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WELCOME LETTER FROM CITY MANAGER 

 

Welcome to your employment with the City of Gastonia.  You are a very important part of an organization that provides 
municipal services to the citizens of Gastonia, North Carolina.  This group now numbers more than 900 employees. 

This handbook will introduce you to the City’s guiding principles and the many policies and procedures that enable 
each of us to perform our duties efficiently and economically. This handbook is not a legal document, but a reference 
guide to the City’s employment policies. 

If the information contained fails to answer any of your questions, you may ask either your immediate supervisor, your 
Division or Department Head, or the Human Resources Department, all of whom will be happy to be of assistance to 
you.   

Again, welcome to City Government.  I hope that your career in public service will be a long and fruitful one as you join 
us in our service to the citizens of Gastonia.  

 

ABOUT THE CITY 

 

OUR GOVERNMENT 

The purpose of the City Government is to provide courteous, prompt, and efficient service to its citizens and taxpayers.  
In a general election, the citizens of Gastonia elect seven representatives to the City Council.  The Mayor is elected to 
serve a two year term. The six Council Members are elected to serve four-year terms.  The City Council is the legislative 
branch of our organization because they establish the policies and procedures that direct the City’s operations.  The 
Mayor presides over the City Council.  Among other duties, the Mayor represents our city in many civic, business and 
community events throughout the, State and Nation. 

 

The City Manager is appointed by the City Council and is the chief administrator of the organization.  The City Manager 
implements policies and directs the City’s activities.  The Deputy and Assistant City Managers help the City Manager 
execute the operational and managerial functions of the City.  The Department Heads handle all activities within their 
respective departments, and insure that all employees comply with the policies of the City. 

 

The Council/Manager form of government provides a chain of command from all levels of the organization.  The 
Manager has final authority in all administrative matters and is the liaison between the City organization and the City 
Council. 
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ABOUT THIS MANUAL 

 

The policies and procedures in this manual are not intended to be contractual commitments by the City of Gastonia or 
its employees. 

The policies and procedures are intended to be guidelines for management and are descriptive of usual procedures to 
be followed. Many policies, practices, and procedures are subject to consideration of individual circumstances.  
Individual departments may have policies and/or procedures which expand upon those in this manual. Departments, 
with City Manager approval, may set policies and create procedures that apply to their unique functions and 
requirements as long as they do not conflict with the information listed in this manual. 

The City of Gastonia reserves the right to revoke, change or supplement guidelines at any time, without notice. 

No policy is intended as a guarantee of continuity of employee benefits or rights. No permanent employment or 
employment for any term is intended, or can be implied, from any statements contained within this manual. 

This Policy and Procedures Manual supersedes and replaces all previous personnel policies, practices and guidelines. 
Changes, deletions, additions or revisions may be made to any policy or procedure at any time and at the City’s 
discretion. 

Employment with the City is “at-will” for either party.  

To the extent that any Federal, State, or Local laws conflict with a policy contained in this manual, the law will supersede 
the information listed in this manual. Changes to reflect regulatory compliance are made as required and as necessary 
for timely compliance. 

This chapter covers all City employees except as specifically exempted but does not apply to service providers. Officials 
- The mayor, the members of the council, and the members of the planning board, board of adjustment, recreation 
advisory commission, citizen’s advisory board and board of alcoholic beverage control are exempt except where 
specifically included. 

This chapter applies to the City Clerk and Tax Collector except to the extent that its provisions are inconsistent with 
the appointment of these two officials by the City Council.  

Police and fire department auxiliary personnel (police reserves and fire department volunteers) are regarded as part-
time employees, except that such personnel are exempt from article III (Leaves of Absence).  
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MISSION STATEMENT 

TO PROVIDE FAIR, COMPETENT, RESPONSIVE, COST-EFFECTIVE SERVICES AT THE HIGHEST LEVEL. 

 

VISION STATEMENT 

THE CITY OF GASTONIA SERVES AS A MODEL FOR CIVIC LEADERSHIP AS WE ENGAGE OUR COMMUNITY OF DEDICATED 
NEIGHBORS (GREAT PEOPLE).  WE SHARE A COLLECTIVE PASSION FOR PERSONAL SAFETY, ECONOMIC VITALITY, 
CULTURAL RICHNESS, AND OVERALL SUSTAINABILITY (GREAT PLACE).  OUR DISTINCT CHARACTER IS BUILT UPON A 
RICH AND UNIQUE HERITAGE AND FUELED BY ENTHUSIASM FOR THE PROMISE OF A BRIGHT TOMORROW (GREAT 
PROMISE). 
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SECTION I EMPLOYMENT POLICIES 
1. EQUAL OPPORTUNITY EMPLOYMENT STATEMENT 

a. The City of Gastonia is committed to providing and maintaining a work environment that promotes 
equal opportunity for all of its employees and applicants for employment without regard to race, color, 
religion, sex, national origin, age, disability, genetic information, sexual orientation or gender identity, 
political affiliation, marital status, parental status, or retaliation for participating in equal employment 
opportunity activity. Therefore, in accordance with Title VII of the Civil Rights Act of 1964, as amended; 
the Civil Rights Act of 1991; the Age Discrimination Act, as amended; the Rehabilitation Act of 1973, as 
amended, the Genetic Information Nondiscrimination Act of 2008, The Americans with Disabilities Act, 
as amended and all other relevant laws, regulations, and agency policies, it is the policy and intent of 
the City to prohibit discrimination in the terms, conditions, and privileges of employment.  

b. This policy statement covers all personnel and employment policies and procedures and management 
practices and decisions, including, but not limited to, recruitment/hiring, merit promotion, transfer, 
reassignments, training and career development, and benefits. Such a policy ensures that only relevant 
factors are considered and that equitable and consistent standards of conduct and performance are 
applied. The City expects all employees, supervisors, managers, and senior leadership to commit and 
adhere to sharing the responsibility of maintaining a work environment that is free of discrimination, 
retaliation, and harassment.  

2. AMERICANS WITH DISABILITIES ACT (ADA) AND THE ADA AMENDMENTS ACT (ADAAA) 

The City of Gastonia is committed to complying with all applicable provisions of the Americans with 
Disabilities Act ("ADA") and the ADA Amendments Act (“ADAAA”).  It is the City's policy not to 
discriminate against any qualified employee or applicant with regard to any terms or conditions of 
employment because of such individual's disability or perceived disability so long as the employee can 
perform the essential functions of the job.  Consistent with this policy of nondiscrimination, the City 
will provide reasonable accommodations to a qualified individual with a disability, as defined by the 
ADA, who has made the City aware of his or her disability, provided that such accommodation does 
not constitute an undue hardship on the City. Employees should contact the Human Resources 
Department with any questions or requests for accommodations. 

3. EMPLOYMENT AT WILL 

The state of North Carolina is a Right to Work state and employment with the City of Gastonia is 
considered Employment-At-Will. This means that either the employee or the City may terminate the 
employment relationship at any time, for any reason, with or without notice. No contractual 
relationships are created between the City and any employee by virtue of this policy manual, and no 
letters, benefit or policy statements, performance appraisals, employee handbooks or any other oral 
or written communications should be considered as creating such unless specifically so designated in 
writing.  Nothing contained within this policy manual creates an employment contract or term 
between the City and its employees.  

4. RECRUITMENT, SELECTION, APPOINTMENT 

a. The City of Gastonia’s leadership strives to make the recruitment of high caliber individuals to all 
positions of employment within the City a top priority. Open positions are eligible to be filled by the 
transfer or promotion of current employees, or through the recruitment and hiring of new employees. 
It is the policy of the City to adhere strictly to the merit principle in all personnel transactions and to 
foster, maintain, and promote equal employment opportunity.  All qualifications for positions, 
including tests, shall be related to job performance. 
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b. A current list of job openings is maintained by Human Resources and is posted in the HR department, 
on various department bulletin boards throughout the City, on the City’s website. Job openings may, 
at the discretion of the HR department, be advertised externally through various media sources. 

 
c. Department heads shall make such investigations and conduct such examinations of applicants as 

necessary to assess accurately the knowledge, skills, and experience, and qualifications required for 
the position. The City, at its own expense, may require that a selected candidate successfully complete 
a medical examination prior to starting work with the City. 

 
d. Before any commitment is made to an applicant either, internal or external, the Department Head 

shall confer with Human Resources regarding the salary to be offered. 

5. BACKGROUND CHECKS 

After receiving a conditional offer of employment, the candidate will be subject to a criminal 
background check.  If a criminal history exists, the following will be considered before a final offer of 
employment is extended to the candidate:  the nature and gravity of the offense; the length of time 
that has elapsed since the offense occurred; the applicant’s age at the time of offense or conviction; 
whether the offense is reasonably related to the duties and responsibilities of the employment sought 
by the candidate; and any information pertaining to the degree of rehabilitation of the candidate.  It is 
the City of Gastonia’s policy to make an individualized determination of employability based on all of 
these factors. This policy does not apply to applicants for the position of police officer. 

6. PROBATIONARY STATUS 

a. Full-time employees, during the first six months of their employment with the City, and part-time 
employees, during the first 12 months of their employment, shall serve in a probationary status. If, 
during the initial months of a person's employment, that person serves first as a part-time employee 
and then as a full-time employee (or vice versa), then the probationary period shall last until the 
employee has served the equivalent of six months as a full-time employee (with two months as a part-
time employee being the equivalent of one month as a full-time employee). 

b. New employees appointed to police or fire positions shall serve a probationary period of 12 months. 

c. A probationary period that varies from the requirements of this subsection may be established for any 
position by the supervising department head if the probationary period is made known by making it 
part of the application for such position and if the deviation from the standard probationary period is 
acknowledged by the signature of the new employee. 

d. While serving in a probationary status, employees shall receive all benefits provided in accordance 
with this policy except that: 

i. Probationary employees may accumulate but may not take annual leave unless the denial of 
such leave will create an unusual hardship. Annual leave may be granted to such employees 
by the supervising department head. 

ii. Probationary employees shall not be entitled to utilize the procedures for appeal of 
disciplinary action. 

iii. Upon recommendation of a department head the City Manager may extend the probationary 
period of any employee by up to 50 percent of the initial period. The employee and employee's 
department head shall be notified in writing of this decision before the expiration of the initial 
probationary period. 
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iv. During the probationary period, the supervisor of the employee serving in a probationary 
status shall closely monitor the progress of that employee and shall frequently discuss with 
the employee his or her performance. Before the end of the probationary period, the 
department head of an employee serving in a probationary status shall make a written 
recommendation to the manager whether the probationary period should be extended (if 
possible) or whether the employee should be retained in his or her present position, 
transferred, demoted or dismissed. 

v. Regular employees who are promoted, transferred, demoted, disciplined, reclassified to 
another position classification, or have received a documented Performance Evaluation that is 
below an overall proficient rating shall be subject to a period of special review  for a duration 
equal to the initial probationary period for such position. This does not include "lateral 
reassignments" within departments when such exclusion is recommended by the department 
head and approved by the City Manager. In addition, if an employee is returned to his or her 
former position during this special review period, such employee may not appeal this action.  

7. PART - TIME REGULAR, SEASONAL AND TEMPORARY EMPLOYEES 

These employees are hired to work less than full-time hours or for a specified length of time.  They are 
paid according to a Non-Full Time Job Classifications hourly rate schedule. Part-time regular employees 
receive limited benefits such as sick leave, retirement (must be scheduled to work 1000 or more hours) 
and Christmas Bonus. Seasonal and Temporary (on City payroll) employees are not eligible to receive 
benefits.  These employees may not work more than 1499 hours in a fiscal year. 

8. TEMPORARY PROMOTIONS 

Under certain circumstances, there may be a need for an employee to assume extra responsibilities or 
a leadership role within a department. Promotions of this type are typically for a limited time and 
generally include a salary increase to compensate the employee for taking on the added responsibility 
of the position.  Temporary promotions require the approval of the City Manager. 

9. EMPLOYMENT OF RELATIVES 

Members of an immediate family (spouse, child, mother, father, sister, brother, half-sister, half-
brother, stepmother, stepfather, stepchild, stepsister, stepbrother, grandparent, grandchild, mother-
in-law, father-in-law, daughter-in-law, son-in-law, sister-in-law, brother-in-law, and person in loco 
parentis) may not simultaneously be employed by the City in circumstances where one member would 
be working under the direct line of supervision of another member or where one member would be 
working in a department headed by another family member. No member of the immediate family of 
the City Manager may be employed in any capacity within the City without prior council approval. This 
policy shall not be retroactive, and no action will be taken concerning those members of the same 
family employed in conflict with this policy at the time of the adoption of this policy. 

