined by the Department Head. 
 
To the extent that local government jurisdictions are so required, the Albemarle 
Commission will comply with the Fair Labor Standards Act (FLSA).  The Albemarle 
Commission Executive Director shall determine which jobs are “non-exempt” and are 
therefore subject to the Act in areas such as hours of work and work periods, rates of 
overtime compensation, and other provisions. 
 
Non-exempt employees will be paid at a straight time rate for hours up to the FLSA 
established limit for their position (usually 40 hours in a 7-day period).  Hours worked 
beyond the FLSA established limit will be compensated in either time or pay at the 
appropriate overtime rate.  In determining eligibility for overtime in a work period, only 
hours actually worked shall be considered.  Compensatory leave requires approval by 
the Albemarle Commission Executive Director when creating a balance that exceeds 16 
hours. 
 
Whenever practicable, departments will schedule time off on an hour-for-hour basis 
within the applicable work period for non-exempt employees, instead of paying 
overtime.  When time off within the work period cannot be granted, overtime worked 
will be compensated in accordance with the FLSA. 
 
Employees in positions determined to be “exempt” from the FLSA (as Executive, 
Administrative, or Professional staff) will not receive pay for hours worked in excess of 
their normal work period.  These employees may be granted compensatory leave by 
their supervisor where the convenience of the department allows and in accordance 
with procedures established by the Albemarle Commission Executive Director.  Such 
compensatory time is not guaranteed to be taken and ends without compensation upon 
separation from the organization. 
 

Section 11.  Payroll Deduction 
Deductions shall be made from each employee’s salary, as required by law or contracts.  
Additional deductions may be made upon the request of the employee on determination 
by the Albemarle Commission Executive Director as to capability of payroll equipment 
and appropriateness of the deduction. 
 

Section 12.  Hourly Rate of Pay 
The pay scale will apply to all employees. Hourly rates for employees appointed for less 
than full-time service will be paid a pro-rated amount determined by converting the 
established full-time salary to an hourly rate.  Temporary employees shall be paid at the 
hourly rate that corresponds with the pay scale if the job classification is the same as a 
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permanent position referenced in the plan.  If the temporary position is different, an 
hourly rate of pay shall be established based on the duties to be performed. 
 

Section 13.  Longevity Pay 
An employee shall have at least ten (10) years of total qualifying Commission service 
before being eligible for any longevity payments. 
 
The employee must have a full-time or part-time permanent position as defined by this 
policy. 
 
Upon change of appointment to temporary or exempt (except as provided by statute), 
the employee is ineligible for continued longevity pay; hence, if the employee has 
worked part, but not all of the one year since the last annual longevity payment, a 
prorate payment shall be made as if the employee were separating from Commission 
service, provided the change is not of a temporary nature. 
 
If an employee goes on leave without pay, longevity shall not be paid until the 
employee returns and completes the full year.  If, however, the employee shall resign 
while on leave without pay, the prorate amount for which the employee is eligible is 
paid. 
 
Exceptions:  1) An employee going on leave without pay due to short-term disability 
may be paid the prorate amount for which the employee is eligible;  2) an employee on 
workers’ compensation leave shall be paid longevity as if working. 
 
Longevity pay is not considered a part of annual base pay for classification and pay 
purposes, nor is it to be recorded in personnel records as part of annual base salary. 
 
Years of Commission Service    Longevity Pay Rate 
10 but less than 15 years     1.50 percent 

15 but less than 20 years     2.25 percent 

20 but less than 25 years     3.25 percent 

25 or more years      4.50 percent 

Annual longevity payments are based on the length of total Commission service and a 
percentage of the employee’s annual rate of base pay.  Effective November 18, 1993, 
the previously accepted longevity policy was discontinued.  All accrued longevity was 
added to employee’s permanent salary; also effective November 18, 1993, the new 
policy (which is consistent with the Office of State Personnel longevity policy) became 
effective.  This policy shall include each employee’s time in service at the Albemarle 
Commission. 
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Section 14.  Pay for “Acting” in a Higher Level Classification 
The Executive Director may designate an employee to perform the duties of a higher 
salary grade position for a temporary period.  In such case, the employee shall continue 
to be fully responsible for his/her regular duties and also for those in the position 
he/she is performing temporarily. The employee shall receive a salary adjustment based 
on the following criteria: 1) the difference between the existing job and that being filled 
on a temporary basis, and 2) the degree to which the employee is expected to fulfill all 
the duties of the temporary assignment.  The salary increase shall be temporary and 
the employee shall go back to the salary he or she would have had if not assigned to 
the “acting” role upon completion of the assignment. 

Section 15. Accumulated Vacation Time Payout 
The Albemarle Commission as a benefit to its employees allows for a vacation time 
payout in December of each year.  The Albemarle Commission encourages employees 
to utilize all of their vacation time each year, however, because of longevity of service, 
many Albemarle Commission employees accumulate a vacation time balance.  
 
Employees may request a vacation time payout up to a maximum of 120 hours of 
accumulated vacation time.  

1) The vacation time payout must be made in writing by the employee and 
submitted to their immediate supervisor on the approved Albemarle 
Commission form by November 15th of each year indicating the amount of 
accumulated vacation time requested for payout. 

2) The vacation time payout request signed by the direct supervisor and must 
be forwarded to the Albemarle Commission’s Executive Director by November 
30th for final approval.   

3) The Executive Director will forward all requests to the Finance Officer by 
December 5th for processing and payout with the December payroll.  

 
The rate of compensation for paid-out vacation, shall be the employee’s then-current 
rate of pay at the time the request is made, and will be calculated at a straight time 
rate based on a 250-day work year. Albemarle Commission employees will be 
responsible for any applicable state and federal taxes noting that their tax liability due 
to the vacation payout may change.   

ARTICLE IV.  RECRUITMENT AND EMPLOYMENT 

Section 1.  Equal Employment Opportunity Policy 
It is the policy of the Albemarle Commission to foster, maintain and promote equal 
employment opportunity.  The Albemarle Commission shall select employees on the 
basis of the applicant’s qualifications for the job and award them, with respect to 
compensation and opportunity for training and advancement, including upgrading and 
promotion, without regard to age, sex, race, color, religion, national origin, disability, 
political affiliation, pregnancy, sexual orientation or marital status.  Applicants with 
physical disabilities shall be given equal consideration with other applicants for positions 
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in which their disabilities do not represent an unreasonable barrier to satisfactory 
performance of required duties with or without reasonable accommodation. 
 

Section 2.  Implementation of Equal Employment Opportunity Policy 
All personnel responsible for recruitment and employment will continue to review 
regularly the implementation of this personnel policy and relevant practices to assure 
that equal employment opportunity based on reasonable, job-related requirements is 
being actively observed to the end that no employee or applicant for employment shall 
suffer discrimination because of age, sex, race, color, religion, disability, national origin, 
political affiliation, or marital status.  Notices with regard to equal employment matters 
shall be posted in conspicuous places on Albemarle Commission premises in places 
where notices are customarily posted. 
 

Section 3.  Recruitment, Selection and Appointment 
Recruitment Sources.  When position vacancies occur, the Executive Director shall 
publicize these opportunities for employment, including applicable salary information 
and employment qualifications.  Information on job openings and hiring practices may 
be posted in local and/or other news media as necessary to inform the community and 
create a quality and diverse pool of applicants.  In addition, notice of vacancies shall be 
posted at designated conspicuous sites within departments.  Individuals shall be 
recruited from a geographic area as wide as necessary and for a period of time 
sufficient to ensure that well-qualified applicants are obtained for Albemarle 
Commission service.  The NCWorks Career Centers shall normally be used as a primary 
recruitment source.  
 
Job Advertisements.  Employment advertisements shall contain assurances of equal 
employment opportunity and shall comply with Federal and State statutes. 
 
Application for Employment.  All persons expressing interest in employment with 
the Albemarle Commission shall be given the opportunity to file an application for 
employment for positions which are vacant during the established recruitment period. 
 
Application Reserve File.  Applications shall be kept in an inactive reserve file for a 
period of two years, in accordance with Equal Employment Opportunity Commission 
guidelines.  
 
Selection.  Department heads, with the assistance of the Executive Director, shall 
make such investigations and conduct such examinations as necessary to assess 
accurately the knowledge, skills, and experience qualifications required for the position.  
All selection devices administered by the Albemarle Commission shall be valid measures 
of job performance.  
 
Appointment.  Before any commitment is made to an applicant, either internal or 
external, the Department Head shall make recommendations to the Executive Director 
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including the position to be filed, the salary to be paid, and the reasons for selecting the 
candidate over other candidates. 

Section 4.  Probationary Period 
An employee appointed or promoted to a permanent position shall serve a probationary 
period.  Employees shall serve a six month probationary period.  During the 
probationary period, supervisors shall monitor an employee’s performance and 
communicate with the employee any performance standards and progress concerns.  
Before the end of the probationary period, the supervisor shall conduct a performance 
evaluation conference with the employee and discuss accomplishments, strengths, and 
needed improvements.  A summary of this discussion shall be documented in the 
employee’s personnel file.  The supervisor shall recommend in writing whether the 
probationary period should be completed, extended, or the employee transferred, 
demoted, or dismissed.  Probationary period may be extended for a maximum of six 
additional months. 

Disciplinary action, including demotion and dismissal, may be taken at any time during 
the probationary period. A promoted employee who does not successfully complete the 
probationary period may be transferred or demoted to a position in which the employee 
shows promise of success.  If no such position is available, the employee shall be 
dismissed.  Promoted employees retain all other rights and benefits, such as the right to 
use the grievance procedures. 

Section 5.  Promotion 
Promotion is the movement of an employee from one position to a vacant position in a 
class assigned to a higher salary range.  It is the Albemarle Commission’s policy to 
create career opportunities for its employees whenever possible.  Therefore, when a 
current employee applying for a vacant position is best suited of all applicants, that 
applicant shall be appointed to that position.  The Albemarle Commission will balance 
three goals in the employment process:  1) the benefits to employees and the 
organization of promotion from within;  2) providing equal employment opportunity and 
a diversified workforce to the community; and 3) obtaining the best possible employee 
who will provide the most productivity in that position.  Therefore, except in rare 
situations where previous Albemarle Commission experience is essential or exceptional 
qualifications of an internal candidate so indicate, the Albemarle Commission will 
consider external and internal candidates rather than automatically promote from 
within.  Candidates for promotion shall be chosen on the basis of their qualifications 
and their work records.  Internal candidates shall apply for promotions using the same 
application process as external candidates. 

Section 6.  Demotion 
Demotion is the movement of an employee from one position to a position in a class 
assigned to a lower salary range.  An employee whose work or conduct in the current 
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position is unsatisfactory may be demoted provided that the employee shows promise 
of becoming a satisfactory employee in the lower position.  Such demotion shall follow 
the disciplinary procedures outlined in this policy. 
 

Section 7.  Transfer 
Transfer is the movement of an employee from one position to a position in a class in 
the same salary range. If a vacancy occurs and an employee in another department is 
eligible for a transfer, the employee shall apply for the transfer using the usual 
application process.  The department head wishing to transfer an employee to a 
different department or classification shall make a recommendation to the Albemarle 
Commission Executive Director with the consent of the receiving department head.  Any 
employee transferred without requesting the action may appeal the action in 
accordance with the grievance procedure outlined in this policy.  An employee who has 
successfully completed a probationary period may be transferred into the same 
classification without serving another probationary period. 
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ARTICLE V.  CONDITIONS OF EMPLOYMENT 

Section 1.  Work Hours, Schedule and Compensatory Time 
1) Except for holidays, the Albemarle Commission will be open from 8:00 a.m. until

5:00 p.m., Monday through Friday.  Exceptions to this policy may be authorized by
the Executive Director or Board.

2) All full-time staff are required to account for 40 hours per week.  When reporting
time to Albemarle Regional Health Services for salary reimbursement, each full-time
staff member must report the required number of hours for that reporting period.

3) All Albemarle Commission staff are required to work from the Albemarle Commission
offices in Hertford, North Carolina, unless their duty station is at another location.
Albemarle Commission Staff are not allowed to work from home.  Only in the event
of adverse weather will Albemarle Commission employees be allowed to work from
home.

4) The work week is defined as beginning on Sunday 12:00:01 a.m. (one second after
midnight) and ends on Saturday 12:00 p.m. (midnight).

5) Each full-time staff member must have an established weekly work schedule on file
with the supervisor that includes: 40 hours per week; a beginning time each day
between 7:30 and 8:30 a.m. and ends either 8.5 hours later with a half hour lunch
break or 9 hours later with an hour lunch break.  Permanent variances from this
policy must be approved by the Executive Director.  Once on file, temporary
changes in the established weekly work schedule may be made by the supervisors.

