ARTICLE V. CONDITIONS OF EMPLOYMENT
Section 1. Work Schedule

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

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 United States and the
State of North Carolina. 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 Town for political or partisan
purposes;

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

f)  Be a candidate for nomination or election to office under the Town Charter;
Any violation of this section shall subject the employee to disciplinary action including dismissal.
Section 3. Volunteer Service

The Town encourages and will permit an employee to participate as a member of a volunteer service to
the extent that such activities do not interfere with the employee’s responsibilities and job requirements
for the Town. However, in accordance with FLSA regulations, no non-exempt employee will be
required or will be allowed to volunteer his or her time to the Town where he or she would be
performing the same or similar work to his or her regular work duties.

Section 4. Outside Employment

The work of the Town shall have precedence over other occupational interests of employees. All
outside employment for salaries, wages, or commissions and all self-employment must be reported in
writing in advance to the employee's supervisor, who in turn will report it to the department head. The
department head will review such employment for possible conflict of interest and then submit a record
of the employment to the Town Manager for review and approval. Conflicting and/or unreported outside
employment are grounds for disciplinary action up to and including dismissal. Documentation of the
approval of outside employment will be placed in the employee’s personnel file.

Examples of conflicts of interest in outside employment include but are not limited to:

26



a) employment with organizations or in capacities that are regulated by the employee or
employee’s department; or

b) employment with organizations or in capacities that negatively impact the employee’s perceived
integrity, neutrality, or reputation related to performance of the employee’s Town duties.

An employee who sustains an injury or iliness in connection with outside employment and is receiving
worker’'s compensation from that employer shall not be entitled to receive Town worker's compensation
benefits or accrued Town sick leave.

Section 5. Dual Employment

The Town prohibits any employee from holding more than one position with the Town if the combined
positions will result in the employee working more than 40 hours per week in any week of the year
unless approved by the Town Manager. The Town will consult FLSA regulations in all dual
employment cases to insure that the regulations are followed.

Section 6. Employment of Relatives

The Town prohibits the hiring and employment of immediate family in full or part-time positions within
the same work unit if such employment would result in one family member supervising another or if one
member will occupy a position of influence over another member’s employment or any condition of
employment. Examples of potential influence include but are not limited to hiring, promotions, salary
administration and disciplinary action.

For the purposes of this Article, immediate family shall be defined as spouse, child, parent, sibling,
grandparent, grandchild, aunt and uncle to include in-law, step and half relationships. The definition for
this Article also includes individuals living in the same household who share a relationship comparable
to immediate family members.
The Town also prohibits the employment of any person into a position who is an immediate family
member of individuals holding the following positions: Mayor, Town Board Member, Town Manager,
Finance Officer, Human Resources Officer, Town Clerk, or Town Attorney. Otherwise, the Town will
consider employing family members or related persons in the service of the Town, provided that such
employment does not:

1) resultin a relative supervising relatives;

2) resultin a relative auditing the work of a relative;

3) create a conflict of interest with either relative and the Town; or

4) create the potential or perception of favoritism.

This provision shall not apply retroactively to anyone employed when the provision was adopted by the
Town.

Section 7. Harassment Prohibited
The Town prohibits harassment in any form that is based on sex, race, color, religion, national origin,

age, disability, veteran status or genetic information. Harassment is defined as conduct that culminates
in tangible employment action or is sufficiently severe or pervasive as to create a hostile work
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environment.

A particular form of harassment, 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 harassment may follow the
Grievance Procedure described in this Policy or may file the complaint directly with the Human
Resources Officer or department head who will immediately notify the Town Manager. The employee
may file the complaint directly with the Town Manager if it involves a department head. The Human
Resources Officer will ensure that an investigation is conducted into any allegation of harassment and
advise the employee and appropriate management officials of the outcome of the investigation.

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 8. Expectation of Ethical Conduct

The proper operation of Town government requires that public officials and employees be independent,
impartial, and responsible to the people; that governmental decisions and policy be made in the proper
channels of the governmental structure; that public office not be used for personal gain; and that the
public have confidence in the integrity of its government. No official or employee of the Town shall
solicit or accept any gift, favor, or thing of value (over $50) that may tend to influence 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 9. Performance Evaluation

Supervisors and/or department heads shall normally 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 Human Resources Officer with the approval of the Town Manager.

Section 10. Safety

Safety is the responsibility of both the Town and employees. It is the policy of the Town to establish a
safe work environment for employees. The Town 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 safe work procedures, including the use of all
required personal protective equipment and providing necessary safety training programs.
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The Town of Blowing Rock government will therefore place safe operations above operational
expediency and will comply with the Occupational Safety and Health Act (OSHA) and other applicable

state laws.

Furthermore, it is the responsibility of each Department Head or supervisor to:

a.

b.

Provide reasonably safe work procedures and working conditions;

Implement safety policies and programs;

Inform and train employees in safe work habits;

Investigate accidents and prepare accident reports;

Take corrective and preventive actions to minimize the likelihood of accidents; and,

Encourage employees to report unsafe conditions and to submit practical safety
suggestions.

Similarly, each Town employee has the responsibility to:

Develop and maintain safe work habits;

Promptly report all accidents and injuries;

Point out what are believed to be dangerous practices and working conditions;
Assist with the investigation of accidents;

Take proper care of safety equipment;

Wear proper clothing and avoid loose sleeves, cuffs, rings, bracelets, and long hair around
moving machinery;

Know the location and use of fire extinguishers, the location of fire exits, and the best
method for reporting a fire; and,

Comply with all safety policies and procedures established by the Department Head, Safety
Coordinator, and/or the Town Manager.

Section 11. Use of Town Property and Equipment

Town equipment, materials, tools and supplies shall not be available for personal use and are not to be
removed from Town property except in the conduct of official Town business, unless approved by the
Town Manager. All Town property issued to the employee shall be returned to the employee’s
supervisor upon termination of employment prior to the issuance of the final pay check.
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Section 12. Substance Abuse Policy

The Town is committed to a drug-free workplace to maintain a safe and healthy working environment
for employees and a productive, effective work force for the Town’s citizens. The Town prohibits
employees reporting to work with their ability to perform impaired by alcohol, illegal drugs, intentionally
and inappropriately used prescriptions, over-the-counter drugs, or other chemicals and substances. A
separate Substance Abuse Policy will be maintained by the Town and provided to all employees.
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