10. ABSENTEEISM AND TARDINESS 

The issues of absenteeism and tardiness are very important to the operations of all City departments. 
Consistent attendance and punctuality are essential requirements of every position with the City. Work 
schedules are observed in various departments based on the needs of those departments. Employees 
are expected to be on time and ready to work at their scheduled start time. Any incidence of 
unscheduled, unexcused tardiness or absenteeism is subject to review under the City’s discipline 
policy. Employees who anticipate an unscheduled, unexcused occurrence of being late to work or 
absent from work should notify their supervisor as soon as possible. Any employee who fails to report 
to work for three consecutive work days without notice to their supervisor will be assumed to have 
voluntarily abandoned their job. This will result in a disciplinary action of a 15 day suspension with 
recommendation for termination. 
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11. SEPARATION AND REINSTATEMENT 

a. Upon separation from employment with the City for any reason, employees will be required to return 
any City property including but not limited to vehicles, computers, cell phones, identification or 
security access cards, keys, tools and parking passes. And in the case of Police Officers, all police 
equipment, badges and weapons.  For all separated employees, all wages due will be paid on the 
regular pay day in which the separation date falls. An employee’s last check will paid through direct 
deposit unless a specific request, is made by the employee for it to be mailed, an is presented to Human 
Resources in writing and at least 7 days prior to the payday on which your check is due. 
 

b. An employee who retires, resigns while in good standing, or is dismissed because of reduction in force 
may be reinstated within one year of the date of separation with the approval of the department head 
and the manager. An employee who is reinstated shall retain their previous hire date,  be credited with 
previously accrued sick leave and will receive all benefits provided in accordance with this policy and 
under supplementary rules and regulations. In addition, an employee who is dismissed because of 
reduction in force shall be credited with previous service. The salary paid a reinstated employee shall 
be as close as reasonably possible, given the circumstances of each employee's case, to the salary step 
previously attained by the employee in the salary range for the previous class of work plus any across-
the-board pay increases.  
 

c. There are several reasons that an employee may leave employment with the City. Among them are:  
i. RESIGNATION: Resignation is a voluntary act initiated by the employee to terminate the 

employment relationship between themselves and the City.  Employees who resign are asked 
to serve a customary two week notice and provide a resignation letter to their department 
head. Under certain circumstances, the City may, at its discretion, opt to release the employee 
prior to the end of the two week notice period. In this case the employee’s record will reflect 
that notice was properly given. 

ii. REDUCTION IN FORCE: Steady employment and job security are goals that the City 
continuously strives to attain for its employees.  From time to time, however, technological 
changes or economic conditions may dictate elimination of jobs resulting in a Reduction in 
Force (RIF).  Subsequently, terminations will result from lack of work when there is no 
reasonable expectation that affected employees can be placed in a job or recalled to a position 
within an eight (8) week period.   

The complete Reduction in Force Policy can be found in Appendix 1 

iii. RETIREMENT: City employees are not subject to any mandatory retirement age. Eligibility for 
retirement benefits shall be provided by the local government employees’ retirement system. 

1. A disability retirement would occur, subject to the Local Government Employees’ 
Retirement System, when an employee is unable to perform their required duties due 
to a physical or mental impairment.  This action may be initiated by the City or the 
employee but in all cases shall be supported by certified medical evidence.  The City 
may require an examination at its expense and performed by a physician of its choice. 

12. PAY PRACTICES 

City of Gastonia employees are paid on a bi-weekly schedule.  Pay periods begin on Saturday and end 
two weeks later on Friday.  Payday will normally occur every other Friday, one-week after completion 
of the pay period for which you are being paid.  The City does not “hold back” your pay; your first 
paycheck includes all of your time worked during the pay period in which you were hired.  All 
employees are required to have pay sent via direct deposit to either a checking account or savings 
account. 
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EXEMPT AND NONEXEMPT EMPLOYEES 

Generally speaking, exempt employees are not eligible for overtime compensation and nonexempt 
employees are eligible for overtime compensation. Positions are classified either exempt or nonexempt 
using various factors such as job duties, responsibilities and rate of pay. This determination is made by 
the human resources department with input from the department head(s) and is in accordance with 
the Fair Labor Standards Act. 

a. MERIT PAY INCREASES 

Merit pay increases, when granted, are based on how well an employee performed their duties 
during the previous twelve months. Such merit pay increases only apply when funding is 
approved in the current fiscal year’s budget.  Only full-time employees are eligible for merit 
pay increases. 

B. Overtime 
i. Exempt employees in administrative, professional, or managerial positions (as determined by 

the Human Resources Director) are expected to work the number of hours necessary to ensure 
the satisfactory performance of their duties.  

ii. If during any workweek the total number of hours actually worked by a non-exempt employee 
and hours within the employee's work schedule falling on a holiday, approved civil leave or 
military leave respectively, exceeds 40 hours (212 hours in a 28-day work period for fire 
department shift employees and 171 hours in a 28-day work period for police officers), then 
such employees shall be entitled to overtime benefits as described here: 

1. Non-exempt employees required to work overtime shall either receive compensatory 
time off in an amount equal to 1 1/2 times the amount of overtime worked, unless 
taken within the same work period or be paid for overtime work at a rate equal to 1 
1/2 times their regular hourly rate. If time is taken during the same work period, it 
shall be on an hour-for-hour basis.  Supervisors shall make every effort to have 
necessary work accomplished within the regularly established work schedule of their 
departments. Employees shall be required to work overtime only in emergencies or 
when determined to be necessary by the department head, and extensive overtime 
may be ordered only with the prior approval of the City Manager. 
 

c. COMPENSATORY TIME (COMP TIME) 

Compensatory time is paid time off granted to an employee for working extra hours. Comp 
time may be approved in lieu of overtime pay for irregular or occasional overtime work at the 
discretion of the department head. Employees who receive comp time will receive 1.5 hours 
for each hour worked that exceeds their normal 40 hour work week. Firefighters will receive 
comp time at a rate of 1.5 hours for each hour worked that exceeds their normal 53 hour work 
week.  Employees who move from a non-exempt position to an exempt position shall be paid 
for any accrued comp time earned at the rate of pay of the position in which they earned the 
comp time. Exempt employees may not earn comp time.  For employees with comp time 
balances exceeding 80 hours, pay for any absences should come first from comp time accruals 
before using other types of leave pay, i.e.: sick or vacation. Comp time balances up to 80 hours 
may be maintained or used as approved by the department head (including sequencing with 
other types of leave pay). 

d. HOLIDAY BONUS/DISCRETIONARY BONUS 

The City Council determines whether or not to pay a holiday bonus to eligible City employees. 
This is based upon the current economic conditions that the City faces. The same is in effect 
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for discretionary bonuses for eligible employees.  Applicable Federal/State income taxes will 
apply.  

e. CALL-BACK PAY 

Non-exempt employees who are called back to duty beyond the normal scheduled workday 
will receive pay or compensatory time off at the time-and-a half rate.  The equivalent of two 
(2) hours of overtime time pay, or time-and-a-half hours actually worked, whichever is greater, 
will be the minimum amount credited to the employee for each instance of callback service. 

f. STATE OF EMERGENCY PAY 

Under extreme circumstances such as when a state of emergency has been issued, the City 
Manager is authorized to monetarily compensate exempt employees an amount above their 
normal salary for hours worked beyond their normal workweek.  Subject hours will be fully 
documented and certified as accurate by the Department Head and approved by the City 
Manager.   

g. STAND-BY PAY 

Department Heads may designate employees to stand-by on call for the provision of 
emergency services during normal off-duty hours or days.  Such employees shall be 
compensated on the basis of eight (8) hours of pay at straight time for seven (7) consecutive 
days of such duty, or one (1) hour of pay at straight time for each full day of such duty during 
lesser numbers of days.  For the purposes of determining eligibility for this pay, a full day will 
start at the starting time of normal work for the employee(s) and will extend to the following 
day at the same time, and will include time spent working, if any.  Compensation for this duty 
may be provided in the form of pay or compensatory time off at the rate outlined above at the 
option of the Department Head.  Department Heads must secure the prior approval of the City 
Manager before initiating stand-by pay.  

h. INTOXILYZER (BREATHALYZER) PAY 

Eligible employees of the Police Department assigned to and satisfactorily performing 
authorized Intoxilyzer (Breathalyzer) duties will receive $25.00 per pay period for the duration 
of their assignment, provided they possess and retain an Intoxilyzer (Breathalyzer) Operator 
Certificate (re-certified every two years) in current status. 

i. BILINGUAL PAY 

The City will compensate employees who meet certain predetermined criteria for bilingual 
skills. The languages applied to this policy are subject to change based upon the needs of the 
City and this program may be changed or ceased at any time should the City council deem it 
necessary to change or delete its funding. Details are available through the human resources 
department. Following authorization from their department head, employees will be required 
to pass an exam (the initial exam will be at the City’s expense, subsequent exams will be the 
employee’s responsibility). Compensation under this program will be $1000 paid in equal 
increments over 26 pay periods.  In exchange for this compensation, the employee must agree, 
upon request, to utilize their bilingual skills.  

   The complete Bilingual Pay Policy can be found in Appendix 2. 

j. CLASSIFICATION/PAY GRADES 
 

i. The City of Gastonia strives to ensure fairness in all pay classification procedures.  This multi-
step process includes developing a job description, evaluating that description and comparing 
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it with other jobs within the City that require similar levels of experience, training, education 
or certification/licensure.  

ii. Upon completion and approval of job descriptions, positions are placed into a pay grade. This 
determination is made after examining a variety of factors including the job’s duties and level 
of responsibility; the knowledge, skills, abilities and experience required of someone to do the 
job; and a comparison with other jobs that are similar in the listed areas. 
 

k. CAREER PATHING 

Career paths are developed for some positions within the City to allow for and reward 
professional growth and development. Multiple levels of some positions are created based 
upon various criteria such as varying levels of education, training, licensure, certifications 
and/or tenure.  Career paths are generally created in instances where the additional 
qualifications of the employees will improve the City and its operations.   

13. DRUG FREE WORKPLACE 

a. It is the policy of the City of Gastonia to maintain a safe and drug free work environment.  All personnel, 
equipment and operating practices must be consistent with the highest standards of health and safety. 

b. The presence of drugs and alcohol in the workplace and the influence of these substances on 
employees during working hours are strictly prohibited. 

c. The sale, manufacture, distribution, dispensing, possession, purchase, transfer or use of illegal drugs 
by employees on City premises or while on City business is prohibited.  Arriving on City premises under 
the influence of any drug (including alcohol) to the extent that job performance and the safety of other 
employees, the public or City equipment is adversely affected is prohibited.  This prohibition applies 
to any or all forms of drugs whose sale, purchase, transfer, possession, or use is prohibited or restricted 
or regulated by law. 

d. Any employee engaging in the sale, purchase, manufacture, distribution, dispensing, transfer, 
possession, or use of illegal drugs (including alcohol) on City premises or while on City business is 
subject to disciplinary action, up to and including termination. 

e. The City recognizes that drug and alcohol abuse can be successfully treated and will provide an 
Employee Assistance Program to assist eligible employees.  Constructive disciplinary measures may be 
used to provide motivation to seek assistance. 

f. Employees identified as needing or requesting assistance will be referred by departmental supervision 
through the department manager to the Human Resources Department which will assist in arranging 
appropriate referral for counseling, rehabilitation assistance, treatment, etc.  The willingness to seek 
and pursue such referral assistance will be considered when disciplinary action is an issue. 

g. This notice will be posted in all departmental work areas City wide including the employment office.  
Additionally a copy of this notice will be given to each City employee and to new employees at the 
time of hire.  Each employee should understand that as a condition of employment he/she must abide 
by the terms of this policy and also must notify departmental management of any criminal drug statute 
conviction for a violation occurring in the workplace no later than five days after such a conviction.  If 
the employee is working in an area covered by a Federal grant or cooperative agreement, the grant 
administrator will be notified and he/she will in turn notify the sponsoring agency within ten days of 
receiving notice.  Appropriate disciplinary and/or referral action will also be taken within thirty days of 
receiving notice. 

h. Periodic information will be provided to employees concerning the dangers of abuse in the workplace; 
the City’s drug free policy; assistance available and penalties to be imposed.  This drug free awareness 
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program may utilize a combination of resources including posted notices, employee meetings, 
handouts and others. 

i. Any employee having questions, needing information or seeking assistance should contact his/her 
immediate supervisor or department manager. 