6) Employees are provided with one meal period each workday. Supervisors will
schedule meal periods to accommodate operating requirements. Lunch breaks
should be taken between 11:00 a.m. and 2:00 p.m. and last a minimum of thirty
(30) minutes. Employees will be relieved of all active responsibilities and restrictions
during meal periods and will not be compensated for that time.  Employees may not
work through the lunch period and leave early at the end of the day without the
supervisor’s prior approval.  Employees working four (4) hours or less on a work day
are not required to take a lunch break.

7) Compensatory time is allowed for exempt and non-exempt employees provided the
compensatory time is consistent with the provisions of the Fair Labor Standards Act
and does not interfere with the operation of the Commission.  Compensatory time
must be documented on the time sheet when earned and used, and specifically
approved by the supervisor.

8) For non-exempt employees, compensatory time should be taken, if possible, during
the week for which the compensatory time was earned. Accumulated Compensatory
time cannot be applied to retirement. Compensatory time for non-exempt
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employees taken after the work week for which it was earned, must be awarded at 
time and one-half.  No funds are budgeted for overtime pay and therefore no 
overtime pay is authorized. Compensatory time in excess of eight (8) hours per 
week must be approved by the Executive Director. 

 
9) For exempt employees, accumulated compensatory time is not subject to 

reimbursement. or It cannot be applied to retirement and will not be paid out at 
termination. Compensatory time may not be taken in amounts greater than eight (8) 
hours per forty (40) hour work week without specific approval of the Executive 
Director. In no event may an employee accumulate more than ___ hours of 
compensatory time. 

 
10) At those times when there is adverse weather in the Commission’s Region that 

disrupts work schedules, interferes with normal work-related activities, and prevents 
employees from fulfilling their work obligations the Albemarle Commission will be 
closed. The procedure employees should utilized during times of adverse weather is 
when the County or Town of the duty station for which employees work is closed, 
due to adverse weather, then the location of that office will also be closed for the 
day (i.e. if Elizabeth City or Pasquotank County is closed, then the Elizabeth City 
Career Center will be closed).  If there is a fog delay for area school districts, 
employees may arrive late to their duty station based on said delay, but they will 
have to utilize their banked time to equal a full 8 hour day. 

 

Section 2.  Political Activity 
Each employee has a civic responsibility to support good government by every available 
means and in every appropriate manner.  Each employee may join or affiliate with civic 
organizations of a partisan or political nature, may attend political meetings, may 
advocate and support the principles or policies of civic or political organizations in 
accordance with the Constitution and laws of the State of North Carolina and in 
accordance with the Constitution and laws of the United States.   
 
However, no employee shall: 
 
a) Engage in any political or partisan activity while on duty; 
 
b) Use official authority or influence for the purpose of interfering with or affecting 
 the result of a nomination or an election for office; 
 
c) Be required as a duty of employment or as condition for employment, promotion  
 or tenure of office to contribute funds for political or partisan purposes; 
 
d) Coerce or compel contributions from another employee of the Albemarle 
 Commission for political or partisan purposes; 
 
e) Use any supplies or equipment of the Albemarle Commission for political or 
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partisan purposes; or 

f) Be a candidate for nomination or election to office in local government in the
Albemarle Commission’s Region.

Any violation of this section shall subject the employee to disciplinary action up to and 
including dismissal. 

Section 3.  Outside Employment 
The work of the Albemarle Commission shall have precedence over other occupational 
interests of employees.  No employee shall accept or engage in any outside 
employment or activity that in any manner interferes with the performance of their 
duties and responsibilities to the Albemarle Commission, or presents a substantial risk 
of placing the employee in a situation where a conflict arises between the best interests 
of the Albemarle Commission and of the other  employment/activity.  In the event an 
employee engages in another employment/activity that results in creating a conflict with 
the best interests of the Albemarle Commission, the employee is expected to alert their 
supervisor and to resign from that employment/activity if requested.  In no event shall 
an employee engage in any outside employment or in any outside activity that may 
create a conflict of interest with the Albemarle Commission without the advance 
approval of their supervisor and the Executive Director.  All outside employment for 
salaries, wages, or commission and all self-employment must be reported in advance to 
the employee’s supervisor, who in turn will report it to the department head.  The 
Executive Director will review such employment for possible conflict of interest and 
decide whether to approve the work.  Conflicting or unreported outside employment is 
grounds for disciplinary action up to and including dismissal. 

Section 4.  Employment of Relatives and/or Elected Officials 
The Albemarle Commission prohibits the hiring and employment of an immediate family 
member when said “Immediate Family” member as defined in Article VII, Section 1211 
will be under the direct supervision of the existing Albemarle Commission employee.   

The Commission shall not employ any individual who holds a paid or unpaid elected 
position at any level of government within Region R. 

Section 5. Conflict of Interest 
Albemarle Commission’s Conflict of Interest Policy was established by the Board of 
Directors on January 27, 1994 and remains in forceand exists  to guide the behavior of 
our managing staff and board members. See Addendum A: Conflict of Interest Policy. 

Section 6.  Harassment Prohibited 
The Albemarle Commission prohibits harassment in any form that is based on sex, race, 
color, religion, national origin, age, and/or disability.  Harassment is defined as conduct 
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that culminates in tangible employment action or is sufficiently severe or pervasive to 
create a hostile work environment.  Sexual harassment is defined as unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature when 1) submission to such conduct is made either explicitly or implicitly a term 
or condition of an individual’s employment;  2) submission to or rejection of such 
conduct by an individual is used as the basis for employment decisions affecting such 
individual;  or 3) such conduct has the purpose or effect of unreasonably interfering 
with an individual’s work performance or creating an intimidating, hostile, or offensive 
working environment.  Sexual harassment includes repeated offensive sexual remarks, 
continual or repeated comments about an individual’s body and offensive sexual 
language. 
 
Any employee who believes that he or she may have a complaint of sexual unlawful 
harassment may follow the Grievance Procedure described in this Policy or may file the 
complaint directly with the Albemarle Commission Executive Director or any department 
head who will advise the Executive Director of the complaint.  The Executive Director 
will insure that an investigation is conducted into any allegation of harassment and 
advise the employee and appropriate management officials of the outcome of the 
investigation. 
 
If the employee’s complaint is against the Executive Director, then the employee may 
contact the Chair of the Board of Delegates or any other member of the Executive 
Committee. In such situations, the Board of Delegates will take appropriate action to 
ensure that the complaint is reviewed and an appropriate investigation conducted that 
will not lead to or result in retaliation against the employee.  
 
Employees who are found to be engaged in harassment are subject to disciplinary 
action up to and including dismissal.  Employees making complaints of harassment are 
protected against retaliation from alleged harassers or other employees. 
 

Section 7.  Acceptance of Gifts and Favors 
No official or employee of the Albemarle Commission shall accept any gift, favor, or 
thing of value ($50 or more) that may be perceived as influencing such employee in the 
discharge of the employee’s duties, or grant in the discharge of duty an improper favor, 
service, or thing of value. 
 

Section 8.  Performance Evaluation 
Supervisors and/or department heads shall conduct Performance Evaluation 
conferences with each employee at least once a year.  These performance evaluations 
shall be documented in writing and placed in the employee’s personnel file.  Procedures 
for the performance evaluation program shall be published by the Albemarle 
Commission Executive Director. 
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Section 9.  Safety 
Safety is the responsibility of both the Albemarle Commission and employees.  It is the 
policy of the Albemarle Commission to establish a safe work environment for 
employees. 

The Albemarle Commission shall establish a safety program including policies and 
procedures regarding safety practices and precautions and training in safety methods. 
Department heads and supervisors are responsible for insuring the safe work 
procedures of all employees and providing necessary safety training programs. 
Employees shall follow the safety policies and procedures and attend safety training 
programs as a condition of employment.  Employees who violate such policies and 
procedures shall be subject to disciplinary action up to and including dismissal. 

Section 10.  Substance Abuse Policy 

It is the goal of the Albemarle Commission to provide a drug-free, healthy, and safe 
workplace. To promote this goal, employees are required to report to work in an 
appropriate mental and physical condition in order to perform their jobs in a satisfactory 
manner. 

While on the Albemarle Commission premises and while conducting Albemarle 
Commission business-related activities off of the premises, no employee may use, 
possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal 
use of prescribed drugs is permitted on the job only in strict compliance with the 
prescribing physician’s instructions and only if it does not impair an employee’s ability to 
perform their duties effectively and in a safe manner that does not endanger other 
individuals in the workplace. 

Violations of the policy may lead to disciplinary action, up to and including immediate 
termination of employment, and/or required participation in a substance abuse 
rehabilitation or treatment program. Such violations may also have legal consequences. 

Section 11.  Travel Policy 
It is the policy of the Albemarle Commission to reimburse all employees and board 
members for expenses incurred when their position requires them to travel in and out 
of district.  When referring to “out of district” this refers to any area outside of the 
Albemarle Commission’s geographic service area.  The Albemarle Commission utilizes 
the following procedures: 

a. Each employee who uses their personal automobile while performing their
job is expected to carry an adequate amount of automobile liability
insurance to protect them in the event of an automobile accident.  It is
the policy of the Commission not to provide automobile liability insurance
coverage for its employees while they are using their personal automobile
on business for the Commission.

b. The Commission does not pay for mileage for personal errands or to and
from personal lunch appointments.
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c. A Request for out-of-district form should be completed and given to the
Department head for approval prior to any out-of-district travel.  The
supervisor forwards the request to the Executive Director for approval.

d. All completed travel reimbursements forms shall be delivered to the
supervisor by the specified date for approval.  Miles traveled must be
supported by a reliable and verifiable source such as MapQuest or Google
Maps with directions supporting the miles traveled attached to ONLY the
out-of-district travel form.  Mileage will be reimbursed at the shortest
driving distance from the work base unless employee is leaving from their
home at least two (2) hours prior to their regular work start time or the
meeting is at night and the employee’s home is closer to the meeting
location.

e. All meals may be reimbursed up to the Federal per meal rate.  The
standard rate will apply when neither the city nor county is listed.
Itemized receipts are required to document the actual expenditure and
reimbursement is only for allowance items.  If an itemized receipt is not
submitted, the expense will not be reimbursed.  The Commission will not
reimburse for any alcohol.  The Federal per diem rates are located at
www.gsa.gov.

1) The costs of meals included in other related activities (registration
fees, conference costs, etc.) may not be duplicated in
reimbursement request (i.e. if your overnight accommodation
includes breakfast), you may not put in for a breakfast
reimbursement.

2) When travelling out of the district, meals will be reimbursed based
on the following schedule:

i. Breakfast:  Depart the duty station prior to 6 a.m. and the
work day is extended by 2 hours.  A work day is 8 hours plus
a 30-minute lunch period.

ii. Lunch:  Depart the duty station prior to Noon or return to
the duty station after 2 p.m. An overnight stay is required
for this reimbursement, unless the employee attends a
meeting relating to their Commission assigned duties and
lunch is not provided and at the employees expense.

iii. Dinner:  Depart the duty station prior to 5 p.m. or return to
the duty station after 7 p.m. and the work day is extended
by 2 hours.  An overnight stay is NOT required for this
reimbursement.

f. Departure from the meal reimbursement policy will not be allowed unless
the expense is an integral part of the meeting/event and is specifically
approved by the Executive Director.

g. All mileage will be reimbursed at the approved Federal rate.
h. Overnight accommodations shall be reimbursed at the state rate and

approved when employees must leave more than two hours before or
return more than two hours after their usual work schedule.  Hotel
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receipts are required for any reimbursement.  Special circumstances such 
as travel to a high cost area, additional overnights requested and similar 
expenses require the pre-approval of the Department Head and the 
Executive Director. 

i. Falsification of Travel Reimbursement Request records will be grounds for 
immediate dismissal. 

 

Section 12. Computer Usage Policy 
Computers and related software and hardware are provided by the Commission to 
enhance productivity in the performance of Albemarle Commission objectives.  Staff are 
advised that the Executive Director has the capacity to view in real time and by report 
(over any selected period) employees computer use.  Employee computer use can be 
categorized into productive and non-productive use.  Also, inappropriate and illegal use 
can be identified. 
 