14. DRUG/ALCOHOL TESTING 
a. The City reserves the right to conduct Drug and/or Alcohol Testing for the following reasons: 

i. Pre-employment – As a prequalification for assuming any position, prospective new 
employees (inclusive of internal appointments due to transfer or promotion) must achieve 
satisfactory results of a drug test. 

ii. Post-accident – All employees may be tested for the presence of alcohol and/or drugs 
following any incident or accident or other occurrence in which property is damaged or 
medical treatment is needed. 

iii. Reasonable Suspicion – If the City has reason to believe that an employee is in violation of the 
drug/alcohol policy or appears to be impaired due to drugs or alcohol, the employee shall be 
drug tested.  

iv. Random – Employees in a variety of safety sensitive positions may be selected randomly for 
unannounced drug and/or alcohol testing.  

v. Return to Duty – This type of test is applicable to any City employee who has had a positive 
alcohol test within a certain level. The City will require a return to work authorization from the 
City’s employee assistance professional and must provide a negative result on an alcohol or 
drug and alcohol test.  

The complete Substance Abuse policy can be found in the Appendix 3. 

 

SECTION II BENEFITS 
**Please Note** - The information contained in this manual does not supersede published plan documents. 

1. GENERAL HEALTHCARE 

A. The City is committed to providing a quality healthcare plan to all regular, full time employees.  
Healthcare is a benefit offered to help protect you and your family from severe financial burdens 
related to constantly rising medical, hospital and surgical costs. Presently, the City pays the premium 
costs for the individual medical and dental coverage’s.  The healthcare plan takes effect ninety (90) 
calendar days from the date of employment for full time employees. 

b. Following initial enrollment as a new employee (for single coverage and/or coverage of family 
members), changes to coverage’s may only be made during the time of open enrollment (July 1st) or 
following a qualifying event.  Qualifying events include, marriage, divorce, birth or adoption of a child, 
change in spouse’s insurance coverage due to change in employment, or death. Qualifying events must 
be reported to Human Resources in writing within thirty [30] calendar days of occurrence and 
supporting documentation is required to make the necessary change. 

c. Part-time employees who work in positions budgeted for at least 1000 hours or more for at least 1 
consecutive year who are promoted into full-time positions will have the benefits effective date set at 
the date they become full-time. There will not be a 90 day waiting period for these employees to 
participate in benefits that usually have the 90 day waiting period. 
 

2. MEDICAL 

Coverage is available for full-time employees at no cost with coverage for family members being 
available with a contribution from the employee to cover a percentage of the premium cost.  
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3. DENTAL 

Coverage (Base Option) is available for full-time employees at no cost with coverage for family 
members being available with a contribution from the employee to cover a percentage of the premium 
cost. A higher level of coverage is also available (Buy-up Option) for employees and family members.  

4. POST RETIREMENT PARTICIPATION IN INSURANCE BENEFITS  

a. For employees with a hire date prior to September 1, 2000. 

For employees with a hire date prior to September 1, 2000, the City will provide a paid-up life insurance 
policy under the terms-of the existing contract from retirement to the date of death to the extent of 
50 percent of the coverage in effect at the time or retirement, up to a maximum of $20,000.00, to all 
retired employees who either: 

i. Meet the service requirements for vesting in the retirement system in which enrolled; or 

Are accepted for early retirement or disability retirement by the retirement system in which 
enrolled. 

ii. For employees with a hire date prior to September 1, 2000, the City will provide a paid-up 
healthcare insurance policy under the terms-of the existing contract (as negotiated between 
City and provider from time to time) from the date of retirement until such date as each retired 
employee becomes eligible for Medicare coverage to all retired employees who meet the 
criteria outlined in this section. Employees may choose to cover their dependents.  Payments 
for dependent coverage must be made either by mail or online on or before the 1st of each 
month. 

iii. For employees with a hire date prior to September 1, 2000, the above-indicated insurance 
coverage continuation applies only to employees who retire from active employment status 
with the City whether on paid or non-paid status.  Retirement following employment 
separation will not qualify for insurance coverage. 

b. For employees with a hire date on or after September 1, 2000.  

For employees with a hire date on  or after September 1, 2000, the City will provide a life insurance 
policy under the terms-of the existing contract at retirement to the extent of 50 percent of the 
coverage in effect at the time of retirement, up to a maximum of $20,000.00, to all retired employees 
until age 70.  At age 70, the amount of the insurance carried under the City’s group plan will then be 
reduced to $2,000.00.  Coverage will be provided as follows: 

i. Employees, who retire with less than 15 years of cumulative service with the City, must pay 
the full amount of the premium for the insurance coverage elected at the time of retirement. 

ii. Employees, who retire with at least 15 years but less than 20 years of cumulative service with 
the City, must pay a 75 percent portion of the premium for the insurance coverage elected at 
the time of retirement. 

iii. Employees, who retire with at least 20 years but less than 25 years of cumulative service with 
the City, must pay a 50 percent portion of the premium for the insurance coverage elected at 
the time of retirement. 

iv. Employees, who retire with at least 25 years of cumulative service with the City, or under a 
disability, will receive full premium payment on their behalf, by the City, for their individual 
coverage at the primary rate paid by the City.  

v. Retirees covered under the insurance plan will be billed at an amount based upon annual 
renewal premiums. 
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vi. For employees with a hire date on  or after September 1, 2000, the City will provide a 
healthcare insurance policy under the terms-of the existing contract (as negotiated between 
City and provider from time to time) from the date of retirement until such date as each retired 
employee becomes eligible for Medicare based on the following: 

vii. Employees, who retire with less than 15 years of cumulative service with the City, must pay 
the full amount of the premium for the insurance coverage elected at the time of retirement. 

viii. Employees, who retire with at least 15 years but less than 20 years of cumulative service with 
the City, must pay a 75 percent portion of the premium for the insurance coverage elected at 
the time of retirement. 

ix. Employees, who retire with at least 20 years but less than 25 years of cumulative service with 
the City, must pay a 50 percent portion of the premium for the insurance coverage elected at 
the time of retirement. 

x. Employees, who retire with at least 25 years of cumulative years of service with the City, or 
under a disability, will receive full premium payment on their behalf, by the City, for their 
individual coverage at the primary plan rate paid by the City. Employees may choose to cover 
their dependents.  Payments for dependent coverage must be made either by mail or online 
on or before the 1st of each month. 

xi. Retirees covered under the insurance plan will be billed at an amount based upon annual 
renewal premiums. 

xii. For employees with a hire date on or after September 1, 2000, the above-indicated insurance 
coverage continuation applies only to employees who retire from active employment status 
with the City whether on paid or non-paid status.  Retirement following employment 
separation will not qualify for insurance coverage. 

5. COBRA – CONTINUATION OF COVERAGE 

An employee leaving the City’s employ may continue coverage for themselves and their dependents 
under COBRA for up to 18 months.  If the employee is terminated for gross misconduct, the 
continuation may not be offered.  Dependents who lose coverage as a result of a qualifying event (as 
defined by COBRA regulations) may continue coverage for 36 months.  The City does not pay any of 
the costs for continuing health care.  Information on these continuation programs is sent to you and 
your dependents by our third party administrator, as soon as possible after your employment ceases. 
Continuation is available for medical and/or dental.  Human Resources can provide further details. 

6. LIFE INSURANCE 

ACTIVE EMPLOYEES - All regular, full-time employees are enrolled in our Group Life Insurance 
program.  There is currently no cost to active employees for life insurance coverage.  The amount of 
coverage is equal to the employee’s annual salary rounded up to the next whole thousand with a 
maximum coverage of $250,000.00.  The coverage is effective ninety (90) days from your date of 
employment. 

7. RETIREMENT/SAVINGS PLAN BENEFITS 

a. SAVINGS PLAN -- 401(k) 

i. Full-time employees are automatically enrolled in the 401(k) plan upon hire. The 401(k) Plan 
allows full-time employees to make a voluntary, tax-deferred contribution to a savings plan 
that gives employees the ability to invest money for retirement. The City makes a percentage 
based contribution to the employee’s plan. This percentage is determined annually.  For sworn 
police officers, the City contribution is 5% and is mandated by state law. Employees are 100% 
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vested at the time of enrollment in the plan. Maximum individual contribution limits are set 
by the Internal Revenue Service.  

ii. Part-time employees who are in a position budgeted for 1000 hours or more are eligible to 
enroll in the 401(k) plan and make contributions. The City does not contribute to the plan on 
behalf of part-time employees. 

b. PENSION 

All full-time employees and part-time employees in positions budgeted for a minimum of 1000 
hours are automatically enrolled in the North Carolina Local Governmental Employees’ 
Retirement System as a condition of employment.   Employees contribute a percentage of their 
before tax salary to the retirement plan.  The percentage is determined annually by the North 
Carolina Treasurer. The City also makes a contribution to the plan (determined annually).  
 

c. OLD AGE and SURVIVORS’ INSURANCE 

The City, to the extent of its lawful authority and power, has extended social security 
benefits for its eligible employees and eligible groups and classes of such employees. 

8. FLEXIBLE SPENDING PLAN (dependent care) 

The City offers a flexible spending plan. Full-time employees may enroll in this plan to pay for eligible 
expenses incurred while caring for eligible dependents.  This plan allows employees to pay for certain 
dependent care expenses with pre-tax money.  There is an annual limit to this plan. All funds placed 
into the plan must be used during the fiscal year. 

9. EMPLOYEE HEALTH CLINIC 

All active City employees are eligible to visit the employee health clinic regardless of participation in 
City health insurance plans.  The clinic is managed separately from the City’s health insurance plan and 
there is a separate co-payment required.  

10. TIME OFF 
a. VACATION 

i. Full-time employees earn paid vacation time beginning on their first day of work. Although 
full-time employees earn paid vacation time during their probationary period, they may not 
use any of it unless the denial of such absence will create an unusual hardship.  There is no 
limit on the maximum number of vacation days employees may accrue during a calendar year, 
but all unused vacation leave in excess of the two (2) years accumulation will be rolled into the 
employee’s sick time accrual as of December 31st of each year.  Employees may arrange to take 
vacation leave for the amount of time earned, upon request at those times approved by 
his/her department head or supervisor that will least obstruct normal operations of the 
department.  Vacation leave credits cease to accumulate during non-paid time such as leaves 
without pay. 

ii. Upon separation from City employment, an employee will be paid for unused vacation time 
accumulated through the last complete pay period worked provided he/she has been 
employed at least six (6) months.  The maximum amount of final (terminal) vacation pay 
allowable is the equivalent of that earned in a two (2) year period.  Any accumulation over that 
amount should be taken prior to leaving the City’s payroll.   

iii. In an effort to promote wellness, employees may earn 4 hours of vacation time by participating 
in selected annual cancer screenings. 

iv. The rate vacation leave is earned is based upon years of service with the City.   
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VACATION ACCRUALS 

General Employees: Days Earned: Hourly Rate Earned (biweekly) 
Initial employment – 4 years 10 3.08 
Beginning 5 – 9 years 12 3.69 
Beginning 10 – 14 years 15 4.62 
Beginning 15 – 19 years 18 5.54 
Beginning 20th year 21 6.46 
   
Fire Department Full Time Shift Employees   
Initial employment – 4 years 10 4.08 
Beginning 5 – 9 years 12 4.89 
Beginning 10 – 14 years 15 6.12 
Beginning 15 – 19 years 18 7.34 
Beginning 20th year 21 8.56 

 

b. SICK LEAVE 

i. Full-time employees earn sick leave credit at the rate of twelve (12) days per year and part-
time employees earn six (6) days per year, starting with the first complete pay period worked.  
Sick leave must be taken in increments of at least .25 hour (15 minutes).  You may accumulate 
unused sick leave indefinitely.  Accumulation will first appear on your second payroll check 
stub.  You may use sick leave only to the extent earned at any time, providing that you comply 
with the notification instructions provided by your department.  Sick leave credits cease to 
accumulate during non-paid time such as leaves without pay. 

Days Earned Annually Hourly Rate Earned (biweekly) 

General Employees                                     12                                           3.69 
Fire Dept (Full Time Shift Employees)           12                                           4.89 
Part-Time Employees                                 NA                                           1.85  

 
ii. Sick leave can be used for sickness, bodily injury, disability caused by pregnancy or childbirth, 

required physical or dental examinations or treatment, exposure to a contagious disease when 
continuing to work might jeopardize the health of others, illness in the family requiring your 
care or presence, or funeral of a member of the employee’s family (may not exceed three (3) 
consecutive workdays except with the approval of the department head). 

iii. Your department head may require a physician’s certificate concerning the nature of your 
illness and your physical capacity to resume your duties each time you are out of work due to 
illness, with or without pay. 

iv. If you leave City employment, your unused accumulated sick leave will be forfeited.  However, 
if the reason for your separation is other than dismissal and you return to City employment 
within one (1) year of your separation you may be credited with your previously accumulated 
sick leave. If you retire from the City, you will receive one (1) month’s credit for each twenty 
(20) days of unused sick leave from the Retirement System. 

v. Employees absent from work on sick leave are prohibited from working secondary jobs.  

 
c. HOLIDAYS 

i. All full-time employees are entitled to eleven paid holidays per year.  Employees must be in a 
paid status the day before and the day after a holiday to be eligible for holiday pay. The paid 
holidays are as follows: 
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ii. New Year’s Day; Martin Luther King, Jr. Day; Good Friday; Memorial Day; Independence Day; 
Labor Day; Veteran’s Day; Thanksgiving Day and the Friday following; Christmas Day plus one 
day in conjunction as designated by the City Manager. 

iii. If a holiday falls on a Saturday, Friday shall be observed as a holiday and if a holiday falls on a 
Sunday, Monday shall be observed as a holiday.  

iv. Employees who are not generally required to work on holidays shall be entitled to payment at 
their full daily rate for such holidays. In addition, such employees (other than administrative, 
professional or managerial employees) required to work on holidays shall be granted 
compensatory time off within the same pay period or paid such work at their regular rate of 
pay, unless such work qualifies them for overtime pay. 

v. Employees who regularly work nonstandard schedules and whose positions are such that work 
on holidays is regularly expected shall be entitled to payment in an amount equal to eight 
times their hourly rate of pay (multiplied by 1.325 for fire department shift employees), 
regardless of whether such employees actually worked on such holidays. In addition, such 
employees shall also be paid at their regular hourly rate for hours actually worked on such 
holidays. Part-time employees are not eligible for holiday pay. 

 
d. PERSONAL HOLIDAY 

Full time employees are given one (1) personal holiday per calendar year to be taken any time 
during the year.  Department heads are to make every effort to accommodate employee 
requests for time off for this holiday.  Employees must utilize this benefit during the calendar 
year (prior to December 31st). This benefit will be 8 hours of paid time off (10.75 hours for shift 
fire personnel) and must be utilized all at one time.  Any exceptions to the guidelines will 
require pre-approval of the City Manager. 

e. LEAVE OF ABSENCE 

Employees may be granted a leave of absence without pay for up to one year by the City 
Manager upon recommendation of the department head. While on leave without pay 
employees do not accumulate any benefits such as vacation and sick leave credits but will 
retain all unused vacation, sick leave, retirement benefits, and longevity.  The employee is 
responsible for requesting such leaves in writing to the department head.  He/she also is 
responsible for returning at the agreed upon time, or obtaining an approved extension.  Failure 
to do so will be considered a resignation. 

f. MILITARY LEAVE (USERRA) 

i. Any regular employee who enters the United States military service will be granted an unpaid 
leave of absence and reinstatement privileges as prescribed by applicable law, namely the 
Uniformed Services Employment and Reemployment Rights Act (USERRA) of 1994 and the 
Veterans Benefits Improvement Act of 2004. 

ii. Regular non-exempt employees who are members of the National Guard or Armed Forces 
Reserve will be allowed fifteen work days per year military training leave.  The employees will 
be compensated in pay in a manner that will maintain the employee’s salary at the normal 
level during this period.  In other words, the employee can receive his or her city pay if it is 
more than his or her military pay and return the amount of the military pay.  If his or her 
military pay is greater than his or her city pay, the City requires the city pay be returned.  If 
leave is for more than fifteen workdays, you must use annual leave or leave without pay.  
Employees should furnish a copy of their duty orders to their supervisor upon receipt of them.   
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iii. Eligibility 

1. “Military Service” refers to voluntary or involuntary performance of duty with the 
Armed Services or their reserve components, including the Coast Guard, the Army 
National Guard, the Air National Guard, or the commissioned corps of the Public 
Health Services.  Military Leave is available to all full and part-time, non-temporary 
employees, including full or part- time, non-temporary, probationary employees. 

iv. Reinstatement 

1. To qualify for reinstatement, employees must: 
2. Provide their supervisor with written or verbal notice of impending military leave, 

unless such a notice is impossible or unreasonable.   
3. Provide the City with written confirmation of release, under honorable conditions, 

from military service. 
4. Apply for reinstatement within specified time periods, if total, non-exempt military 

leave is less than five years. 
5. Apply for reinstatement by contacting the Department of Human Resources or their 

departmental supervisor in writing by phone, or in person. 

v. Application for Reinstatement 

1. When applying for reinstatement, employees must do so within the following time 
limitations: 

2. If service is less than thirty-one days, employees must report at the beginning of the 
first regularly scheduled workday following release from service, safe travel home and 
8 hours of rest. 

3. If service is between thirty-one days and one hundred and eighty days, employees 
must report no later than fourteen days following release from service. 

4. If service is greater than one hundred and eighty days, employees must report no later 
than ninety days following release from service. 

5. Deadlines for reinstatement application may be extended for a maximum of two years 
for employees who are hospitalized or convalescing from an injury caused by active 
military duty. 

vi. Reinstatement Policy 

1. If employees meet reinstatement requirements, and have served less than ninety-one 
days, the City will restore them to a position that they would have attained had they 
remained continuously employed. 

2. Employees with ninety-one or more days of military service may receive a position of 
comparable seniority, status and pay to that identified in A, above.. 

3. If the returning employee’s skills need upgrading to meet the requirements for a prior 
or promoted position, the City will make reasonable efforts to refresh or update these 
skills.  

4. When an employee with a service-related disability is not qualified to perform the 
essential functions of their job after the City has made reasonable efforts to 
accommodate the disability, the employee may be placed in another position of 
comparable pay, rank and seniority. 

5. Employees who are not qualified for their job, and cannot become qualified after 
reasonable efforts, for reasons other than a service-related disability may be placed in 
a lesser position in terms of status and pay for which they are qualified.  In such a case, 
the employee’s seniority is maintained. 
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vii. Reinstatement Benefits 

1. Employee pension plan accrual and vesting continues during military service as though 
no break in employment has occurred.  The City will make any accrued contributions 
to the employee’s 401a plan after the employee has returned to active employment.  
This would also apply to the City’s 401k contributions for police officers.  The employee 
may elect to make up any employee contributions missed during the military leave.  
Such contributions must be paid into the plan within a period not to exceed three 
times the length of the military leave, up to a maximum of five years. 

2. During the first thirty days of military leave, the City will continue to provide 
health/medical group insurance for the employee. The employee will be billed for 
his/her share of any enrolled dependent’s health/medical coverage.  Employees 
serving for more than thirty-one days may elect to continue health/medical group 
insurance coverage for themselves and any enrolled dependent(s) for up to twenty-
four months.  The cost to the employee is one hundred and two percent of the 
insurance premium.  Upon reinstatement, the employee’s health plan will resume as 
if their employment had not been interrupted. 

3. Employees may elect, but are not required, to use any accrued annual leave or similar 
leave with pay during their military leave.  Annual and sick leave, or any other similar 
paid leave time, will not continue to accrue during the unpaid portion of the military 
leave of absence. 

4. Benefits contingent upon active employment, other than those stated above, or those 
that accrue, or are conferred, by virtue of the passage of time, will not continue during 
an unpaid military leave of absence. 

viii. Protection Against Discharge 

1. An employee who is reinstated under the provision of the USERRA and has service 
thirty-one to one hundred and eighty days cannot be discharged by the City without 
cause for six months following reinstatement.  If the length of military service was 
more than one hundred and eighty days, but less than five years, the employee cannot 
be discharged without cause for one year following reinstatement.  Regardless, no 
employee of the City of Gastonia shall be discharged, or otherwise discriminated 
against, because of any past, present or future military service or obligation to serve.   

g. CIVIL LEAVE 

When called upon to serve on a jury, or to appear in court as a witness for the Federal, State, 
or other governmental body, employees will be granted leave with pay for the period they are 
required to serve unless they are a party in a civil proceeding or a defendant in a criminal 
proceeding.  No charge will be made against accrued vacation leave and there will be no 
deductions made from the employee’s pay in the amount of any fees received unless called in 
connection with their official duties. Part time employees who miss a scheduled work shift due 
to jury duty will be paid for the time they would have otherwise been at work. 

h. EDUCATIONAL LEAVE 

The department head with the approval of the City Manager may grant a leave of absence at 
full or part pay for a period not to exceed sixty calendar days for educational purposes.  Up to 
nine months may be approved by the department head, City Manager and the Council. 

i. VOLUNTARY UNPAID LEAVE 

Full time employees may take voluntary leave without pay up to a maximum of 21 working 
days or (168 hours) annually. This type of leave can be taken all at one time or on several 
occasions.  It must be scheduled in advance and at a mutually convenient time between the 
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employee and supervisor and it must be pre-approved by the Department Head.  In the event 
that more than one employee in the department wishes to be off under this option at the 
same time, senior employees will have first opportunity to utilize the leave.  Employees who 
have accrued their maximum amount of vacation time must utilize any excess vacation time 
before utilizing the voluntary unpaid leave option. Employees will continue to accrue sick and 
vacation time as if they were working. Absences under this option that occur the day before 
or the day after a holiday will not affect the employee’s holiday pay. Employee and family 
insurance coverage will continue during the leave.  Absences under this option will not count 
against employees on their annual performance reviews.   

j. MENTORING LEAVE  

The City shall grant one hour per week of unpaid leave to an employee to participate in school 
mentoring, literacy programs (tutoring or lessons) or guardian ad litem programs. Employees 
must provide a written request for the leave at least 48 hours before the time desired for the 
leave. The City may require that the employee furnish written verification of participation. 

 

11. DONATION OF LEAVE 

To maintain their income when out of work due to a verifiable medical emergency, full-time and part-
time employees who have worked a minimum of 1250 hours immediately preceding the medical leave 
may qualify for sick time donations from other employees.    

                     The complete Donation of Leave Policy can be found in Appendix 4 

12. INTER-AGENCY TRANSFER OF BENEFITS 

In situations where an employee is newly appointed to service with the City, and is coming from 
another city, county, or other state retirement system agency within North Carolina, the employee’s 
sick leave balance, up to the equivalent of six months of accrued sick leave (1040 hours), may be 
transferred from that agency to Gastonia upon receipt of a written certification of sick leave balance 
from the previous employer.  For sick leave to be transferred, the new employee must be considered 
as a transfer by the State Retirement System.  If the new employee has elected to withdraw his or her 
retirement contributions prior to employment with the City, then the transfer of sick leave balance is 
prohibited.  Accumulated annual leave and accrual rates are not transferable from other cities, 
counties, or State of North Carolina agencies. The City Manager or his/her designee must approve any 
exception to this policy. 

13. WORKERS COMPENSATION 

a. The City of Gastonia seeks to ensure the health and safety of employees and the public by ensuring 
that procedures for notification and investigation of accidents/incidents are established and that a 
procedure is in place for managing an injured employee’s return to work. 

b. The City requires managed return to work or modified duty for employees who suffer work related 
injuries or illness. The managed return to work modified duty serves to: 

i. Support employees in their recovery from a work-related injury or illness by providing 
modified work assignments; 

ii. Minimize the amount of absence and resulting impact on both the employees and the 
organization due to work-related injuries or illnesses; 

iii. Return the employee to his or her regular job assignment as soon as possible when released 
by the designated healthcare provider; 
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iv. Help restore the employee to the highest level of physical and mental health possible by 
providing temporary and transitional work positions that are consistent with the physical 
restrictions imposed by the designated healthcare provider. 

c. This policy establishes the procedures for notification and investigation of accidents/incidents resulting 
in an employee injury and the procedures for managed return to work. The policy directs how 
employees and staff initially respond to and report accidents, receive appropriate medical care, and 
safely return to work. The procedures established herein are to be adhered to by employees in all 
Departments. 

The complete Workers Compensation policy can be found in Appendix 5. 