The Commission’s computer use policy is: 
 

a. The Commission’s technological and information resources include, 
communications services and equipment such as mail, electronic mail (“e-mail”), 
instant messaging, courier services, facsimiles, telephone systems, personal 
computers, computer networks, on-line services, Internet connections, Intranets, 
computer files, telex systems, video equipment and tapes, tape recorders and 
recordings, pagers, cellular phones, voice mail, and bulletin boards. 
   

b. Supervisors are responsible for instructing employees on the proper use of the 
communications services and equipment used by the organization for both 
internal and external business communications. 

c. All communication services and equipment used by Commission are 
Commission’s records and property.  The Commission reserves the right to 
access, review and disclose all messages sent over its electronic and voice mail 
systems for any purpose.  The Commission retains the right to access any 
information maintained or created on or communicated through Commission’s 
technology resources at any time for any reason without notice to the employee.  
Employees should not expect that any information that may be found on 
Commission’s technology resources, including e-mail, is confidential or private. 

d. Employees are prohibited from accessing each other's e-mail and other electronic 
files without the express consent of the other employee.  

e. On-line services and the Internet may be accessed only by employees specifically 
authorized by the Commission.  Authorized employees must disclose all 
passwords to the Commission and their supervisors but should not share the 
passwords with other employees.  Employees’ on-line use generally should be 
limited to work-related activities, except as allowed in this Policy.  In addition, 
employees should not duplicate or download from the Internet or from an e-mail 
any software or other materials (such as documents, photographs, and music 
and video files) that are copyrighted, patented, trademarked, or otherwise 
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identified as intellectual property without express permission from the owner of 
the material.  When appropriate Internet material or e-mail files are downloaded, 
they should be scanned using the Commission’s antivirus software. 

f. No e-mail messages containing advertising shall be sent by any e-mail user in
the Commission to anyone else inside or outside of the Commission.  If you
receive any unsolicited e-mail messages containing advertising, you should
delete them immediately.  Do not send a reply e-mail message to request that
you be removed from the advertiser's mailing list.  Doing so only verifies that you
have a valid e-mail address and this might cause you to receive even more
unsolicited e-mail advertising.

g. Employees are strictly prohibited from sending e-mail messages of a harassing,
intimidating, offensive, or discriminatory nature.  Such conduct, or any other
conduct in violation of this e-mail policy, may result in immediate dismissal or
other disciplinary measures.

h. Incidental personal use by employees of the Commission communications
services and equipment is allowed as long as the use does not interfere with the
employee’s work or the Commission’s operations and does not violate any
Commission policies. Employees must properly log any personal user charges
and reimburse the Commission for them. However, whenever possible, personal
communications that incur user charges should be placed on a collect basis or
charged directly to the employee’s personal credit card or account. Commission
communications property or equipment may not be removed from the premises
without written authorization from the employee’s supervisor. In addition,
employees should keep use of personal cell phones or other personal handheld
communication devices to a minimum so that their use does not interfere with
the employee’s work or the Commission’s operations. Non-productive computer
use must be minimal.  Failure to comply will be considered Unsatisfactory Job
Performance and will be handled in accordance with Article IX of the
Commission’s Personnel Policies.

i. Employees should ensure that no personal correspondence appears to be an
official communication of the Commission since employees may be perceived as
representatives of the Commission and, therefore, damage or create liability for
the Commission. All outgoing messages, whether by mail, facsimile, e-mail,
Internet transmission, or any other means, should be accurate, appropriate, and
work-related. Employees may not use the Commission’s address for receiving
personal mail or use Commission stationery or postage for personal letters. In
addition, personalized Commission stationery and business cards may be issued
only by the Commission.

j. Inappropriate and illegal use is prohibited. Inappropriate use includes any misuse
as described in this policy, any misuse that would result in violations of other
Albemarle Commission policies, as well as any harassing, offensive, demeaning,
insulting, defaming, intimidating, sexually suggestive, or otherwise inappropriate
written, recorded or electronically retrieved or transmitted communications
(including websites). Failure to comply will be considered Detrimental Personal
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Conduct and be handled in accordance with Article IX of the Commission’s 
Personnel Policies. 
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ARTICLE VI.  EMPLOYEE BENEFITS 
 

Section 1.  Eligibility 
All full-time employees of the Albemarle Commission are eligible for employee benefits 
as provided for in this policy.  These benefits are subject to change at the Albemarle 
Commission’s discretion.  Part-time and temporary employees are eligible only for 
workers’ compensation and FICA alternative. 
 

Section 2.  Health and Dental Insurance 
The Albemarle Commission may pay each individual employee’s share of health and 
dental group insurance policy as approved by the Albemarle Commission’s Board of 
Delegates through the annual budget process and subject to change at anytime at the 
sole discretion of the Albemarle Commission’s Board of Delegates.  If the full-time 
employee desires to cover family, said employee may have the option of paying the 
additional coverage costs for those family members if the Commission carries a group 
policy which allows the coverage of family members.  This insurance coverage provision 
is based on funding and state/federal regulations. Vision, Group life, disability 
insurance, and/or wages continuation plans may be made available to all full-time 
employees of the Albemarle Commission at the employee’s expense.  
 

Section 3.  Group Life Insurance 
The Albemarle Commission may elect to provide group life insurance for each employee 
subject to the stipulations of the insurance contract. 
 

Section 4.  Other Optional Group Insurance Plans 
The Albemarle Commission may make other group insurance plans available to 
employees upon authorization of the Albemarle Commission Executive Director or 
Albemarle Commission Board. 
 

Section 5.  Retirement 
Each employee who is expected to work for the Albemarle Commission more than 1,000 
hours annually shall join the NC Local Government Employees’ Retirement System when 
eligible as a condition of employment.  New hires who are current members of the NC 
Local or State Government Employees’ Retirement Systems shall be covered under the 
retirement system by the Albemarle Commission on their first day of employment. 
 

Section 6.  Supplemental Retirement Benefits 
The Albemarle Commission may provide supplemental retirement benefits for its full 
and part-time employees.  Each employee may receive supplemental benefits as 
approved by the Albemarle Commission Board.   
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Temporary employees working less than 1,000 hours annually shall have the FICA 
mandated amount of their total compensation contributed to a 457 compensation plan 
in their name. 
 

Section 7.  Social Security 
The Albemarle Commission, to the extent of its lawful authority and power, extends 
Medicare portion of Social Security benefits for its eligible employees and eligible groups 
and classes of such employees.  Social Security related to retirement is not extended to 
any employee. 
 

Section 8.  Workers’ Compensation 
All employees of the Albemarle Commission (full-time, part-time, and temporary) are 
covered by the NC Workers’ Compensation Act and are required to report all injuries 
arising out of and in the course of employment to their immediate supervisors at the 
time of the injury in order that appropriate action may be taken at once. 
 
Responsibility for claiming compensation under the Workers’ Compensation Act is on 
the injured employee, and such claims must be filed by the employee with the NC 
Industrial Commission within two years from date of injury. 
 

Section 9.  Unemployment Compensation 
In accordance with Public Law 94-566 and subsequent amendments, local governments 
are covered by unemployment insurance.  Albemarle Commission employees who are 
terminated due to a reduction in force or released from Albemarle Commission service 
may apply for benefits through the local NCWorks Career Center. 
 

Section 10.  Tuition Assistance Program 
Full-time employees who have completed 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 Albemarle 
Commission service.  Tuition, registration, fees, laboratory fees, and student fees are 
eligible expenses.  Employees may be reimbursed for eligible expenses up to a total of 
five hundred dollars ($500) per fiscal year.  Satisfactory completion of the courses will 
be required for reimbursement.  Requests for tuition assistance shall be submitted prior 
to course registration and are subject to the review and approval of department head 
and Albemarle Commission Executive Director. Per IRC 127 (26 USC §127, Internal 
Revenue Code §127 Educational Assistance Programs) all tuition reimbursement paid 
out for undergraduate and graduate courses is excludable from gross income. Training 
which is directly job-related is tax exempt and not reportable on employee W-2 forms.  
Such tuition assistance is subject to the availability of funds.   
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Section 11.  Cell Phone Usage and Reimbursement 

Employees may be assigned a Commission cell phone that will be utilized for 
commission business.  Employees may be assigned a Commission cell phone for the 
following reasons: 

• Employees who need to be contact after hours regarding work related issues 
• Employees who need to be in touch with citizens or business contacts outside of 

normal business hours 
• Employees who make few personal calls from Commission’s cell phone and do 

not utilize the Commission’s cell phone as their personal phone number  
• Situations where the phone is assigned to a position or to a piece of equipment 

instead of an individual employee 

• Situations where more than one employee shares a phone   

Employees may be reimbursed for cell phone expenses based on the recommendation 
of the Department heads and approval of the Executive Director.  Employees may be 
reimbursed for their cell phone for the following reasons: 

 
▪ Employees who need to be contacted after hours regarding work related issues 
▪ Employees who need to be in touch with citizens or business contacts outside of 

normal business hours 
▪ Employees who need constant communication with customers and co-workers 

via voice, email, and other messaging features 
▪ Employees who maintain a cell phone for personal use and do not desire to carry 

two phones 

If an employee is reimbursed for a cell phone the following procedures will be followed:   

▪ Employee is paid a non-taxable stipend in each paycheck $25.00 per month, 
unless otherwise stated in a Board approved contract 

▪ Employee purchases a phone and plan of their choice 
▪ Employee agrees to allow the Commission to publish their number internally for 

business purposes and to accept business calls and/or messages on the phone 
 

▪ Employee and carrier are responsible for technical support of the phone, plan, 
and functionality 

o The IT department may be consulted to help setup the interface to the 
email and calendaring system 

▪ Employee must retain an active cell phone contract as long as a cell phone 
stipend is in place. A copy of the invoice may be requested yearly to verify the 
plan is active 
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▪ Employee will be responsible for all costs related to the phone including 
accessories 

 

▪ If for any reason the Commission should terminate an employee’s cell phone 
stipend, the Commission shall not be responsible for any costs or fees associated 
with ongoing service costs or contract termination fees 

▪ If cell phone stipends are discontinued for budgetary reasons, notice of such 
termination will be given to the employee 30 days prior to the termination of said 
stipend. 

 

If for some reason an employee is out of work for more than 30 days they may be 
asked to return their Commission issued phone and if they receive a monthly cell phone 
stipend, their stipend will be suspended until the employee returns to work.  
 

Section 12.  Post-Employment Benefits 
Employees who retire from Albemarle Commission may be eligible to receive a health 
insurance coverage benefit. Employees must have both 25 years of service to Albemarle 
Commission and be at least 60 years of age at the time of retirement.  The health 
insurance benefit will be provided at the same level as the in place insurance benefit 
provided for active employees during the retirement period until the retiree is Medicare 
eligible, not to exceed age 65. Any employee hired by the Albemarle Commission after 
October 20, 2016 will not be eligible for post-employment benefits. 
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ARTICLE VII.  HOLIDAYS AND LEAVES OF ABSENCE 
 

Section 1.  Policy 
The policy of the Albemarle Commission is to provide vacation, sick leave, and holiday 
leave to all full-time and part-time employees, and to provide proportionately equivalent 
amounts to employees having average work weeks of different lengths.  Employees 
shall accrue leave proportionately with each payroll. 
 

Section 2.  Holidays 
The Albemarle Commission will follow the same holiday schedule as the State of North 
Carolina. 
 

Section 3.  Holidays:  Effect on Other Types of Leave 
Regular holidays which occur during a vacation, sick or other leave period of any 
employee shall not be considered as vacation, sick, or other leave. 
 

Section 4.  Vacation Leave 
Vacation leave may be used for rest and relaxation, school appointments, medical 
appointments after sick leave is exhausted, and other personal needs. 
 

Section 5.  Vacation Leave:  Accrual Rate 
Each full and part-time employee of the Albemarle Commission shall earn vacation at 
the following schedule: 
     Full-Time Employee  Part-Time Employee 
  Years of Service   Days Accrued Per Year Days Accrued Per Year
 0 – 2     12   8.7 
 2 – 9     15   12 

 10 – 14    18   13.5 

 15 – 24    21   16.8 

 25 plus    24   19.2 

 

Section 6.  Vacation Leave: Maximum Accumulation 
Vacation leave may be accumulated without any applicable maximum until December 
31 of each year.  Effective the last payroll in the calendar year, any employee with 
more than this maximum of accumulated leave shall have the excess accumulation 
removed so that days equal to only two times the annual accrual rate, not to exceed 30 
days, are carried forward to January 1 of the next calendar year.  All excess hours 
removed from vacation shall be added to the employee’s sick leave balance. 
 
Employees are cautioned not to retain excess accumulated vacation leave until late in 
the year.  Because of the necessity to keep all functions in operation, large numbers of 
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employees cannot be granted vacation leave at any one time.  If an employee has 
excess leave accumulation during the latter part of the year and is unable to take such 
leave because of staffing demands, the employee shall receive no special consideration 
either in having vacation leave scheduled, or in receiving any exception to the 
maximum accumulation. 

Section 7.  Vacation Leave:  Manner of Taking 
Employees shall be granted the use of earned vacation leave upon request in advance 
at those times designated by the department head which will least obstruct normal 
operations of the Albemarle Commission.  Department heads are responsible for 
insuring that approved vacation leave does not hinder the effectiveness of service 
delivery.  Vacation may be taken in one hour increments.  Requests of more than 5 
days are subject to approval by the Executive Director upon recommendation of the 
department head. 