14. FAMILY MEDICAL LEAVE 

a. The Family Medical Leave Act (FMLA) of 1993 requires covered employers to provide up to 12 weeks 
of unpaid, job-protected leave to “eligible” employees for certain family and medical reasons.  
Employees are eligible if they have worked for at least one year and for 1,250 hours over the previous 
12 months.  Leave must be granted for the following reasons: 

i. To care for the employee’s child after birth, or placement for adoption or foster care.  

ii. To care for the employee’s spouse, child, or parent, who has a serious health condition. 

iii. Or for a serious health condition that makes the employee unable to perform their job. 

b. Employees on FMLA will be paid utilizing sick time, vacation time or compensatory time until such paid 
time is exhausted. Compensatory time will be utilized first after which, the employee may choose 
between vacation or sick time or use a combination of these pay types. The employee may be required 
to provide advance leave notice and medical certification.  Taking of leave may be denied if 
requirements are not met.  The employee ordinarily must provide 30 days advance notice when the 
leave is “Foreseeable”.  The City may require medical certification to support a request for leave 
because of a serious health condition, and may require second or third opinion (at the City’s expense) 
and a fitness-for-duty report to return to work.  While on FMLA leave, the employee is responsible for 
payments for any health or dental premiums that they were paying prior to the leave. Upon return 
from FMLA leave, most employees must be restored to their original or equivalent positions with 
equivalent pay, benefits, and other employment terms.   

c. Full-time employees who are out of work under the provisions of Worker’s Compensation, FMLA or 
Leave Without Pay policies due to illness or injury are prohibited from engaging in outside 
employment. 

The complete FMLA policy can be found in the Appendix 6. 

15. EMPLOYEE ASSISTANCE PROGRAM 

The City recognizes that there are times when life and work can be stressful. To assist employees in 
dealing with these times, the City partners with an outside provider to offer access to an Employee 
Assistance Program. The EAP program is a confidential benefit that offers the support and resources 
employees may need to address personal and professional challenges and concerns. Brochures and 
information are available through the human resources department and on the City’s internal website.   

16. EDUCATIONAL ASSISTANCE 

Employees are encouraged to pursue courses or degrees that are either (1) related to the duties of his 
or her current position or (2) enhancements to the employee’s potential for advancement to a position 
within the City to which the individual has reasonable expectations of advancing.  The employee must 
obtain pre-approval before taking the course(s) or working toward a degree if he/she wants to be 
reimbursed for such educational expenses.  There is a $1,000 limit per year per employee.  The money 
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used to fund this program is available on a first come first served basis. This is based upon when 
employees apply for the program at the start of a semester. Employees may be required to repay the 
City, on a pro-rated schedule, if he or she separates from the City within two years of receiving the 
Educational Reimbursement. The amount paid to employees for educational reimbursement and 
completion of a degree depends on the economic climate and the financial condition of the City.   

a. The City recognizes there is an increasing need for a competitive and knowledge oriented workforce. 
Therefore the City encourages the education and development of its employees and will provide 
assistance based on funds available in the form of reimbursement for tuition and other related 
expenses based on the following guidelines.  These guidelines will assure that the maximum number 
of interested employees receive educational assistance during a given fiscal year. 

b. Full-time employees that have successfully completed their probationary status will be eligible to 
participate in the City’s Educational Assistance Program.   The employee must have completed his/her 
probationary period prior to beginning the course for which he/she is requesting reimbursement. 

c. Provisions: 
i. Employees who are required to take mandated courses related to their work will have the 

cost of the courses paid at 100% through the Department's Travel and Training Policy. This 
program will be separate and distinct from the City's Educational Assistance Reimbursement 
Program. 

ii. Educational assistance may also be provided to eligible employees who voluntarily pursue 
courses of study through accredited institutions recognized by the U.S. Department of 
Education, which the City determines to be related to the employee's present job. As funds 
are available, this assistance will be provided as reimbursement for tuition and related 
expenses. 

iii. An employee who seeks educational assistance should submit a pre-approval request to his or 
her Department Head prior to beginning the course. This request should be approved by the 
Department Head, the appropriate Assistant City Manager or City Manager, and the Director 
of Human Resources prior to beginning the courses.  If an eligible employee fails to submit a 
pre-approval request prior to completing the course, his/her request will be considered after 
processing all other requests that included an approved pre-approval.   

iv. Department Heads will consider the following factors in evaluating requests for educational 
assistance: 

1. The nature and purpose of the course of study; 
2. The benefits to be derived by the employee and the City; 
3. The employee's level of responsibility and length of service; and 
4. Any potential lost time or productivity while the employee attends the program. 

v. Employee reimbursement for eligible educational assistance will be provided based on a 
grade “C” or better or on a satisfactory completion of a “pass-fail” course.  

vi. Employees receiving reimbursement from any outside sources, such as the Veterans 
Administration or scholarships must apply these sources first, and then coordinate with the 
City's assistance plan. 

vii. Educational reimbursement will apply to approved diplomas, undergraduate degrees, and 
graduate degrees progressively. It will not be authorized to obtain additional degrees at the 
same or lower level unless approved due to the expected value added for the employee’s job 
performance. Individual courses which may not be part of a degree program may be approved 
if determined by management to provide value to the City through improved performance for 
the employee’s current position.  
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viii. Employees seeking reimbursement for educational expenses must submit, within 60 days of 
class completion, certified transcripts of their grades and receipts for the expenses incurred. 
The City will then reimburse employees for the cost of tuition, textbooks, registration, and for 
laboratory and library fees up to a total inclusive maximum of $1,000 (subject to change 
depending upon fiscal conditions) per eligible employee per fiscal year.  

ix. Employees who are terminated during enrollment because of a reduction in force or 
elimination of their job, or who are unable to complete an approved course because of transfer 
within the City, will be reimbursed for approved costs incurred up to the date of termination 
or transfer. Employees who, prior to completing the approved course, voluntarily leave the 
City or are terminated for reasons other than those listed above will not be reimbursed for the 
expenses associated with the course(s). 

x. Employees seeking reimbursement for educational expenses must agree in writing to repay 
the City if they leave the City voluntarily or are dismissed within one year from the date of 
reimbursement. 

xi. Employees are expected under normal circumstances to schedule class attendance and the 
completion of study assignments outside of their regular working hours. The City Manager or 
his designee must approve any exception to this policy in advance. It is expected that 
educational activities will not interfere with the employee's work, and marginal or 
unsatisfactory job performance during enrollment may result in forfeiture of educational 
assistance and disciplinary action up to and including termination. 

xii. Records of all educational reimbursement courses completed by employees will be 
maintained by the Human Resources Department. 

17. COLLEGE DEGREE ATTAINMENT BONUS 

Any employee who completes an Associate, Bachelor’s, or Master’s degree will receive a one-time 
bonus of $500. An employee who receives a degree attainment bonus shall reimburse the City for the 
full amount if they leave the City voluntarily or are dismissed within one year from the date of the 
bonus being paid. 

18. PROFESSIONAL MEMBERSHIPS 

To assist employees in developing themselves in their careers, some employees may wish to join 
and/or maintain membership in a professional or trade association.  Employees may be eligible for 
reimbursement of fees for such memberships with department head approval. 

 

SECTION III EMPLOYEE RELATIONS 
1. PERFORMANCE EVALUATION 

The continued success of any organization depends upon the contributions of its employees. To help 
employees understand how they are expected to perform, determine when they are not and provide 
an opportunity for them to improve, all regular full-time and part-time employees will receive a formal 
written evaluation of his/her performance at least once a year. Performance evaluations may be linked 
to pay increases as determined by economic conditions of the City and regulations regarding pay 
increases in effect at the time of the evaluation.  The performance evaluation process allows 
supervisors to develop plans for improvement in areas requiring such measures.  Even though past 
performance evaluations are reviewed and considered, the most recent performance evaluation has 
the greater influence on promotions, demotions, transfers, special assignments and other personnel 
actions.  Performance evaluations may also be conducted at the end of an employee’s probationary 
period or following a period designated as part of a performance improvement plan. 
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2. PROGRESSIVE DISCIPLINE  

a. Because the City aspires to high standards of performance and behavior from its employees, it has 
established a progressive discipline policy.  This policy is intended for guidance and does not entitle 
employees to progressive discipline in all situations.  This discipline policy does not alter the at-will 
nature of employment. 

b. Whenever practical, before disciplinary action is taken, an employee should be counseled that a 
particular course of conduct or pattern of performance will result in disciplinary action and efforts 
should be made to assist the employee in improving that conduct or performance.  

c. When employees have engaged in unsatisfactory conduct the City may follow progressive disciplinary 
steps to help correct such conduct or behavior.   

3. DISCIPLINARY PROCEDURES  

a. A disciplinary action is one that impacts adversely upon an employee and that is taken in response to 
the conduct of that employee, except that the denial of any merit increase, promotion or advancement 
shall not be regarded as disciplinary action. Disciplinary actions may range in seriousness up to and 
including dismissal.  

b. A progressive disciplinary procedure will normally be followed when practical depending upon the 
individual circumstances and the severity of an offense. Before any discipline is imposed, an employee 
shall be informed by his department head of the nature of the discipline, the reasons for it and the 
date the discipline becomes effective.  

c. The progressive disciplinary process includes, but is not limited to, the following actions: 

i. Verbal Warning – Typically the first step in a formal disciplinary process, this step will describe 
specific examples of the unsatisfactory conduct or behavior and make suggestions for 
improvement, usually within a given time frame.   

ii. Written Warning – Used for behavior or violations which are considered serious enough to be 
warranted without a verbal warning or where a verbal warning has not helped to change 
unacceptable behavior.  An employee should recognize the serious nature of a written 
warning. 

iii. Suspension – Unpaid time away from work, typically to progress from 1 day to 3 days 
dependent upon the violation(s).   

iv. Dismissal – Termination of an employee for serious breaches of policy, responsibility, 
unsatisfactory performance or misconduct.  

d. Certain actions or types of misconduct are sufficiently serious that some or all of the steps in the 
progressive discipline process may not be followed.  

e. Disciplinary actions may be appealed directly to the City Manager through the Human Resources 
Director.  The decision of the City Manager or his/her designee is final. 

f. Disciplinary Action Forms will be retained indefinitely in the affected employee’s personnel file.  
However, there is usually a one-year limit for disciplinary action consideration.  This means that if an 
employee has a clear record for one year, then prior disciplinary actions should not normally be 
considered when current discipline is required.  

4. DISCIPLINARY ACTION POLICY 

a. Disciplinary action may be taken against an employee by that employee's department head, except 
that only the manager may dismiss an employee or suspend an employee without pay for more than 
15 consecutive calendar days.  
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b. Disciplinary action may be taken against an employee for any reason deemed sufficient by the 
employer. 

c. Without limiting the generality of subsection (b), disciplinary action may be taken against an employee 
if he or she: 

i. Has been convicted of a felony, or of a misdemeanor involving improbity. 

ii. Willfully violates the laws of the United States, the State of North Carolina, the ordinances of 
any city, county, or municipality of the state, or any city rules and regulations.  

iii. Violates any of the personnel regulations of the City. 

iv. Is offensive in his conduct or language in public, or toward the public, City officials, or fellow 
employees, either on or off duty.  

v. Violates any lawful official regulation or order, or fails to obey any proper direction made and 
given by a superior. 

vi. Is dishonest in dealing with or makes dishonest statements about customers, vendors, 
officials, supervisors, or fellow employees.  

vii. Is incompetent or inefficient in the performance of duties. 

viii. Is careless or negligent with monies or other property of the City or takes any property of the 
City for personal use or for sale or gift to others.  

ix. Has used or threatened to use or attempted to use personal or political influence in securing 
promotion, leave of absence, transfer, change of pay rate, or in any matter related to his work.  

x. Induces or has attempted to induce an officer or employee in the service of the City to commit 
an unlawful act or to act in violation of any lawful or official regulation or order.  

xi. Abuses sick leave. 

xii. Absence from work for three or more consecutive workdays without notification to supervisor; 
excessive absenteeism; unreported or unexcused absences.  

d. Whenever practicable, before disciplinary action is taken, an employee should be counseled that a 
particular course of conduct or pattern of performance will result in disciplinary action, and efforts 
should be made to assist the employee in improving his conduct or performance.  

e. Before any discipline is imposed, an employee shall be informed by his department head of the precise 
nature of the discipline, the reasons for it, and the date and time the discipline is to become effective. 
Whenever practical this notification shall be given in writing before the discipline is imposed, and if 
this is not possible, then this written notification shall be given to the employee as soon thereafter as 
feasible.  

f. A department head shall provide an employee with at least three days' notice before proposed 
disciplinary action is to take effect, unless the department head determines that any delay in the 
imposition of discipline would diminish its effectiveness or would be detrimental to the City, City 
employees, or others.  

g. A department head may recommend to the manager that disciplinary action that is solely within the 
prerogative of the manager (including dismissal) be taken. Such a recommendation shall be made in 
writing and a copy shall be given to the affected employee. If the recommendation is for dismissal, it 
shall contain a proposed dismissal date, which shall be not less than two weeks after a copy of the 
recommendation is furnished to the affected employee.  

h. If a department head suspends an employee without pay (for up to 15 consecutive calendar days) and 
recommends to the manager that the employee be dismissed, the manager may, upon the 
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recommendation of the department head, continue the suspension without pay pending the outcome 
of the appeal (if any). The manager shall notify the employee and the department head in writing at 
the earliest possible time that the suspension is being continued.  