Section 8.  Vacation Leave:  Payment upon Separation 
An employee will normally be paid for accumulated vacation leave not to exceed the 30 
day maximum established in Section 7 of this Article, upon separation, provided notice 
is given to the supervisor at least two weeks in advance of the effective date of 
resignation.  Any employee failing to give the notice required by this section shall forfeit 
payment for accumulated leave.  The notice requirement may be waived by the 
Albemarle Commission Executive Director when deemed to be in the best interest of the 
Albemarle Commission.  Employees who are involuntarily separated shall receive 
payment for accumulated vacation, not to exceed 30 days. 

Section 9.  Vacation Leave:  Payment upon Death 
The estate of an employee who dies while employed by the Albemarle Commission shall 
be entitled to payment of all the accumulated vacation leave credited to the employee’s 
account not to exceed 30 days. 
 

Section 10.  Bereavement Leave 
In the event of the death of a spouse, child, parent, sibling or grandparent, the 
employee will be allowed three (3) consecutive working days’ absence to be charged as 
other. Should additional time be taken, it may be counted as vacation time or sick 
leave. 
 

Section 11.  Sick Leave 
Sick leave may be granted to an employee absent from work for any of the following 
reasons:  sickness, bodily injury, medical or dental examinations or treatment, or 
exposure to a contagious disease, when continuing work might jeopardize the health of 
others.  
 
Sick leave may be used when an employee must care for a member of his or her 
immediate family who is ill. 
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Sick leave may also be used to supplement Workers’ Compensation Disability Leave, 
both during the waiting period before Workers’ compensation benefits begin, and 
afterward to supplement the remaining one-third of salary, except that employee may 
not exceed the regular gross salary amount using this provision. 
 
“Immediate family” shall includebe defined as an employee’s  spouse, child, parent, 
brother, sister, grandparent, grandchild, son-in-law, daughter-in-law, mother-in-law or 
father-in-law, and guardian.  Step relations of the previous list are also part of this 
definition. 
 
Notification of the desire to take sick leave shall be submitted to the employee’s 
supervisor prior to the leave or according to departmental procedures. 

Section 12.  Sick Leave:  Accrual Rate and Accumulation 
Sick leave shall accrue at a rate of one and a quarter (1.25) days per month of service 
or fifteen days per year for full-time employees and sick leave shall accrue at a rate of 
one (1) day per month of service or twelve days per year for part-time employees with 
up to ten years of service.  After the tenth year of service, full-time employees sick 
leave shall accrue at one and one-half (1.50) days per month or eighteen days per year 
and sick leave shall accrue at a rate of one and an eighth (1.125) day per month of 
service or thirteen and a half days per year for part-time employees. 
  
Sick leave will be cumulative for an indefinite period of time and may be converted 
upon retirement for service credit consistent with the provisions of the NC Local 
Government Employees’ Retirement System. 
 
All sick leave accumulated by an employee shall end and terminate without 
compensation when the employee resigns or is separated from the Albemarle 
Commission, except as stated for employees retiring or terminated due to reduction in 
force. 

Section 13.  Sick Leave:  Transfer 
Employees joining the Albemarle Commission from positions in other jurisdictions which 
are members of the NC Local Government Retirement System or a NC State Employee 
Retirement System may request that their accumulated sick leave be transferred to the 
Albemarle Commission.  Up to 240 hours of sick leave may be transferred to the 
Albemarle Commission with approved documentation from the Retirement System 
employer. 

Section 14.  Sick Leave:  Medical Certification 
The employee’s supervisor or department head may require a physician’s certificate 
stating the nature of the employee’s illness and the employee’s capacity to resume 
duties for each occasion on which an employee uses sick leave or whenever the 
supervisor observes a “pattern of absenteeism.”  The employee may be required to 
submit to such medical examination or inquiry as the department heads deems 
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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; and 
 
2) There will be no abuse of leave privileges. 
 
Claiming sick leave under false pretense to obtain a day off with pay shall subject the 
employee to disciplinary action up to and including dismissal. 

Section 15.  Family and Medical Leave 
The Albemarle Commission will grant up to 12 weeks of family and medical leave during 
any 12 month period to eligible employees in accordance with the Family and Medical 
Leave Act of 1993 (FMLA).  The leave may be paid (coordinated with the Albemarle 
Commission’s Vacation and Sick Leave policies), unpaid, or a combination of paid and 
unpaid.  Unpaid leave will be granted only when the employee has exhausted all 
appropriate types of paid leave.  Additional time away from the job beyond the 12 week 
period may be approved in accordance with the Albemarle Commission’s Leave without 
Pay policy. 
 
To qualify for FMLA coverage, the employee must have worked for the employer 12 
months or 52 weeks; these do not have to be consecutive.  However, the employee 
must have worked 1,250 hours during the twelve month period immediately before the 
date when the FMLA time begins. 
 
Family and medical leave can be used for the following reasons: 
 
1. the birth of a child and in order to care for that child; 
2. the placement of a child for adoption or foster care; 
3. to care for a spouse, child, sibling, or parent with a serious health condition, or 
4. the serious health condition of the employee. 
 
A serious health condition is defined as a condition which requires inpatient care at a 
hospital, hospice, or residential medical care facility, or a condition which requires 
continuing care by a licensed health care provider.  This policy covers illness of a 
serious and long-term nature resulting in recurring or lengthy absences.  Generally, a 
chronic or long term health condition which results in a period of incapacity or more 
than three days would be considered a serious health condition. 
 
If a husband and wife both work for the Albemarle Commission and each wishes to take 
leave for the birth of a child, adoption or placement of a child in foster care, or to care 
for a parent (not parent in-law) with a serious health condition, the husband and wife 
together may only take a total of 12 weeks leave under FMLA. 
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An employee taking leave for the birth of a child may use paid sick leave for the period 
of actual disability, based on medical certification.  The employee shall then use any 
paid vacation, accumulated compensatory time, and leave without pay for the 
remainder of the 12 week period. 
 
The request for the use of leave must be made in writing by the employee and 
approved by the department head and the Albemarle Commission Executive Director. 
 
An employee who takes leave under this policy will return to the same job or a job with 
equivalent status, pay, benefits, and other employment terms.  The position will be the 
same or one which entails substantially equivalent skill, effort, responsibility, and 
authority. 

Section 16.  Family and Medical Leave – Certification 
In order to qualify for leave under this law, the Albemarle Commission requires medical 
certification.  This statement from the employee’s or the family member’s physician 
should include the date when the condition began, its expected duration, diagnosis, and 
brief statement of treatment.  For the employee’s own health condition, it should state 
that the employee is unable to perform the essential functions of his/her position.  For a 
seriously ill family member, the certification must include a statement that the patient 
requires assistance and the employee’s presence would be beneficial or desirable. 
 
This certification should be furnished at least 30 days prior to the needed leave unless 
the employee’s or family member’s condition is a sudden one.  The certification should 
be furnished as soon as possible (no longer than 15 days from the date of the 
employee’s request).  The certification and request must be made to the department 
head and filed with the Executive Director. 
 
The employee is expected to return to work at the end of the time frame stated in the 
medical certification, unless he/she has requested additional time in writing under the 
Albemarle Commission’s Leave Without Pay policy. 

Section 17.  Leave Without Pay 
Leave without pay requires prior approval of the department head and is only 
authorized after exhaustion of all appropriate paid leave.  A full or part-time employee 
may be granted a leave of absence without pay for a period of up to twelve months by 
the Albemarle Commission Executive Director.  The leave shall be used for reasons of 
personal disability after both sick leave and vacation leave have been exhausted, 
sickness or disability of immediate family members, continuation of education, special 
work that will permit the Albemarle Commission to benefit by the experience gained or 
the work performed, or for other reasons deemed justified by the Albemarle 
Commission Executive Director. 
 
The employee shall apply in writing to the supervisor for leave.  The employee is 
obligated to return to duty within or at the end of the time determined appropriate by 
the Albemarle Commission Executive Director.  Upon returning to duty after being on 
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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 shall be notified immediately.   
Failure to report at the expiration of a leave of absence, unless an extension has been 
requested, shall be considered a resignation.   
 

Section 18.  FMLA and Leave Without Pay:  Retention and Continuation of Benefits 
When an employee is on leave under FMLA (maximum of 12 weeks in a year), the 
Albemarle Commission will continue the employee’s health benefits during the leave 
period at the same level and under the same conditions as if the employee had 
continued to work.  If an employee chooses not to return to work for reasons other 
than a continued serious health condition, the Albemarle Commission will require the 
reimbursement of the amount paid for the employee’s health insurance premium during 
the FMLA leave period. 
 
Other insurance and payroll deductions are the responsibility of the employee and the 
employee must make those payments for continued coverage of that benefit. 
 
An employee shall retain all unused vacation and sick leave while on Leave Without 
Pay.  An employee ceases to earn leave credits on the date leave without pay begins.  
The employee may continue to be eligible for benefits under the Albemarle 
Commission’s group insurance plans at his or her own expense, subject to any 
regulation adopted by the Albemarle Commission Board and the regulations of the 
insurance carrier. 

Section 19.  Workers’ Compensation Leave 
An employee absent from duty because of sickness or disability covered by the NC 
Workers’ Compensation Act may elect to use accrued sick leave, vacation, or 
compensatory time during the first waiting period.  The employee may all elect to 
supplement workers’ compensation payments after they begin with sick leave, vacation, 
or compensatory time, provided that the combination of leave supplement and workers’ 
compensation payments does not exceed the employee’s normal compensation.  An 
employee on workers’ compensation leave may be permitted to continue to be eligible 
for benefits under the Albemarle Commission’s group insurance plans.  When workers’ 
compensation leave extends long enough for the waiting period to be reimbursed, the 
employee shall return the reimbursement check to the Albemarle Commission and have 
leave hours re-instated for all time covered by paid leave.  In such cases, the Albemarle 
Commission will pay the employee for any unpaid time that is owed the employee 
during the next regular pay period. 

Section 20. Military Leave 
Regular employees who are members of an Armed Forces Reserve organization or 
National Guard shall be granted two calendar weeks per year for military leave with 
partial pay.  The partial pay will be the difference between the employee’s regular 
salary and the amount paid for military duty.  On rare occasions due to annual training 
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being scheduled on a federal fiscal year basis, an employee may be required to attend 
two period of training in one calendar year. For this purpose only, an employee shall be 
granted an additional ten days of military leave during the same calendar year.  If the 
compensation received while on military leave is less than the salary that would have 
been earned during this same period as an Albemarle Commission employee, the 
employee shall receive partial compensation equal to the difference.  The effect will be 
to maintain the employee’s salary at the normal level during this period. If such duty is 
required beyond ten workdays, the employee shall be eligible to take accumulated 
vacation leave or be placed in a leave without pay status, and the provisions of that 
leave shall apply.  While taking military leave, the employee’s leave credits and other 
benefits shall continue to accrue as if the employee physically remained with the 
Albemarle Commission during this period. Employees who are eligible for military leave 
have all job rights specified by the Vietnam Veterans Readjustment Act. 

Section 21.  Reinstatement Following Military Service 
An employee called to extended active duty with the United States military forces, who 
does not volunteer for service beyond the period for which called, shall be reinstated 
with full benefits provided the employee: 
 
1) Applies for reinstatement within ninety days after the release from military  
 service; and 
 
2) Is able to perform the duties of the former position or similar position; or 
 
3) Is unable to perform the duties of the former position or a similar position due to 

disability sustained as a result of the military service, but is able to perform the  
duties of another position in the service of the Albemarle Commission.  In this case 
the employee shall be employed in such other position as will provide the nearest 
approximation of the seniority, status, and pay which the employee otherwise would 
have been provided, if available. 

Section 22.  Civil Leave 
An Albemarle Commission employee called for jury duty, or as a court witness for the 
federal or state governments, or a subdivision thereof, shall receive leave with pay for 
such duty during the required absence without charge to accumulated leave.  The 
employee may keep fees and travel allowances received for jury or witness duty in 
addition to regular compensation; except, that employees must turn over to the 
Albemarle Commission any witness fees or travel allowance awarded by that court for 
court appearances in connection with official duties.  While on civil leave, benefits and 
leave shall accrue as though on regular duty. 

Section 23.  Educational Leave with Pay 
A leave of absence at full or partial pay during regular working hours may be granted to 
an employee to take one course which will better equip the employee to perform 
assigned duties upon the recommendation of the department head, and with the 
approval of the Albemarle Commission Executive Director. 
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Educational leave at full or partial pay for a period not to exceed twelve calendar 
months may be granted to an employee to take one or more courses that will better 
equip the employee to perform assigned duties upon the recommendation of the 
department head and with the approval of the Albemarle Commission Board.  An 
employee granted such extended educational leave with pay shall agree to return to the 
service of the Albemarle Commission upon completion of training and remain in the 
employ of the Albemarle Commission for a period of twice the educational leave 
received, or the employee shall reimburse the Albemarle Commission for all 
compensation received while on educational leave. 
 