i. An employee may appeal any disciplinary action or proposed disciplinary action to the manager. The 
appeal may be decided by the manager or his/her designee after a review of any written documents 
submitted by the appellant and the department head who imposed the discipline, or at the request of 
the appellant, department head, or manager a hearing shall be held by the manager or his/her 
designee.  

j. An appeal must be perfected within three workdays after the employee receives notice of the 
proposed disciplinary action, or if the disciplinary action becomes effective immediately, within three 
workdays after such disciplinary action becomes effective. An appeal is perfected by filing with the 
manager a written notice of appeal briefly stating the action appealed from and the reasons for the 
appeal. A copy of this notice of appeal shall be furnished to the department head imposing or 
recommending the discipline.  

k. If the discipline has not taken effect at the time an appeal is perfected, then the appeal stays the 
disciplinary action until after the appeal is decided.  

l. An appeal shall be considered by the manager or his/her designee at the earliest convenient time but 
not later than 15 days after the appeal is filed. If a hearing is requested, the employee shall be given 
at least three days' notice of the date, time and location of the hearing.  

m. If a hearing is requested, then unless the appellant is a department head, the department head shall 
present the reasons why the discipline is justified. The employee shall then have an opportunity to ask 
questions, present evidence, or otherwise attempt to convince the manager that the disciplinary action 
is not justified. When the appellant is a department head, the manager shall present to the department 
head the reasons for discipline, and the department head shall then have any opportunity to respond 
in the same manner as other appellants.  

n. The appellant may be represented by counsel. 

o. The manager or designee shall decide the appeal as expeditiously as possible. In particular, every effort 
shall be made to decide any appeal of disciplinary action that has not yet taken effect before the 
proposed effective date of such action.  

p. The manager, or designee may take any action with respect to disciplinary appeals deemed 
appropriate, including, but not limited to, increasing and decreasing the disciplinary sanction. The 
manager or designee shall inform the appellant in writing of this decision and the reasons for it. The 
decision shall be final.  

q. If an employee has been suspended without pay and the manager or designee finds the suspension to 
have been unwarranted, then the employee shall be entitled to receive lost wages and benefits.  

R. The manager may take disciplinary action against or impose administrative leave (with or without pay) 
upon department heads. In taking such actions, the manager shall be guided to the extent feasible by 
the procedures set forth in this article for disciplinary actions or non-disciplinary suspensions initiated 
by department heads. 

s. All disciplinary processes apply to policies in this manual as well as any policies of individual 
departments. 

5. ADMINISTRATIVE LEAVE 

a. With the approval of the City Manager, a department head may impose administrative leave (with or 
without pay) on any employee who has been accused of some action which, if the accusation is 
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substantiated, would constitute a cause for disciplinary action. There may be no appeal from a non-
disciplinary suspension.  

b. If administrative leave is imposed, the employee shall be notified in writing that the suspension is non-
disciplinary and temporary in nature (for example, pending the outcome of an investigation). 
Additionally, the employee will be told what the accusations or allegations are that triggered the 
suspension and why a suspension has been imposed in the particular case. If the allegations or 
accusations are the subject of an internal investigation, such investigation shall be completed within 
90 days of the commencement of the suspension unless prevented by events beyond the control of 
the City. If it is determined (through criminal trial, internal investigation or otherwise) that the charges 
are not substantiated, then the employee shall be reinstated with full recovery of any lost wages or 
benefits.  If it is determined that the charges are substantiated, then appropriate disciplinary action 
may be taken in accordance with City policy. If an employee has been suspended without pay pending 
the outcome of the investigation and the employee is not dismissed and the discipline imposed is less 
severe than the suspension without pay the employee has already experienced, the employee may be 
entitled to partial recovery of lost wages or benefits according to the discipline imposed. 

6. GRIEVANCES 

Please note that the City’s willingness to engage in this procedure in no way modifies the City’s at-will 
employment policy.  

a. A grievance is a claim or complaint 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 involve alleged safety or 
health hazards, unsatisfactory physical facilities, surroundings, materials or equipment, unfair or 
discriminatory supervisory practices, unjust treatment by fellow workers, unreasonable work quotas, 
or any other grievance relating to conditions of employment. However, a particular disciplinary action 
shall not be regarded as the basis for a grievance.  

b. It is the City’s intent to provide an effective way for employees to bring problems concerning their 
well-being at work to the attention of the City’s management.  The purpose of this grievance procedure 
is to: 

i. Provide employees a procedure by which their complaints can be considered rapidly, fairly, 
and without reprisal. 

ii. Encourage employees to express themselves about the conditions of work which affect them 
as employees. 

iii. Promote better understanding of policies, practices, and procedures that affect employees. 

iv. Instill in employees confidence that personnel actions are taken in accordance with 
established, fair, and uniform policies and procedures. 

v. Develop in supervisors a greater sense of responsibility in their dealings with employees. 

c. Procedures 

i. When an employee or group of employees has a grievance, the following successive steps are 
to be taken. The number of days indicated at each level should be considered as the maximum 
number of working days unless otherwise provided. However, when mutually agreed upon, 
the time limits given below may be extended. 

1. The employee with a grievance shall present the matter orally or in writing to his 
immediate supervisor within 30 days of the time the employee learns of its 
occurrence, with the objective of resolving the matter informally. The supervisor 
should and is encouraged to consult with any City employee or officer deemed 
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necessary to reach a correct, impartial, and equitable determination and shall give the 
employee an answer as soon as possible but within three working days. The grievance 
and answer shall be reported to the supervisor's immediate superior. 

2. If the grievance is not resolved during step (1), the employee or group of employees 
may file the grievance in writing within ten working days with the department head, 
who shall hear the grievance within three working days and render a decision in 
writing within a maximum of three working days. If the supervisor with whom the 
informal grievance is filed under step (1) is a department head, the department head 
need not hear the grievance again, but the grievance and the department head's 
response should be stated in writing. 

3. If the grievance is not resolved to the satisfaction of the employee or group of 
employees, they may ask within ten working days that the written grievance presented 
in step (2) be referred to the manager. The manager shall arrange a time to hear the 
grievance and shall respond in writing within 15 days. The manager may delegate all 
or part of his/her responsibilities under this subdivision to his/her designee and may 
adopt their recommendation, in whole or in part, as his own. In any case, the 
manager's decision shall be final. 

4. If a grievance involves an allegation of discrimination in violation of the City's equal 
opportunity policy, the department head shall forward a copy of the written grievance 
and the department head's decision to the equal employment officer for his review. 

7. NAME CLEARING 

a. When any City employee is terminated or demoted and the employee contends that, in relation to the 
termination, false stigmatizing statements about the employee have been or may be made public, the 
employee may request a name-clearing hearing under the circumstances set forth below. The purpose 
of the hearing is to afford the employee

 
an opportunity to clear his/her name by responding to the 

statements. These procedures will not serve as an appeal of any disciplinary action or to gain 
reinstatement to City employment.  Every City department must follow the procedures described in 
this policy.  

b. Non-probationary employees who are disciplined or terminated will continue to have appeal rights as 
established by applicable City Code or City policy provisions. 

c. When a Name-Clearing Hearing Must be Offered: 

A name-clearing hearing must be offered whenever the following three conditions are met: (1) an 
employee is terminated or demoted; (2) the employee contends that false, stigmatizing statements 
have been placed in his/her personnel file or otherwise could be made public, and the alleged 
statements involve the employee’s deliberate fraud, or dishonesty, or imply the existence of serious 
character defects such as dishonesty or immorality; and (3) the employee asserts that the statements 
are untrue.  

d. When a Name-Clearing Hearing Is Not Warranted:  

A name-clearing hearing is not required every time an employee is terminated or demoted. Such a 
hearing is required only when any statement relating to the termination “stigmatizes” the employee’s 
reputation, and the employee asserts that the statements are false. A statement is “stigmatizing” if it 
involves allegations of dishonesty, immorality or other conduct that may damage the employee’s 
reputation among associates and impair his/her ability to obtain other employment. Examples of 
stigmatizing statements include falsifying records, misappropriating City property or funds, mental 
instability or statements that the employee is untruthful, untrustworthy, and unethical or is 
demonstrative of poor judgment, or has committed a crime or other immoral act. 
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e. Required Notice to Employees 

When an employee is terminated or demoted, and the termination or demotion warrants a name-
clearing hearing, the department wherein the employee is terminated must notify the employee in 
writing that a name-clearing hearing will be arranged if the employee requests it. The employee should 
sign his/her copy of the notification if it is presented personally. When the notification and the Notice 
of Disciplinary Action form are not presented personally, the document must be sent to the employee 
by certified mail. The department must provide a copy of the notification and Notice of Disciplinary 
Action to the Human Resources Department as soon as possible after the employee signs the notice 
(or returns it to the department if it was mailed). The department also must present personally or mail 
a REQUEST FOR NAME-CLEARING HEARING form and a copy of this policy to the employee at the same 
time that the notification statement is presented in person or mailed to the employee.  

f. Request for Hearing  

A request for a name-clearing hearing must be filed by the employee by indicating such on the Request 
for Name-Clearing Hearing form and submitting same to the City’s Human Resources Director within 
three (3) workdays from the effective date of the demotion or termination of employment. The 
request for a name-clearing hearing does not stay the demotion or the termination.  An employee’s 
failure to request a hearing in a timely basis shall be considered as a waiver of the employee’s rights 
under this policy. The  employee requesting a name-clearing hearing must identify in writing (1) the 
statements that he/she contends are false and stigmatizing to his or her reputation, and (2) the manner 
in which the false statements were made public or likely to be made public. 

g. Recording of Hearing 

The City will arrange for the hearing to be recorded.  A copy of the hearing shall be made available to 
the employee, at his or her request, in a CD format, or other appropriate media at no cost.  

h. Location of Hearing 

The requested name-clearing hearing shall be held at a location, date and time as scheduled by the 
Director of Human Resources or his designee. 

i. Selection of Hearing Officer 

The City Manager shall designate, for each hearing, the individual who will serve as the hearing officer. 
A supervisor of the terminated employee shall not serve as the hearing officer.  

j. The Hearing  

i. Upon receipt of an employee’s timely request for a name-clearing hearing, the Director of 
Human Resources or his designee shall schedule a hearing within thirty (30) calendar days. The 
employee shall be given at least three (3) calendar days’ notice of the date, time, and location 
of the hearing. 

ii. The conduct of the hearing shall be informal. The hearing will not consist of or result in the 
formulation of any conclusions or the reevaluation or nullification of any particular 
employment action or any recommendations in that regard. The sole purpose of the hearing 
is to provide an opportunity for an employee to clear his/her name. The employee shall be 
allowed to present testimony, documents and/or witnesses to support the employee’s 
allegations that the statements in question are false.  The employee also may be represented 
by counsel at his or her own expense.  

k. Statement that Hearing was Held:  
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A record of the hearing in CD format or other appropriate media shall be placed inside of the affected 
employee’s personnel file along with the following statement signed by the Director of Human 
Resources, who maintains custody of such files:  

 

It is hereby certified that on _________, a name-clearing hearing was held at the request of _________.  
This file contains a record of the proceedings of the hearing with _________ serving as the hearing 
officer. 

 

 

Director of Human Resources:  __________________________________ 

 

Date:  ____________________________  



35 
 

SECTION IV GENERAL WORKPLACE POLICIES 
1. CODE OF ETHICS 

As public officials, City employees are charged with upholding the trust of the citizens of the City of 
Gastonia, obeying relevant laws and acting with integrity in all matters related to representing the City 
government.   