An employee on educational leave with full pay shall continue to earn leave credits and 
other benefits to which Albemarle Commission employees are entitled.  An employee on 
educational leave with partial pay shall earn proportional leave credits. 

Section 24.  Parental School Leave 
An Albemarle Commission employee who is a parent, guardian, or person standing in 
loco parentis (in place of the parent) may take up to four hours of paid leave annually 
to involve himself or herself in school activities of his or her child.  This leave may be 
subject to the following conditions: 
 
1) The leave must be taken at a time mutually agreed upon by the employee and the 

Albemarle Commission; and 
 
2) The Albemarle Commission may require the employee to request the leave in writing 

at least 48 hours prior to the time of the desired leave. 
 
Paid leave taken by an employee to attend to school activities of his/her child shall 
count towards the fulfillment of this provision by the Albemarle Commission. 
 
Section 25.  Voluntary Shared Leave 

There are occurrences brought about by debilitating, catastrophic, or prolonged medical 
conditions or emergency situations that may cause an employee(s) to exhaust all 
available leave and therefore be placed on leave without pay. It is recognized that such 
employees forced to go on leave without pay could be without income at the most 
critical point in their work life. It is also recognized that fellow employees may wish to 
voluntarily donate some of their vacation or sick leave so as to provide assistance to a 
fellow employee. Albemarle Commission employees have the opportunity to assist a 
fellow employee affected by a medical condition or emergency situation that requires 
absence from duty for a prolonged period of time resulting in possible loss of income 
due to lack of accumulated leave.   

In cases of debilitating, catastrophic, or prolonged medical conditions or emergency 
situations, an employee may apply for or be nominated to become a recipient of leave 
transferred from the annual or sick leave account of another employee within the 
agency. For purposes of this policy, medical condition is defined as a medical condition 
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that is likely to require an employee's absence from duty for a prolonged period, 
generally considered to be at least 6 weeks of consecutive workdays. If an employee 
has had previous random absences for the same condition that has caused excessive 
absences, or if the employee has had a previous, but different, prolonged medical 
condition within the last twelve months, the agency may make an exception to this 
period. For the purposes of this policy, the determination of what constitutes an 
emergency situation will be made by the Executive Director. 

1) General Guidelines

a) Leave must be donated on a one-to-one personal basis. Establishment of a
leave "bank" for use by unnamed employees is expressly prohibited.

b) An employee may not directly or indirectly 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 annual or sick leave under this program. Such
action by an employee shall be grounds for disciplinary action up to and
including dismissal for unacceptable personal conduct. Individual leave
records are confidential and only individual employees may reveal their
donation or receipt of leave. The employee donating leave cannot receive
payment for the leave donated.

2) Eligibility

a)  The recipient must be a full-time or part-time employee in good standing.

b)  Non-qualifying conditions: The policy will not ordinarily apply to short-term or
sporadic conditions or illnesses. This would include procedures such as
hysterectomy, back surgery, sporadic, short-term recurrences of 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. The Executive Director must examine each case
which will be decided based on its conformity to policy intent and shall be
handled consistently and equitably.

3) Application Procedure

a)  A prospective recipient may make application for voluntary shared leave at
such time as medical evidence is available to support the need for leave
beyond the employee's available accumulated leave.

b)  An employee shall apply or be nominated by a fellow employee to participate
in the program by completing the attached "Application to Receive Donated
Leave Under Voluntary Shared Leave Program" Form. This form is submitted
to the Executive Director who will make the final decision.

c) The Executive Director will notify staff members that an employee is
approved to receive voluntary shared leave. The Privacy Act makes medical
information confidential. When disclosing information on an approved
recipient, only a statement that the recipient has a prolonged medical
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condition or emergency situation shall be made. The medical status of such 
employee shall not be made public.  

4) Recipient Guidelines

a) Participation in this program is limited to 1040 hours, either continuously or,
if for the same condition on a recurring basis.

b) The employee must exhaust all available leave before using donated leave.

c) At the expiration of the medical condition or emergency leave, as determined
by the Executive Director, any unused leave in the recipient's donated leave
account shall be treated as follows:

• The recipient's annual and sick leave account balance shall not exceed a

combined total of 40 hours.

• Any additional unused donated leave above the allowed 40 hours will be
returned to the donor(s) on a pro rata basis and credited to the leave
account from which it was donated. Fractions of one hour shall not be
returned to an individual donor.

• If a recipient separates from employment with the agency due to
resignation, death, or retirement, participation in the program ends.
Donated leave shall be returned to donor(s) on a pro rata basis.

5) Donor Guidelines

a) A donor may contribute vacation or sick leave to another employee in any
department within the agency. Donors may not contribute leave to anyone
not employed by the Albemarle Commission. Employees with a pending
separation of service are not eligible to donate leave.

b) The minimum amount to be donated is four hours.

c) The maximum amount of annual/sick leave that may be donated by one
individual is to be no more than the amount accrued by the individual at the
time of the donation.

d) A donor must have vacation or sick leave accumulated at a minimum of 40
hours after the vacation or sick leave contribution is provided to a fellow
Albemarle Commission employee.

6) Leave Account Procedures

a) There shall be an established system of leave accountability which will
accurately record leave donations and recipient's use. Such accounts shall
provide a clear and accurate record for financial and management audit
purposes.

b) All leave donated shall be credited to the recipient's sick leave account.
Voluntary shared leave available in the recipient's sick leave account will be
charged according to the Sick Leave Policy.
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c) Leave transferred under this program will be available for use on a current
basis or may be retroactive for up to 60 calendar days to substitute for leave
without pay, or advanced annual leave, or sick leave already granted to the
leave recipient.
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ARTICLE VIII.  SEPARATON AND REINSTATEMENT 

Section 1.  Types of Separations 
All separations of employees from positions in the service of the Albemarle Commission 
shall be designated as one of the following types and shall be accomplished in the 
manner indicated:  Resignation, reduction in force, disability, voluntary retirement, 
dismissal, or death.  

Section 2.  Resignation 
An employee may resign by submitting a written statement with an effective date to the 
immediate supervisor as far in advance as possible. In all instances, the minimum 
notice requirement is two weeks.  Failure to provide minimum notice shall result in 
forfeit of payment for accumulated vacation unless the notice is waived upon 
recommendation of the department head and approval by the Albemarle Commission 
Executive Director   
Three consecutive days of absence without contacting the immediate supervisor or 
department head may be considered a voluntary resignation.  Sick leave will only be 
approved during the final two weeks of a notice with a physician’s certification or 
comparable documentation.  

Section 3.  Reduction in Force 
In the event that a reduction in force becomes necessary, consideration shall be given 
to the quality of each employee’s performance, organizational needs, and seniority in 
determining those employees to be retained. Employees who are separated because of 
a reduction in force shall be given at least a two weeks’ notice of the anticipated action. 
No regular employee shall be separated because of a reduction in force while there are 
temporary or probationary employees serving in the same class in the department, 
unless the regular employee is not willing to transfer to the position held by the 
temporary or probationary employee.  
 
Employees who have completed a probationary appointment and worked in a 
permanent full-time position or permanent part time (20 hours or more) position are 
eligible for RIF rights. RIF rights reflect the Commission’s intent for employees notified 
of separation through a Reduction-In-Force to continue or restore employment at an 
appointment status, salary grade, and/or salary rate lower than, equal to or greater 
than that held at the time of official written notification. An employee officially notified 
of reduction-in-force shall receive priority reemployment consideration based on 
seniority if they have the necessary knowledge, skills or qualifications for any vacant 
positions.  

When a position has been determined to be eliminated, the Executive Director will send 
notification to the employee in writing that their position is being eliminated due to RIF.  
If there are open positions within the Commission, the employee whose position is 
being eliminated may have the opportunity to fill a vacant or soon to be vacant position 
if that employee has the necessary knowledge, skills, and qualifications to perform the 
duties.  
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If the employee chooses to not accept the position, they will be separated from the 
Commission with at least two weeks’ notice. Any separation benefits or pay afforded to 
that employee will follow the standard process. 

If more than one position will be eliminated, an internal positing will be required and all 
employees will be considered based on seniority, knowledge, skills and qualifications.  

If the employees in the positions being eliminated are not qualified or do not possess 
the necessary knowledge and skills, the position will be posted based on the standard 
process followed for vacant positions. 

Section 4.  Disability 
An employee who cannot perform the required duties because of a physical or mental 
impairment may be separated for disability.  Prior to such separation, the Albemarle 
Commission will investigate all possibilities for reasonable accommodation and/or 
transfer.  Action may be initiated by the employee or the Albemarle Commission.  In 
cases initiated by the employee, such action must be accompanied by medical evidence 
acceptable to the Albemarle Commission Executive Director.  The Albemarle 
Commission may require an examination, at the Albemarle Commission’s expense, 
performed by a physician of the Albemarle Commission’s choice. 

Section 5.  Voluntary Retirement 
An employee who meets the conditions set forth under the provision of the NC Local 
Government Employee’s Retirement System may elect to retire and receive all benefits 
earned under the retirement plan. 

Section 6.  Death 
Separation shall be effective as of the date of death.  All compensation due shall be 
paid to the estate of the employee. 

Section 7.  Dismissal 
An employee may be dismissed in accordance with the provisions and procedures of 
Article IX. 

Section 8.  Reinstatement 
An employee who is separated because of reduction in force may be reinstated within 
one year of the date of separation, upon recommendation of the department head, and 
upon approval of the Albemarle Commission Executive Director. An employee who is 
reinstated in this manner shall be re-credited with his/her previously accrued sick leave 
unless said employee cashed out their accrued sick leave. 
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Section 9.  Rehiring 
An employee who resigns while in good standing may be rehired with the approval of 
the Albemarle Commission Executive Director, and will be regarded as a new employee, 
subject to all of the provisions of rules and regulations of this Policy.  An employee in 
good standing who is separated due to a reduction in force shall be given the first 
opportunity to be rehired in the same or similar position and will not be regarded as a 
new employee, but as an employee returning to the Albemarle Commission at the same 
seniority level when the employee was originally separated due to a reduction in force. 
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ARTICLE IX.  UNSATISFACTORY JOB PERFORMANCE AND DETRIMENTAL 
PERSONAL CONDUCT 

Section 1.  Disciplinary Action for Unsatisfactory Job Performance 
A regular employee may be placed on disciplinary suspension, demoted, or dismissed 
for unsatisfactory job performance, if after following the procedure outlined below, the 
employee’s job performance is still deemed to be unsatisfactory.  All cases of 
disciplinary suspension, demotion, or dismissal must be approved by the Albemarle 
Commission Executive Director prior to giving final notice to the employee. 

Section 2.  Unsatisfactory Job Performance Defined 
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.  
Examples of unsatisfactory job performance include, but are not limited to, the 
following: 

1) Demonstrated inefficiency, negligence, or incompetence in the performance of
duties;

2) Careless, negligent or improper use of Albemarle Commission property or
equipment;

3) Physical or mental incapacity to perform duties after reasonable accommodation;
4) Discourteous treatment of the public or other employees;
5) Absence without approved leave;
6) Improper use of leave privileges;
7) Pattern of failure to report for duty at the assigned time and place;
8) Failure to complete work within time frames established in work plan or work

standards;
9) Failure to meet work standards over a period of time; or
10) Being dishonest about completion of job tasks, projects, and available documents.

Section 3.  Communication and Warning Procedures Preceding Disciplinary Action for 
Unsatisfactory Job Performance 
When an employee’s job performance is unsatisfactory, or when incidents or 
inappropriate actions warrant, the supervisor should meet with the employee as soon 
as possible in one or more counseling sessions to discuss specific performance 
problems.  

A brief summary of these counseling sessions should be noted in the employee’s file by 
the supervisor with the employee signing such summary.  An employee whose job 
performance is unsatisfactory over a period of time should normally receive at least two 
written warnings from the supervisor, one of which may be the final written warning, 
before disciplinary action (suspension, demotion, or dismissal) is taken.  Disciplinary 
suspension is unpaid.  In each case, the supervisor should record the dates of 
discussions with the employee, the performance deficiencies discussed, the corrective 
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actions recommended, and the time limits set.  If the employee’s performance 
continues to be unsatisfactory, then the supervisor should use the following steps: 
 
1) A final written warning from the supervisor serving notice upon the employee that 

corrected performance must take place immediately in order to avoid suspension, 
demotion, or dismissal. 

 
2) If performance does not improve, a written recommendation should be sent to the 

department head or Albemarle Commission Executive Director for disciplinary action 
such as suspension, demotion, or dismissal. Disciplinary suspensions should not 
generally exceed three days for nonexempt employees. FSLA requires that exempt 
employees not be suspended for less than one week if they are to retain their 
exempt status. 

Section 4.  Disciplinary Action for Detrimental Personal Conduct 
With the approval of the Albemarle Commission Executive Director, an employee may 
be placed on disciplinary suspension, demoted, or dismissed without prior warning for 
causes relating to personal conduct detrimental to the Albemarle Commission service in 
order to 1) avoid undue disruption of work; 2) to protect the safety of persons or 
property; or 3) for other serious reasons.  Disciplinary suspension should not exceed 
three days for nonexempt employee and should be one full week for exempt employees 
as prescribed by the FLSA. 
 

Section 5.  Detrimental Personal Conduct Defined 
Detrimental personal conduct includes behavior of such a serious detrimental nature 
that the functioning of the Albemarle Commission may be or has been impaired; the 
safety of persons or property may be or have been threatened; or the laws of any 
government may be or have been violated.  Examples of detrimental personal conduct 
include, but are not limited to, the following: 
 
1) Fraud or theft; 
2) Conviction of a felony or the entry of a plea of nolo contendere thereto; 
3) Falsification of records for personal profit, to grant special privileges, or to obtain  

employment; 
4) Misuse or gross negligence in the handling of Commission funds; 
5) Willful or wanton damage or destruction to property; 
6) Willful or wanton acts that endanger the lives and property of others; 
7) Possession of unauthorized firearms or other lethal weapons on the job; 
8) Brutality in the performance of duties; 
9) Reporting to work under the influence of alcohol or drugs or partaking of such  while 

on duty. (Prescribed medication may be taken within the limits set by a physician as 
long as medically necessary); 

10) Engaging in incompatible employment or serving a conflicting interest; 
11) Request or acceptance of gifts in exchange for favors or influence; 
12) Engaging in political activity prohibited by this policy; 
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13) Harassment of an employee or the public with threatening or obscene language
and/or gestures;

14) Harassment of an employee and/or the public on the basis of sex or any other
protected class status; or

15) Stated refusal to perform assigned duties or flagrant violation of work rules and
regulations.

Section 6.  Pre-Dismissal Conference 
Before dismissal action is taken, whether for failure in personal conduct or failure in 
performance of duties, the Albemarle Commission Executive Director and department 
head will conduct a pre-dismissal conference. At this conference, the employee may 
present any response to the proposed dismissal to the Albemarle Commission Executive 
Director and department head. The Albemarle Commission Executive Director and 
department head will consider the employee’s response, if any, to the proposed 
dismissal, and will, within three working days following the pre-dismissal conference, 
notify the employee in writing of the final decision.  If the employee is dismissed, the 
notice shall contain a statement of the reasons for the action and the employee’s 
appeal rights under the Albemarle Commission’s grievance procedure. 

Section 7.  Non-Disciplinary Suspension 
During the investigation, hearing, or trial of an employee on any criminal charge, or 
during an investigation related to alleged detrimental personal conduct, or during the 
course of any civil action involving an employee, when suspension would, in the opinion 
of the department head, be in the best interest of the Albemarle Commission, the 
department head may suspend the employee for part or all of the proceedings as a 
non-disciplinary action.  In such cases, the department head may: 

1) Temporarily relieve the employee of all duties and responsibilities and place the
employee on unpaid leave for the duration of the suspension; or

2) Assign the employee new duties and responsibilities and allow the employee to
receive such compensation as is in keeping with the new duties and responsibilities.

If the employee is reinstated following the suspension, such employee shall not lose 
any compensation or benefits to which otherwise the employee would have been 
entitled had the suspension not occurred.  If the employee is terminated following 
suspension, the employee shall not be eligible for any pay from the date of suspension; 
provided, however, all other benefits with the exception of accrued vacation and sick 
leave shall be maintained during the period of suspension. 
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ARTICLE X.  GRIEVANCE PROCEDURE AND ADVERSE ACTION APPEAL 

Section 1.  Policy 
It is the policy of the Albemarle Commission to provide a just procedure for the 
presentation, consideration, and disposition of employee grievances.  The purpose of 
this article is to outline the procedure and to assure all employees that a response to 
their complaints and grievances will be prompt and fair. 

Employees utilizing the grievance procedures shall not be subjected to retaliation or any 
form of harassment from supervisors or employees for exercising their rights under this 
policy.  Supervisors or other employees who violate this policy shall be subject to 
disciplinary action up to and including dismissal from Albemarle Commission service. 

Section 2.  Grievance Defined 
A grievance is a claim or complaint by an employee based upon an event or condition, 
which affects the circumstances under which an employee works, allegedly caused by 
misinterpretation, unfair application, or lack of established policy pertaining to 
employment conditions. A grievance might also involve alleged safety or health hazards, 
unfair or discriminatory supervisory practices, unsatisfactory physical facilities or 
equipment.  

When an employee, former employee, or applicant, believes that any employment 
action discriminates illegally (i.e. is based on age, sex, race, color, national origin, 
religion, creed, political affiliation, or non-job related handicap), he/she has the right to 
appeal such action using the grievance procedure outlined in this Article (Section 4 
above below).  While such persons are encouraged to use the grievance procedure, 
they shall also have the right to appeal directly to the Albemarle Commission Executive 
Director.  Employment actions subject to appeal because of discrimination include 
promotion, training, classification, pay, disciplinary action, transfer, layoff, failure to 
hire, or termination of employment.  An employee or applicant should appeal an alleged 
act of discrimination within fourteen calendar days of the alleged discriminatory action, 
but may appeal for up to 30 calendar days following the action. 

Many subjects or actions are non-grievable including but not limited to the following: 
any condition of employment accepted at the time of employment and/or subsequent 
change(s) thereto; determining the employee benefit package, determining the proper 
classification and pay; determining types of training; scheduling and distribution of 
personnel; determining methods, means and personnel to carry out operations; 
relieving employees from work because of lack of work, funds or other valid reasons; 
performance evaluations and maintaining the efficiency of Commission operations.  

Section 3.  Purposes of the Grievance Procedure 
The purposes of the grievance procedure include, but are not limited to: 
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1) Providing employees with a procedure by which their complaints can be considered
promptly, fairly, and without reprisal;

2) Encouraging employees to express themselves about the conditions of work which
affect them as employees;

3) Promoting better understanding of policies, practices, and procedures which affect
employees;

4) Increasing employees’ confidence that personnel actions taken are in accordance
with established, fair, and uniform policies and procedures; and

5) Increasing the sense of responsibility exercised by supervisors in dealing with
their employees. 

Section 4. Eligibility 
Unless otherwise provided by law, all non-probationary employees are eligible to initiate 
a grievance under this policy. An employee or person who falls within one or more of 
the following groups is not eligible to initiate a grievance under this procedure:  

A. Employees serving their initial probationary period.
B. Employees under disciplinary probation with the exception of a termination

action for an offense other than that which resulted in the disciplinary 
probation.  

C. The executor executive director.
D. Temporary, limited term and seasonal employees.

Section 5.  Procedure 
When an employee has files a grievance, the following successive steps are to be taken 
unless otherwise provided.  The number of calendar days time periods indicated for 
each step will be measured by calendar days and should be considered the maximum, 
unless otherwise provided, and every effort should be made to expedite the process.  
However, the time limits set forth may be extended by mutual consent.  The last step 
initiated by an employee shall be considered to be the step at which the grievance is 
resolved.  A decision to rescind a disciplinary suspension, demotion or dismissal must be 
approved by the Albemarle Commission Executive Director before the decision becomes 
effective.  Mediation may be used at any step in the process. 

Informal Resolution.  Prior to the submission of a formal grievance, the employee 
and supervisor should meet to discuss the problem and seek to resolve it informally.  
Either the employee or the supervisor may seek other forms of mediation as a resource 
to help resolve the grievance.  Mediation may also be used at any point in the process 
upon mutual agreement by affected parties with the parties equally dividing the 
expense of mediation. 

Step 1.  If no resolution to the grievance is reached informally, the employee who 
wishes to pursue a grievance shall present the grievance in writing to the appropriate 
supervisor (the person who took the action which created the grievance issue; could be 
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immediate supervisor, division head, department head, etc.) in writing.  The grievance 
must be presented within seven calendar days of the event or within seven calendar 
days of learning of the event or condition or within seven days of informal efforts to 
resolve.  The supervisor shall respond in writing to the grievance within seven calendar 
days after receipt of the grievance.  The supervisor should, and is encouraged to, 
consult with any employee of the Albemarle Commission in order to reach a correct, 
impartial, fair and equitable determination or decision concerning the grievance.  Any 
employee consulted by the supervisor is required to cooperate to the fullest extent 
possible. 

The response from the supervisor for each step in the formal grievance process shall be 
in writing and signed by the supervisor.  In addition, the employee shall sign a copy to 
acknowledge receipt thereof.  The responder at each step shall send copies of the 
grievance and response to the Albemarle Commission Executive Director and 
appropriate department head. 

Step 2.  If the grievance is not resolved to the satisfaction of the employee by the 
supervisor, the employee may appeal in writing, to the next level supervisor (division 
head, department head, Albemarle Commission Executive Director, etc.) within seven 
calendar days after receipt of the response from Step 1.  The next level supervisor shall 
respond to the appeal, stating the determination of decision within seven calendar days 
after receipt of the appeal. 

Step 3.  Executive Director hearing alternative. If the grievance is not resolved to 
the satisfaction of the employee at the end of Step 2, the employee may appeal in 
writing, to the Albemarle Commission Executive Director within seven calendar days 
after receipt of the response from Step 2. The Executive Director may shall conduct 
such review, investigation, and/or hearing as the Executive Director deems necessary to 
render a decision the Executive Director finds to be fair to the parties, consistent with 
Albemarle Commission policies, and in compliance with applicable law.  The Albemarle 
Commission Executive Director’s decision shall be the final decision. 

The Albemarle Commission Executive Director would will notify the Albemarle 
Commission Board of any grievances involving impendingthat are reasonably expected 
to result in legal action. 
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Section 6 – Panel Hearing Alternative.  After receiving notification of the 
Employee’s intent to grieve to the Grievance Panel, the Executive Director shall cause a 
grievance hearing to be convened. The Grievance Panel provides an additional venue 
for the fair hearing and resolution of employee grievances and appeals in a procedure 
free of recrimination. The Grievance Panel reviews the record of the appeal or grievance 
and may hear testimony from all parties involved in the grievance or appeal. The panel 
then recommends a course of action to the Executive Director. By law and these 
policies, the authority over all Commission employees is vested in the Executive Director 
and the Executive Director determines the final actions to be taken.  

The grievant must notify the Executive Director of the name of their attorney, if 
applicable, within 5 calendar days of requesting a Panel hearing. 

A. Composition of Panel

The Grievance Panel shall be composed of no less than 3 members. Members of the 
panel will be chosen for each grievance hearing by having the Executive Director 
request the county manager or the human resources director from counties or towns in 
the Commission region other than the county in which the grievant resides to serve on 
a panel. The Executive Director shall seek a panel composed of objective, unbiased and 
fair candidates.  

The panel, once selected, will set the date, time and place for the hearing, which should 
be held within 20 calendar days following receipt of the request for a panel hearing. 
Each member of the panel shall review and sign a confidentiality agreement prior to 
each hearing.  

B. Participants

The grievant and the supervisor, department head or other supervisory representative 
should be present at all panel hearings and may be represented by legal counsel. 
Should the panel hear a grievance as a result of a termination, the Executive Director or 
the panel may request that the supervisor representatives and/or the Commission have 
legal representation, at Commission expense, to assist in any matters concerning the 
grievance.  