CODE OF ETHICS POLICY: 

a. Standards of Conduct for Public Officials and Employees adopted pursuant to G.S. 160A-86 
b. It is the obligation of every public official and employee to support the Constitution of the United States 

and the Constitution of the State of North Carolina.  (Oath of Office and Gastonia Code of Ordinances 
4-81) 

c. Public officials should take care to obey all laws that apply to their official actions.  They should be 
guided by the spirit of the law as well as the letter. 

d. The laws of the Nation, State and Municipality shall be impartially administered.  No public official or 
employee shall grant any special consideration, treatment or advantage to any citizen beyond that 
which is available to every other citizen except by due process of law.  (G.S. 160A-146) 

e. Public officials and employees should act with integrity, free from improper influence as they exercise 
the functions of their office or position.   

f. Elected officials should use their best independent judgment when carrying out the duties of their 
office, while recognizing that they are part of a larger group. They should never lose sight of the fact 
that they are not generally authorized to act on behalf of the City Council.  The City Council must take 
official action as a body. 

g. Every citizen shall receive a fair and impartial hearing on any matter coming before the City Council, 
its appointed agencies or any employee of the City.  No public official or employee shall make any 
promise or pledge to any person concerning any matter to be heard before a public official or employee 
except upon fair, impartial and final hearing thereof.  

h. The conduct of public business shall be free of any hidden personal or financial interest of any public 
official or employee.  No public officials or employees shall advocate in any public meeting or private 
discussion any matter in which they have a personal or financial interest except upon full and timely 
disclosure of the interest. (G.S. 14-234) 

i. It is the obligation of every public official to faithfully discharge the duties of office. Public officials 
should be faithful in their attendance at meetings and in their preparation for meetings.  Public officials 
shall make full and timely disclosure of any personal or financial interest which they have in any matter 
of public business to be transacted before them. (G.S. 160A-75) 

j. The conduct of public business shall be free of any influence arising from gifts, favors or special 
privileges.  It is the obligation of every public official and employee to refuse personal gifts, favors or 
special privileges in every instance where such public official or employee reasonably believes such 
gift, favor or special privilege would not have been extended but for the position of such public official 
or employee, or where there exists a reasonable belief that the giver’s interests are likely to be affected 
by the actions of the public official or employee, or where the gift is or may reasonably be considered 
to be designed to influence the actions of the public official or employee.  No public officials or 
employees shall seek personal or financial advantage by means of their public office, appointment or 
employment.  (G.S. 133-32) 

k. The use of public trust for private gain is inimical to good government.  No public official or employee 
shall violate the provisions of North Carolina General Statutes Section 14-234.  No public official or 
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employee shall use confidential or advance information obtained by virtue of public office, 
appointment or employment for personal or financial advantage.  (G.S. 14-234). 

l. Overall, public officials should avoid impropriety in the exercise of their official duties.  A public official 
is acting with impropriety if a reasonable person who is made aware of the totality of the official’s 
actions would conclude that it was more likely than not that the behavior did not befit someone in the 
public official’s position.  

m. It is the obligation of every public official and employee to carry out the lawful orders and policies of 
the City Council.  No public official or employee shall knowingly take any action inconsistent with the 
lawful orders or policies established by the City Council.  No public official or employee shall knowingly 
take any action which would be detrimental to the best interest of the City. 

n. City Council members and other public officials should conduct the affairs of the City in an open and 
public manner. They shall comply with all applicable laws governing open meetings and public records. 
Public officials and employees should avoid unjustified delay in fulfilling public records requests. 

2. RESIDENCY REQUIREMENTS 

a. There are currently no residency requirements for positions at the Department Head level and below. 
The City Manager is required to live within the City limits of Gastonia and Assistant City Managers may 
be required to live within the City limits.  

b. Those individuals who occupy positions appointed by City Council are required to live within the City 
limits of Gastonia. Within one month of date of hire, Police Officers must live within a 30 mile radius 
from the city limits. 

c. The City Manager has the right to negotiate terms of employment, including residency requirements, 
for positions whose incumbents would otherwise not be required to live or move within the City limits 
of Gastonia.  Some factors affecting the decision to compel one to live or move within the City limits 
are concerns related to public safety and the health and well-being of the public. 

3. SAFETY 

a. A safe work environment is an important and integral part of your job with the City and is the shared 
responsibility of all City employees.  The City strives to protect employees from injury by providing safe 
working conditions, proper equipment and tools, and establishing safe methods and procedures under 
the guidelines of the City’s Safety Program in conjunction with the Occupational Health and Safety 
Administration (OSHA) rules and regulations. 

b. All employees are required to: 

i. Exercise maximum care and good judgment at all times to prevent accidents and injuries;  

ii. Report any unsafe working conditions, unsafe practices or unsafe equipment to their 
supervisor; 

iii. Use equipment only as directed and use proper safety equipment at all times; and  

iv. Report ALL injuries and accidents, no matter how minor, to their supervisor.  Failure to report 
injuries caused by accidents on the job could result in the loss of benefits under the Worker’s 
Compensation program.  

v. All workplace accidents will be subject to post accident drug and/or alcohol testing.  

The complete Safety Discipline policy can be found in Appendix 7. 

4. CITY DRIVER QUALIFICATIONS 

Motor Vehicle Reports (MVRs) will be examined prior to the start of employment and are subject to 
be examined at a minimum of annually thereafter. Any job offer made to a candidate for a position 
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with driving duties shall be contingent upon an MVR meeting the minimum required standards as 
outlined in the City Driver Qualifications policy. 

      The complete City Driver Qualification policy can be found in Appendix 8. 

5. BLOOD BORN PATHOGEN EXPOSURE AND REPORTING 

Bloodborne pathogens are infectious microorganisms, such as viruses and bacteria, which can be 
found in human blood that can cause disease in humans. These pathogens include, but are not limited 
to, hepatitis B (HBV), hepatitis C (HCV) and human immunodeficiency virus (HIV) and are spread from 
one person to another thorough contact with infected bodily fluids. Exposure to blood and other bodily 
fluids can occur across a wide variety of occupations. Employee can be exposed to blood through 
needle stick and other sharps injuries, mucous membrane, and skin exposures.  Employees should take 
all precautions to avoid and/or prevent exposures are required to report any such exposure to their 
supervisor and the employee health nurse immediately.  

The complete Blood Born Pathogen policy can be found in Appendix 9. 

6. SMOKING 

a. The City is committed to providing a safe and healthy workplace and to promoting the health and well-
being of its employees. Smoking and second-hand smoke has been determined to be hazardous to 
human health.  Motivated by the desire to provide a healthy work environment, the City has 
designated that City owned buildings and vehicles will be designated as NO SMOKING areas for 
employees and the public. 

b. Smoking, vaping, or the use of an electronic device that vaporizes a liquid in which a user inhales will 
be allowed in outdoor areas only. Employees may use authorized break times for smoking. Smokers 
are responsible for the proper disposal of smoking materials. 

c. City Department Heads are responsible for seeing that appropriate NO SMOKING signs are placed 
within their respective areas and making the determination, if necessary, as to where outdoor smoking 
areas will be in their respective areas. 

d. On the job use of smokeless tobacco, snuff, etc., will be allowed only to the extent that appropriate 
levels of hygiene, safety, public appearance or other job related rules are not jeopardized.  If any 
employee’s use is reasonably determined to be offensive to the public or other employees, the City 
Manager or appropriate department head may ban its usage during working hours. 

e. Employee violations will be handled through the City’s existing disciplinary procedures.  Department 
heads will be responsible for soliciting compliance by the public. 

7. FIREARMS 

No City employee, with the exception of sworn regular or special police officers may carry or possess 
any firearm or firearm type device during working hours or in City uniform or in City vehicles or on City 
premises. The City will not prohibit employees who may possess a firearm lawfully from storing a 
lawfully possessed firearm in a locked personally owned vehicle within the trunk, glove compartment 
or other enclosed compartment within the vehicle while the vehicle is on City premises or other 
parking area owned by, leased by or otherwise controlled by the City.  At no time will the employee 
remove the firearm from the vehicle while on City premises. 

8. WORK SCHEDULES 

a. The normal schedule for City employees is 40 hours within a workweek. Shift employees within the 
fire department are normally expected to work an average of 53 hours within a workweek.  

b. Unless otherwise established the standard work schedule for City employees shall be 8:00 a.m. through 
5:00 p.m., Monday through Friday, with one hour off for lunch each day. These hours are subject to 
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change as determined by each department head based upon the needs of the department. It is 
expected that employees within the police, fire, public works, utilities, transit and some other 
departments may operate on nonstandard work schedules. Part-time employee’s hours will vary but 
should not exceed 1499 hours.  Seasonal employee’s hours will also vary.  

c. The City Manager may authorize one or more department heads to establish, with the manager's 
approval, work schedules for some or all employees within a particular department that differ from 
the standard work schedule when such a nonstandard work schedule is deemed by the department 
head in question to be necessary or desirable to further the objectives of the department or to 
complete the work of the department more effectively or efficiently. 

9. STRIKES OR WORK STOPPAGES 

The State of North Carolina prohibits strikes or work stoppages by public employees.  No employee 
may authorize, instigate, attempt to instigate, participate in or give leadership to any strike, work 
stoppage, or other concerted effort to slow down, stop, or disrupt the normal work of any City 
department or division or any group of City employees. 

10. POLITICAL ACTIVITY 

a. 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 of 
America. However, no employee may: 

i. Hold an elective partisan political office; 

ii. Engage in any political or partisan activity while on duty; 

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

iv. Be required as a duty of employment or as a condition for employment, promotion, or tenure 
of office to contribute funds for political or partisan purposes or to belong to any political 
party; 

v. Coerce or compel contributions for political or partisan purposes from another employee of 
the City; or 

vi. Use any supplies or equipment of the City for political or partisan purposes. 

11. USE OF CITY PROPERTY 

a. Vehicles, equipment, tools, materials and supplies that belong to the City may not be used or removed 
from City property except in the conduct of official business.  

b. Use of City vehicles shall be governed by the following: 

i. City vehicles are to be driven only by City employees unless otherwise specified by the City 
Manager. City vehicles are to be used exclusively for City business, except that, with the 
approval of the Manager, vehicles may be taken home when doing so is in the best interest of 
the City. At no time, however, should a City vehicle be used to conduct personal or family 
business or pleasure. 

ii. Employees who are assigned a City vehicle, either permanently or temporarily, are to operate 
and care for the vehicle in the same responsible way that they care for their own vehicles. Any 
accident involving a City vehicle shall be reported immediately in accordance with established 
procedures. 
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iii. Unauthorized passengers such as hitchhikers, family, friends or other parties not directly 
related to City business are not allowed in City vehicles. The purpose of this exclusion is not 
only to prevent unauthorized people from riding in or driving City vehicles but also to prevent 
the City from being subjected to the danger of increased liability from people not employed or 
associated with the City. 

12. INFORMATION SECURITY 

The City of Gastonia relies on a variety of technological resources to assist in all areas of operations. 
Employees who will have access to these resources are expected to utilize them in an appropriate and 
professional fashion. Access and use of these materials, resources and information is provided 
primarily for business-related purposes.  A reasonable amount of personal use may be allowed as long 
as such use does not violate this policy. These materials and resources include but are not limited to: 
Computers, telephones, office equipment, internet access, email and a variety of computer software 
applications.  

The complete Technology Resources and Communication Systems Use policy can be found in Appendix 10. 

13. SOCIAL MEDIA 

The City of Gastonia’s Social Media Policy is a code of conduct that provides guidelines for employees 
who post content on the Internet in their official or personal capacity.  

The complete Social Media Usage policy can be found in Appendix 11. 

14. GIFTS/FAVORS 

a. No official or employee may accept any gift, favor, or thing of value from any person who, to the 
knowledge of the official or employee, is interested directly or indirectly in any manner whatsoever in 
business dealings with the City, or who stands to derive some financial benefit by any action or decision 
of the City, under circumstances where such acceptance may have or may reasonably appear to have 
a tendency to influence that official or employee in the discharge of duties. 

b. No official or employee may grant in the discharge of duties any improper favor, service, or thing of 
value. 

c. No official or employee may use his position with the City to secure a contract for the purchase of 
goods or services from any firm or organization in which he has a direct financial interest. 

d. No elected official may be employed by the City in any capacity. If an employee is elected or selected 
to an official position, then he or she forfeits his or her employment with the City upon assuming that 
office. 

15. OUTSIDE EMPLOYMENT 

a. City employees may engage in other gainful occupations so long as such outside work does not conflict 
with or impair in any way the employee's performance of City-related duties. The use of City tools or 
equipment is considered a conflict and is prohibited.  

b. Employees may not solicit or conduct any outside business during paid working time.  
c. Outside employment will not be considered a valid excuse for poor job performance, absenteeism, 

tardiness, leaving early, refusal to travel or refusal to work overtime or refusal to work hours outside 
the employee’s normal work hours.  

d. Employees who have outside employment may not use paid sick leave to work the outside job. 
Fraudulent use of sick leave for this purpose will result in disciplinary action up to and including 
termination.  Additionally, leave without pay to engage in outside employment will not be approved.  

e. The Police Department and some other departments may have specific policies regarding off-duty or 
other outside employment. Employees of those departments should refer to their department policies 
for guidance on outside employment. 
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16. PARKING 

The City of Gastonia provides parking facilities for its employees.  You may be required to obtain and 
display an appropriate parking permit.  Your supervisor or any member of the Human Resources 
Department will advise you of the Parking Permit requirement, if any, in your department/division. 