The panel shall render it’s decision and distribute copies to the grievant, Executive 
Director, and department head within 15 calendar days from the conclusion of the 
hearing. The reason for the panel decision shall be noted in the decision. The majority 
decision of the panel, acting within the scope of its authority, shall be the final 
recommendation to the Executive Director and shall be consistent with the provisions of 
existing written policies, standard practices, procedures and laws. The question of 
whether the decision and relief recommended by the panel is consistent with existing 
written policies, standard practices, procedures and laws shall be determined by the 
Executive Director.  
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C. Rules 
 

1. The Grievance Panel does not have the authority to formulate personnel policies or 
procedures or to alter existing personnel policies and procedures.  
2. The panel shall determine the propriety of attendance at the hearing of persons 
not having a direct interest in the hearing. All hearings shall be closed to the public.  
3. The department head, Executive Director or designee shall provide the panel with 
copies of the grievance record created prior to the hearing, and shall provide the 
grievant with a list of the documents furnished to the panel, at least 5 calendar days 
prior to the scheduled hearing. All parties shall have access to and copies of all relevant 
files intended to be used in the grievance proceeding.  
4. The panel has the authority to determine the admissibility of evidence without 
regard to the burden of proof, or the order of presentation of evidence, so long as a full 
and equal opportunity is afforded to all parties for the presentation of their evidence.  
5. All evidence shall be presented in the presence of the panel and the parties, 
except by mutual consent of the parties.  
6. Documents, exhibits, and lists of witnesses shall be exchanged between the 
parties at least 5 calendar days in advance of the hearing.  
7. At the option of each party, opening statements may be made at the beginning of 
the hearing, and the panel may ask for such statements in order to clarify the issues 
involved in the grievance.  
8. The panel shall determine the order of presentations. Ordinarily, in cases of 
alleged discrimination or unlawful harassment, the grievant should present the case 
first. The panel shall devise a procedure designed to afford full and equal opportunities 
to all parties for presentation of any material of relevant evidence. The parties shall 
have the right of cross examination.  
9. The panel by majority vote may decide procedural questions and rule upon 
objections raised during the course of the hearing. Witnesses other than the parties 
may be required to remain outside of the hearing room except when they are giving 
their testimony.  
10. The panel, by a majority vote, my may recommend upholding or reversing the 
action of the department head, or in appropriate circumstances may recommend a 
modified remedy. The panel decision, however, must be consistent with the provisions 
of law and existing written policies and standard practices. In appropriate cases, a 
panel might determine that a grievant is entitled to reinstatement, from which full, 
partial or no backpay and/or full, partial or no benefits might be recommended. In no 
case does the panel have the authority to award damages or attorneys fees. No claims, 
including claims for back wages by an employee shall be valid for a period of more than 
15 calendar days prior to the date the grievance was filed.  
11. After each side has had the opportunity to present its evidence, the panel chair 
shall specifically inquire of all parties whether they have any further proofs to offer or 
witnesses to be heard. Both parties shall be given the opportunity to make closing 
statements summarizing their positions, following which the hearing should be declared 
closed.  
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12. The majority decision of the panel, acting within the scope of its authority, shall be
the final recommendation to the Executive Director, subject to existing written policies, 
standard practices, procedures, and laws.  

D. Scope of Decision

The decision and recommendations of the panel may not expand the issue or the relief 
requested in the original grievance. The panel has the authority to recommend that the 
Executive Director uphold, reverse, reduce or otherwise modify the actions taken. The 
panel does not have the authority to exonerate an employee from all discipline when 
the guilt of the employee is admitted or guilt is determined by the panel based on 
evidence presented.  

E. Confidentiality

All participants of the grievance procedure, including members of the grievance panel, 
are subject to the North Carolina General Statutes dictating confidentiality and non-
release of personnel-related information. All participants must sign a Confidentiality 
Agreement prior to participating in a grievance hearing.  

Section 5.  Grievance and Adverse Action Appeal Procedure for Discrimination 
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ARTICLE XI.  RECORDS AND REPORTS 

Section 1.  Personnel Actions 
The Personnel Director, with the approval of the Albemarle Commission Executive 
Director, will prescribe necessary forms and reports for all personnel actions and will 
retain records necessary for the proper administration of the personnel system.  There 
shall be one set of official personnel files, centrally located.  Any document not located 
there is not an official part of that employee’s personnel records.  These files shall 
contain documents such as employment applications and related materials, records of 
personnel actions, documentation of employee warnings, disciplinary actions, 
performance evaluations, retirement and insurance records, letters of recommendation, 
and other personnel-related documents. 

Section 2.  Remedies of Employees Objecting to Material in File 
An employee who objects to material in his/her file may place a statement in the file 
relating to the material considered to be inaccurate or misleading.  The employee may 
seek removal of such material in accordance with established grievance procedures.  
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Albemarle Commission 
Personnel Policy 

Employee Affirmation: 

As an employee of the Albemarle Commission, I hereby affirm that I have received and 
read the Personnel Policy Handbook as adopted by the Albemarle Commission Board 
and further do hereby state that I shall be governed by the intent and purpose as so 
stated in said Policy. I understand that my failure to abide by the policies contained in 
the Albemarle Commission’s Personnel Policy Handbook will be grounds for disciplinary 
action against me, up to and including dismissal from my position with the Albemarle 
Commission as stated there. 

Signed: 

Dated:  

Witnessed: 

 

CONFLICT OF INTEREST POLICY 

Addendum A: 
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It is the policy of the Albemarle Commission that the members of its Board and its employees 

must avoid conflicts of interest or the appearance of impropriety in the management and 

disbursement of State funds. All Board member and employees shall comply with the 

requirements on prohibitions of N.C.G.S. §14-234. 

 

No member of the Board or employee of the Commission shall participate in the making, 

solicitation, negotiation, formation, recommendation, award, arbitration, modification, settlement 

or administration of any contract or grant funded in whole or in part by State funds or any 

dispute arising under such contract or grant when the Board member or employee stands to 

receive a direct benefit or indirect benefit from such contract or grant. 

 

As used in this policy, a Board member or managing agent shall be deemed involved in making a 

contract if they participate in the development of specifications or terms or in the preparation or 

award of the contract.  

 

A Board member or employee derives a direct benefit from a contract if the person or their 

spouse (i) has more than a ten percent (10%) ownership or other interest in an entity that is a 

party to the contract; (ii) derives any income or commission directly from the contract; or (iii) 

acquires property under the contract. A Board member or employee is not involved in making or 

administering a contract solely because of the performance of ministerial duties related to the 

contract.  

 

No Board member or employee shall be deemed to benefit directly or indirectly from a contract 

or grant funded in whole or in part by State funds if he or she receives only the salary or stipend 

due to him or her in the normal course of employment with or service to the Albemarle 

Commission.  

 

 

No Board member or employee shall engage in  any other conduct that or activity that creates a 

conflict between the best interests of the Albemarle Commission and the best interests of the 

employee or any other person, firm or entity with which the Board member of employee has a 

personal, familial, or financial interest. 

 

91



 

 

9. NEW BUSINESS 
 

A. Audit Presentation by TPSA-  
 

B.  Equipment Surplus Resolution-VOTE 
 

C. Program Directors Attendance at Board 
 Meetings-VOTE 
  

D. Budget Ammendment Resolutions- VOTE 
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Vote 

Should Program Directors be 
required to be in attendance 
to give their reports at each
Board of Delegates 

Meeting?  (VOTE)
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10. Staff Reports
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Area Agency on Aging &  

Senior Nutrition Program 

January 2019 

Home and Community Care Block Grant Services: 

Home and Community Care Block Grant Services (not including Congregate/ Home Deliv-

ered Meals):  

• 2,725 hours of in-home aide services throughout the ten counties

• 1,018 general and medical transit in nine counties, not including Dare County.

• 167 full days of adult day health care including 2 meals daily in five counties, including
Camden, Chowan, Currituck, Pasquotank and Perquimans Counties.

  Senior Nutrition Program (SNP): 

Number of Congregate meals served  Number of Home Delivered meals served 

• Income and donations received from congregate and homebound clients  $ 5,371.91

• 16 new clients added to the homebound program

• 21 new referrals made in the homebound program

• 52 clients reassessed for eligibility

• 8 clients receiving Ensure/ Glucerna

• 15 clients are receiving Mom’s Meals

COUNTY FY 2019 FY 2018 

Camden 227 160 

Chowan 631 429 

Currituck 1,024 628 

Dare 734 542 

Gates 546 407 

Hyde 489 367 

Pasquotank 1,342 940 

Perquimans 622 458 

Tyrrell 163 158 

Washington 823 436 

TOTAL 6,601 4,525 

COUNTY FY 2019 FY 2018 

Camden 289 175 

Chowan 320 193 

Currituck 316 243 

Dare 494 378 

Gates 202 131 

Hyde 186 169 

Pasquotank 455 390 

Perquimans 767 389 

Tyrrell 283 240 

Washington 383 242 

TOTAL 3,695 2,600 

Volunteer Program 

• Total number of volunteers– 854

• Total volunteer hours–  981112



Family Caregiver Support Program: 

• 5 home/office visit were conducted for respite, supplemental and/or case manage-

ment.

• Staff facilitated Alzheimer's Support Group in Perquimans

• 2 clients were added to ProjectCARE, a statewide respite program for caregivers caring

for loved ones with dementia.

• 136 Hours of In-Home Respite services were provided to family’s across the region.

• 0 hours of Institutional Respite was provided to 0 family in the region.

• Supplemental Services:  Incontinent Supplies and Ensure were provided to several fami-

lies throughout the region on an as needed basis.

Regional Long Term Care Ombudsman Program: 

• Due to an emergency, the Long Term Care Ombudsman activity report was not availa-

ble by 2/13/2019.  An updated report will be provided at the next Albemarle Commis-

sion Board of Delegates meeting on 2/21/19.

Other AAA Initiatives/ Events: 

• March For Meals-  During the month of March, we invite all elected officials and commu-

nity champions to deliver meals  in an effort to raise awareness about senior hunger and

isolation in our region.

• Along with Eastern AHEC and the Outer Banks Dementia Task Force, the AAA will be co-

sponsoring “A Day In The Life Of Dementia.”  This conference will held on March 5, 2019

in Dare County.  National Dementia Expert, Teepa Snow, will be the key-note speaker.

Contact Laura Alvarico at 252-426-5753 ext 224 for more information.

• The Area Agency on Aging is partnering with Eastern AHEC to host a Dementia and Alz-

heimer's Conference in Elizabeth City on April 25, 2019.  For more information, contact

Laura Alvarico at 252-426-5753 ext 224.

• Planning for the 35th Annual Albemarle Senior Games is underway.  For more infor-

mation or to volunteer, contact Ashley Lamb at 252-426-5753 ext 232.

• The Senior Nutrition Program is exploring opportunities to expand services  throughout

the region.  Laura Rollinson is working  with site managers and volunteer coordinators to

identify where there is a great need for volunteers throughout the region.

• The AAA continues to work with NC4A (National Associations of Area Agencies on Ag-

ing) to   explore opportunities to contract with Managed Care Organizations across the

state of NC.
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January 16, 2019 – February 20, 2019 

Albemarle Rural Planning Organization project highlights for 
the Albemarle Commission Board of Delegates 

Eastern North Carolina Regional Freight Plan 

I was asked to serve on the Regional Freight Advisory Committee for the plan.  The 

committee will meet four times throughout the drafting of the plan and continue to meet 

once the plan is completed to implement the study recommendations and vision.  The 

committees’ first meeting was held on January 8th in Greenville.  Cambridge Systematics 

staff presented an overview of the study scope, stakeholder outreach update, and a first 

look at the data for the Regional Goods Movement Profile and Commodity Flow 

Analysis.  They further expanded upon how to tell our “freight story” in the plan.  

Cambridge will continue to reach out to stakeholders and use the data from those 

interviews to ‘ground truth” the plan.  Our next meeting will be held in March or early 

April near Elizabeth City. 

Title VI 

The Draft plan was completed and submitted to the NCDOT Title VI Office in 

September of 2018 and the final review was completed in mid-January. The NCDOT 

Civil Rights Division did not have any major comments and on January 23, 2019 the 

ARPO RTAC formally adopted the plan. 

Public Participation Plan 

The ARPO Public participation was re-written and approved by the ARPO RTAC on 

January 23, 2019. 

Drone Workshop 

I am continuing talks with the NCDOT UAS Division to host another Drone workshop 

in our region.  They will be able to come back out this way in the early spring. The 

workshop will focus on drone operator’s rules and regulations from an airport stand 

point. 

Upcoming Events 
Hosted by the ARPO 

ARPO RTCC and RTAC Boards 
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East Coast Greenway 

During our meeting on February 5, 2019, Kathryn Zeringue, the EAST Coast greenway Coordinator, informed us she has taken a 

position with the NCDOT Bicycle and Pedestrian Division.  Designing the Coastal route of the greenway will have to be put on hold 

until another coordinator is hired.  I hope to be back on this project be early summer.   

P6.0 

We will start the P6.0 process in last March or early April by holding two workshops in the region to discuss the project list with our 

member counties and municipalities.   

The P6.0 workgroup continues to meet once per month through May or June of 2019.  We have been receiving regular 

communication through our representatives on the workgroup and have been asked to provide our comments to them.  The 

communication is much better than years past as we are receiving all of the meeting minutes, agendas and presentations in time to 

provide comment. 

NC 2050 Plan 

In late September, I participated in the kick-off for the NC 2050 Plan at the request of the NCARPO President Dana Stoojenke.  On 

October 29, 2018, I attended the first meeting in Raleigh along with the new Eastern Carolina RPO Director Eric Howell. Since this 

project has turned into an NCARPO Committee assignment, Eric will be taking it over since I already serve on three NCARPO 

committees and he serves on none. The NC 2050 Plan is the NCDOT update to its long-range transportation plan.  When complete, 

the document will provide a 30-year transportation blueprint for the state.  The Plan will focus on regional priorities as will statewide 

benefits.  While I am no longer on the committee, I still provide comments to the committee representatives.  This project is still 

moving forward as planned. 

Planning Work Program (PWP) 

The Planning Work program (PWP) is a funding contract between the Albemarle Rural Planning Organization (ARPO) and the 

North Carolina Department of Transportation (NCDOT).  The Plan lists planning priorities anticipated by the ARPO during the next 

Fiscal year and outlines expenses needs for certain work tasks.  The PWP is reviewed, and approved by the ARPO Rural Technical 

Coordinating Committee (RTCC), Rural Technical Advisory Committee (RTAC), and the NCDOT Transportation Planning 

Division.  Revisions to the PWP are allowed if the ARPO needs to make significant changes to the overall budget or a specific work 

task, however, no additional dues will be requested from County members.  An approved PWP is required for the Lead Planning 

Agency, the Albemarle Commission, to be reimbursed for work task expenses incurred by the ARPO. The FY 2019-2020 PWP was 

presented to the ARPO RTAC on January 23, 2019 for tentative approval and then forwarded to the NCDOT TPD for their approval.  

The ARPO RTAC will consider final approval of the document in April.   
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Projects related to the current ARPO Planning Work Program  

Citizens Guide to Transportation Planning – I am in discussions with the NCDOT TPD to partner on this project. 

Bicycle website -   This project will begin this summer. 
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NWDB Report to Albemarle Commission Board - Early January 2019 – Mid-February, 2019 

 

  
Northeastern Workforce Development Board Report to Albemarle Commission Board:   

Early January, 2019 – Mid February, 2019 
Dave Whitmer, NWDB Director 

 
I. Organization Structure/staffing: 

We are currently recruiting for a NEXTGEN Program Coordinator 
   

II. Counts 
Below are numbers from our three NCWorks Career Centers for January: 
 

 
New 
Customers 

Total 
Customers 
Served 

Services 
Provided 

NCWorks Career Center, Chowan County 40 584 1,261 
NCWorks Career Center, Dare County 53 586 2,735 
NCWorks Career Center, Elizabeth City 130 1,566 4,970 

TOTAL 223 2,736 8,966 
 
Some of the services provided include the following: 
 

• Creating and Posting a resume 
• Applying for a job 
• Obtaining instructions on how to use NCWorks Online 
• Job search assistance and career counseling 
• Interview preparation 

 
Current participant counts for WIOA Title I training services are as follows:  
 
82 Adults   
9 Dislocated Workers 
 

III. Board Organization 
Board Membership: One of our board members representing organized labor retired and therefore resigned 
from the board.  We are working to fill this opening.  
 

 
IV. Updates 

• Career Centers: 
o We continue our live broadcast on ECSU’s radio station (WRVS FM – 89.9), NCWorks Career Center 

Corner, on October 16 at 7:30am.  We have switched from the second Tuesday of the month to the third 
Tuesday.  
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o We have submitted our application to have our Career Center System re-certified.  We are awaiting the
certification team to come for a site visit.

o The EC Career Center continues to host hiring events for numerous local employers conducting 9 events
in January.

o The EC Career Center has added four additional workshops for customers (in addition to the HRD
workshops conduced by COA) as follows: Social Media & Job Searches; Resume Review (feedback from
industry professionals); Interview Tips and Techniques; Resume Writing

o The EC Career Center has also changed their hours to accommodate those who are not able to come to
the Center during normal 8:30 – 5:00 hours.  They will now open until 6:00pm on Wednesdays.

• Career Pathways: We continue our regional career pathway work.  We have created four pathways, two of
which have received certification from the NCWorks Commission.  The pathways are regional and are
intended to be used as a template either as is, or for making improvements to existing local pathways. The
pathways were created with input from numerous partners including eight community colleges, ESCU,
Economic Developers, CTE Directors, three workforce boards, and employers.  You can find more
information on our three pathways at the following website: www.nencpathways.org

We held our annual career counseling professional development training for all of our partners involved in 
career counseling including Career Advisors, Teachers, and Counselors at our NCWorks Career Centers, 
Community Colleges, and High Schools. This year, we developed and printed a toolkit for them to use to 
assist with career counseling called “GADJ – Guidance and Direction for Job Seekers”.    

• ACT Certified Work Ready Communities: Staff continues to assist Beaufort County Community College with
applications for Tyrrell, Hyde Counties to help the earn their Work Ready Community Certification.  All of
the goals for Gates County have been met.  At this point, we are working on completing the application to
be sent to NCDPI and the NC Chamber of Commerce so Gates County can receive their certification.

• Innovation Grant: We continue to move forward with the implementation of our Innovation Grant.  Latest
activity is as follows:

o Coordinated with Camden County Schools to work with their Career Readiness Class to do
Traitify, Reality Check, Star Jobs, and NCWorks Online.

o Schedule with the Exceptional Childrens’ teacher in Camden to work with those students in
March.

o Will be working with Tyrrell County/Columbia High School Seniors on 2/25 to cover Traitify,
Reality Check, Star Jobs, and NCWorks Online.
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o Working with the Camden County Library and the Counselor at the High School to do a Resume 
Workshop Series for Teens. 

o Held library workshops in all NWDB counties except Currituck, Pasquotank, and Perquimans. 

o Held a workshop with the Coastal Horizon Center in Tyrrell County. 

o Worked with our Regional Career Pathways Coordinator, Brandi Bragg, to conduct the annual 
Career Guidance Professional Development training.  

 
• Enhancement Grants: We have been awarded an Enhancement Planning Grant in the amount of $17,894.  

This grant will allow us to plan our larger Enhancement Grant project which we can apply for and 
Enhancement Implementation grant up to $200,000. There are numerous components to the grant 
including continuing the work that our NCWorks Outreach Coordinator, Heidi O’Neal, is doing through our 
current Innovation Grant. We are putting the finishing touches on our Enhancement Grant proposal and 
will be requesting approximately $200K. 

• Finish Line Grants (FLG): Governor Cooper recently announced the new Finish Line Grants. These are grants 
that Community Colleges can apply for in partnership with their workforce boards to help students “cross 
the finish line”.  The grants are for students who are at least 75% complete with their academic program and 
have experienced some type of emergency – such as needing auto repairs, help with rent or utilities, 
unexpected medical expenses, etc.  They can be eligible to receive a grant in the amount of up to $1,000. 
We continue to administer our $50,000 FLG grant in partnership with COA. Our FLG activity has 
significantly increased and we expect this trend to continue.  This increase in FLG activity has started to 
put a serious strain on our staff’s workload and our career center system in general.  We submitted a 
request to DWS for operational funds that could be used to hire an additional staff person and this 
request has been approved.  

• RFP’s – Adult/DW; Youth; One-Stop Operator: Each year we are required by WIOA to bid out our Adult/DW 
and Youth Services.  We do this through an RFP (Request for Proposals) process which is overseen by the 
Leadership Committee.  Should we receive any proposals, they are scored by the Leadership Committee and 
a member of the Consortium. Their recommendation will go to the full board for a vote at the May meeting.  
We will also have to resubmit for bid for One-Stop Operator services. 

• NEXTGEN Tutoring RFP: Our contract with Sylvan for tutoring services will be ending June 30, 2019, so we 
are releasing and RFP to procure tutoring services.  

• NEXTGEN Career Café: NEXTGEN held a Career Café in Ocracoke.  Twelve students from Ocracoke HS ages 
16-18 attended the Career Café.  Three NextGen staff assisted providing two fun and helpful activities. One 
was called Dreaming which allowed the students to envision their dream life.  This activity discussed careers, 
family, possessions and other things.  It helped students think about how their financial status aligns with 
their desired lifestyle.  The second activity helped the students with communication and listening skills along 
with building teamwork skills.  Students also watched a motivational video on being successful even when 
odds are against them.  Each person must chase their dreams by use internal and external motivations to 
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grow and reach their goals. We received extremely positive feedback from the students, teachers, and 
parents and have been invited back.  

• Facebook:  If you have not done so already, please like our Facebook page.  Every day we post information 
about everything we are doing throughout the region.  https://www.facebook.com/NWDBworks/  

V. WIOA NCWorks NEXTGEN Program, Jan 2019: 
• Active Youth – 65 
• Youth in Follow Up – 22 
• Youth Enrolled in Jan – 5 
• Out-of-School Youth (OSY) 

o OSY enrollments is currently at 75.38% 
(Goal is to meet 75% minimum expenditure requirements on OSY) 

 
• Sylvan – Tutoring hours as of January 31, 2019 –  98.66 hours  
 
• Program Updates:  

o Staffing:   
 The position for a Program Coordinator is still open and applications are being accepted.  

The position will remain open until it is filled. 
 

o Staff Training/Professional Development:     
 Staff attended NEPZ Workforce Development Professionals Day 
 Two staff attended NCWorks Online training. 

 
• Community Collaboration:   

o Planning for the 4th annual Real World Simulation has begun.  The next meeting is scheduled for 
Feb 21, 2019. 

 
• Outreach/Recruitment:   

o NEXTGEN hosted three Career Cafés in Perquimans, Chowan and Ocracoke. 
o Staff spoke with students at Currituck HS to introduce NextGen services.  

 
• Program Elements/Youth Activities:  

o Alternative Secondary Schools: Ten participants are currently enrolled in Adult Education 
classes.  

o Traditional Secondary Schools: Three participants are currently enrolled in traditional High 
School.  

o Work Experiences (WEX): Two participants are in a work experiences. 
o OJT – One currently in progress 
o Support Services:  Six participants received supportive services including but not limited to 

transportation, childcare and other services as needed for educational and career pursuits. 
o Occupational Skills Training: Thirty participants are currently enrolled in post-secondary 

education.   
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VI. Business Services Updates:

• Labor market information, specifically regarding workforce availability, provided to a local
economic developer

• The Edenton Workforce Taskforce, led and organized by the Economic Developer, continues to
work together to gauge employer feedback regarding the proposed curriculum at COA entitled
“Career Essentials”, which is designed to be a short term training program to address employability
skills required for jobs in the manufacturing industry and other industries

• Five existing OJT contracts are underway; three new OJT contracts were established
• One new Employee Training Grant application received: Currently undergoing evaluation and

scoring for award determination
• Four new business registrations in NCWorks
• 20 employer visits to market NCWorks Business Services
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11. Executive Director Report

12. Reports from Committees
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Executive Director Report by Melody Wilkins          February, 2019 

• Much has been accomplished this month thus far.  New board members have
been appointed to the Board of Delegates, By-laws and Charter have been
revised and are up for board approval, the personnel policy has been updated
pending board approval, and clarifying information obtained for the upgrades of
Commission phones and computer servers.  The first few weeks on the job as
Director have been productive ones as the Board, Staff and I all move forward
working on behalf of citizens in Region R.

• Steve Bass, Office of the State Auditor, has confirmed that the Albemarle
Commission will not be charged for the recently released Audit. There was some
confusion as the State detailed the cost of their time for the Investigative Audit
on the published version.  A copy of Mr. Bass’ email explaining the purpose of
including the cost is enclosed for review.

• The community as a whole has been very welcoming to me as the new Executive
Director.  Plans are being made to meet the Officials of all ten Counties in the
near future.

• The past three weeks have been a time of transition for the Staff and me as we
review the status of grants, reporting, finances, vacant staff positions and the
onset of budget preparation season.

• Department Head and Executive Director meetings have been held and provided
a valuable opportunity to learn more about their positions and exchange
valuable information.

• Albemarle Commission is proud to announce that Ghost Harbor Brewery won
the Business of the Year Award at the recent Elizabeth City Chamber of
Commerce banquet.  Mr. Tommy Reese, owner of Ghost Harbor, is a Revolving
Loan Fund recipient and we are pleased to know his business is experiencing
success.

• Finance Officer, Carolyn LaDow, and I met with Mark Barnett of McDavid &
Associates, Inc. to review the progress of both the Post Disaster Recovery which
covers all 10 counties and the Single-Family Rehab grants for Camden, Currituck,
Dare, Hyde and Pasquotank Counties.  While Mr. Barnett’s office is contracted
as the Program Manager, the Albemarle Commission serves as the Grantee. The
Commission will be marketing the opportunity to participate in the Single-Family
Rehab program to citizens of all five aforementioned counties.

123



Page 2 of 2 

• The Commission continues to administer the Clean Water Management Trust
Fund Planning Grant coordinating regional and local efforts to protect water
quality in the Albemarle Sound with special attention paid to addressing blue
green algal blooms on the Chowan River and Albemarle Sound.   The Committee
members met on January 30, and plan to meet again on March 7, 2019, in
Edenton.

• In February, I attended the State Association of Council of Government’s (COG)
meeting and a joint Round Table event between the Office of Economic
Development (EDA) and the State’s COG Directors.  Both meetings provided
valuable information and an opportunity to network with persons who perform
similar work across the State.  A follow up phone call with EDA staff is scheduled
for February, 25th, 2019.
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13. Chairman& Board Delegate
Comments 
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14. Adjournment

MAKE SURE TO TURN IN YOUR 
MILEAGE REIMBURSEMENTS 

NEXT MEETING 

Thursday, March 21st, 2019 
6 p.m. 
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