17. INCLEMENT WEATHER 

a. All City employees are required to perform their job duties regardless of weather conditions.  Only the 
City Manager is authorized to shut down City operations due to hazardous weather conditions.  When 
an employee is not able to report to work due to inclement weather (except those employees who are 
required to work due to condition of employment) they should use accrued vacation or comp time.  If 
no paid leave time is available then the employee will not be compensated. 

b. Employees are required to contact their supervisor or another designated City employee to inform 
them if they are unable to come to work due to inclement weather. 

18. DRESS CODE 

a. It is the policy of the City of Gastonia that each employee’s dress, grooming, and personal hygiene 
should be appropriate to the work situation. Employees are expected at all times to present a 
professional businesslike image to customers, prospects, and the public.   

b. Office workers and any employees who have regular contact with the public are expected to dress in 
a manner that is normally acceptable in similar business establishments.  Employees may not wear 
suggestive or inappropriate attire.  

c. Employees who do not regularly meet the public should follow basic requirements of safety and 
comfort, but should still be as neat and businesslike as working conditions permit. 

d. Certain employees may be required to meet special dress, grooming and hygiene standards, such as 
wearing uniforms, depending upon the nature of their job. Additionally, in positions where specific 
clothing is required due to safety related issues, the appropriate clothing and equipment must be 
worn.  

e. A department, at its discretion, may designate occasions when a more casual fashion is acceptable 
(Casual Friday, office clean up days, etc.).  On these occasions, employees are still expected to present 
a neat appearance and are not permitted to wear ripped or disheveled clothing, athletic wear, or 
similarly inappropriate clothing.  

f. Any employee who does not meet the standards of this policy will be required to take corrective action, 
which may include leaving the premises to change clothes.  Violations of this policy may result in 
disciplinary action. 

19. HARASSMENT 

a. The City of Gastonia will not tolerate any form of harassment, or any such conduct that has the purpose 
or effect of interfering with an individual’s work performance, or creating an intimidating, hostile or 
offensive work environment. It is the intent of the City to provide a work environment free from verbal, 
physical and visual forms of sexual harassment and an environment free of harassment, discrimination, 
intimidation, or coercion in any form. All employees are expected to be sensitive to the individual rights 
of their co-workers. 

b. Forms of harassment under this policy would include, but are not limited to: 

i. Racial slurs, ethnic jokes, sexual remarks; 

ii. Posting of offensive statements, posters or cartoons, offensive material downloaded from the 
internet; 
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iii. Solicitation of sexual favors, unwelcome physical contact, sexually explicit telephone, text 
message or e-mail communications. 

c. Any employee who believes they have personally experienced or directly observed an act of 
harassment should report the incident to their supervisor/manager or a member of the Human 
Resources department immediately.  

d. An employee may skip a level(s) in the management chain in order to seek an impartial, uninvolved 
party with which to lodge their complaint.  

e. Supervisor/managers or Directors who receive a complaint, or who personally observe harassing 
conduct, should inform the Human Resources Department immediately. 

f. The City will not retaliate in any way against an individual who makes a report of harassment, nor will 
it permit any other employee to do so. Retaliation is a serious violation of this policy and should be 
reported immediately to those persons involved in investigating the initial complaint. 

g. The Human Resources and/or Legal departments will conduct an investigation and will be required to 
report the findings to the appropriate Executive for further action.  

h. The privacy of the employee filing the report and the employee under investigation shall be respected 
at all times, consistent with the obligation to conduct a fair and thorough investigation. 

i. In the event Human Resources does not establish probable cause or determines the event did not 
occur, the parties involved will be notified and the findings of the investigation communicated on a 
need-to-know basis. 

j. Any substantiated intentional act of harassment or proven retaliation in response to a complaint of 
harassment is considered to be a serious violation of this policy and will be dealt with accordingly 
through the City’s Disciplinary procedures.  Additionally, any employee proven to have falsely accused 
another employee of an act of harassment as defined under this policy will be subject to disciplinary 
action.   

k. Although the City encourages and expects prompt reporting of harassment claims so that rapid 
responses and appropriate actions may be taken, no limited time frame will be instituted for reporting 
such claims. The late reporting of a claim will not in and of itself preclude the City from investigating 
and/or taking remedial action.  

The complete Harassment and Discrimination policy can be found in Appendix 12. 

20. WORKPLACE VIOLENCE 

a. The City is committed to maintaining a safe environment for all staff and the general public and will 
not tolerate any form of workplace violence.  Any observed or reported form of workplace violence 
will be taken seriously and thoroughly investigated. Any confirmed offenders will be dealt with severely 
according to disciplinary guidelines and established law enforcement procedures.  

b. Workplace violence includes, but is not limited to, the following: 

i. Harassment; stalking; physical violence; the use of weapons of any kind; the direct or implied 
threat of physical violence toward any employee or member of the public during working 
hours or by an employee on City premises or in City uniform.  

c. This list of behaviors, while not inclusive, provides examples of conduct that is prohibited by this policy:  

i. Causing physical injury to another person 

ii. Making threatening remarks 

iii. Aggressive or hostile behavior that creates a reasonable fear of injury to another person or 
subjects another individual to emotional distress 
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iv. Intentionally damaging employer property or property of another employee 

v. Committing acts motivated by, or related to sexual harassment or domestic violence 

d. Any potentially dangerous situation must be reported immediately to a supervisor/manager and if 
necessary, the Police Department.  Reports or incidents warranting confidentiality will be handled 
appropriately and confidentiality will be maintained to the farthest extent possible. 

21. SELLING AND SOLICITING 

Employees are prohibited from selling or soliciting sales or contributions while on duty, except to the 
extent that the City, with the approval of the City Manager, officially participates with other employers 
in funding drives for charitable organizations. 

22. UNITED WAY 

Each year, the City participates in the United Way campaign.  Your contribution or desire not to 
contribute to the United Way campaign is not a condition of your employment.  Contributions may be 
authorized through payroll deduction, billed to you, or paid in cash. 

23. TRAVEL    

Employees who are authorized to travel out of the City on official business will be compensated in 
accordance with the City’s Travel Policy.  City vehicles shall be used whenever possible for in-state 
travel on official business. If one or more individuals is involved, employees are encouraged to share 
vehicles to conserve fuel and minimize expenses.  

The complete Travel Policy can be found in Appendix 13. 

24. PURCHASING 

Purchasing in the name of the City or for the City government is authorized only with the express 
approval of the manager or his designee. Requesting, encouraging or accepting a discount in the 
purchase of personal goods or services directly or indirectly as a result of City employment is 
prohibited. Such discounts offered by merchants, vendors and professionals, whether solicited or 
unsolicited, can compromise the City's purchasing position with competitors and jeopardize both the 
City's and employee's reputations.  

25. LOANS BY SUPERVISORS  

Supervisors are not permitted to make loans to any City employee. 

26. PERSONNEL RECORDS 

The Human Resources Department has the responsibility of maintaining personnel files for all City 
employees in compliance with the State Personnel Privacy Act.  The Human Resources Department is 
charged with safeguarding confidential information and releasing information that is public in nature 
when requested.  North Carolina General Statute 160A-168 sets forth what information in your 
personnel file is public and what is confidential. At the time of the publication of this personnel manual, 
public information consists of your name, age, date of employment, the terms of any contract by which 
an employee is employed, current position, job title, office or Department to which the employee is 
currently assigned, current salary, date of and amount of each increase or decrease in salary, date and 
type of promotions, demotion, transfer, suspension, separation or other change in position 
classification, the date and general description of the reasons for each promotion you may have 
received, the date and type of each dismissal, suspension, or demotion for disciplinary reasons, and in 
the case of dismissal, the written notice of the final decision of the City setting forth the specific acts 
or omissions that were the basis for the dismissal.  All other information in your personnel file is 
confidential.  Amendments to General Statute 160A-168 by the General Assembly of North Carolina 
subsequent to the publication of this manual may affect your personnel privacy rights.  You, your 
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representative, those with supervisory authority or any one designated by court order, may review 
your entire file.  These same provisions apply to former employees.  If an employee objects to material 
in his/her personnel file, he/she may file a statement to be attached to such materials.  The employee 
may seek the removal of such material in accordance with established grievance procedures. 

27. EMPLOYEE SUGGESTION PROGRAM 

a. The City encourages all employees to take an active role in improving the City and its operations. The 
City of Gastonia Employee Suggestion Program is designed to stimulate innovative thinking and 
provide monetary awards, to employees or employee teams who develop suggestions on ways the 
City can save work time, reduce expense, reduce waste, improve work methods or quality of services, 
and/or enhance public relations or working conditions.  

b. All employees of the City of Gastonia (excluding the City Manager and Assistant City Managers) may 
submit suggestions based on the following requirements: 

i. Types of Suggestions Eligible for Awards May Include: 
ii. Consolidation of operations or functions 

iii. Creation of new design or methods 
iv. Elimination of duplication, labor, equipment or unnecessary operations 
v. Reduction in downtime, costs, waste and safety hazards 

vi. Improvement in service, efficiency, methods, inventory, communications 
vii. Savings of time, space, materials, utilities 

viii. Enhancement of employee morale 
ix. Improvement of customer service 
x. Increase in revenues 

c. Suggestions Not Eligible for Awards May Include: 

i. Individual employee compensation and benefits 
ii. Personal grievances or complaints 

iii. Recommended changes to individual position classification or job duties 
iv. Matters already under consideration 
v. Suggestions requiring legislative action or dealing with pending actions 

vi. Ideas which employees can put into effect without anyone else’s approval 
vii. Suggestions which seek to correct simple operating faults, or a condition caused by the failure 

of any employee to perform an expected or assigned duty 
viii. Ideas which propose unclear or non-specific practices 

d. Suggestions must be useful, practical, constructive and of benefit to the City.  The suggestion must 
propose specific improvements to some part of City government operations.  A suggestion must 
concisely identify a problem, recommend a solution or action, and estimate the savings to be obtained.  
An idea can be new or a new application of an old idea, but it must be an improvement over the 
existing method. 

e. Each suggestion must be submitted to the Suggestion Program Coordinator on an official City 
Suggestion form.  Multiple suggestions must be submitted on separate forms.  The employee 
submitting the idea will be notified upon receipt of the suggestion. The Suggestion Program 
Coordinator will assign a file number to the suggestion to maintain the anonymity of the submitting 
employee.  When possible, suggestions will be evaluated and recommendations made by the 
Employee Suggestion Review Team within 60 days.  At a minimum, the Employee Suggestion Review 
Team will consist of the City Manager and the Assistant City Managers.  The Review Team is authorized 
to add additional technical team members as necessary in order to evaluate a particular suggestion.  
The method(s) used to evaluate a suggestion rest(s) with the Employee Suggestion Review Team.  The 
Team will recommend the type and amount of any award. 



44 
 

f. AWARDS 

Awards are based on two different types of ideas: tangible ideas or intangible ideas. 

i. Tangible Benefits:  These are measured in terms of dollar-savings resulting from 
implementation of employee suggestions.  Cash awards of $2,500 will be paid.  Employees who 
are terminated, or otherwise leave the employment of the City, before award approval, will 
not receive any award.  When two or more employees submit a suggestion jointly, or submit 
a substantially similar suggestion at the same time, a single award will be granted and divided 
equally among those employees signing the suggestion form.  If the combination of two or 
more suggestions proves to be the best solution to a problem, then the submitting employees 
will share in any awards commensurate with their original suggestion as determined by the 
Review Team.  If after one year, a tangible benefit can be determined for a previously classified 
intangible suggestion, the Review Team may then recommend payment of the standard cash 
award.  The awards are subject to federal, state and local taxes. 

ii. Intangible Suggestions:  These are ideas that may have an overall benefit but whose value 
cannot be measured in dollars.  These suggestions may involve improvements in working 
conditions, changes in procedures, revision of forms, improvements in service delivery, or 
employee health or safety.    For these types of suggestions, an award of $300 will be given.  
The awards are subject to federal, state and local taxes. 

iii. Supervisory employees up to and including Department Heads may be eligible for a cash award 
of no more than 10% of the maximum allowable award (per individual), or no more than 25% 
of the maximum allowable award collectively as a group for implementation of a suggestion 
within their department.  The Department, if less than 25 total employees or applicable 
Division or Sub-division thereof, shall receive a luncheon in recognition of implementation of 
a suggestion. 

g. OWNERSHIP AND RETENTION 

All suggestions, upon submission, become the exclusive property of the City of Gastonia.  Any 
suggestion that is not adopted will be considered active for one year from the date of 
submittal.  An award will be made to the original submitting employee if the suggestion is 
adopted during that period.  A submitting employee can retain credit by resubmitting the 
suggestion before the one-year period is up. 

h. DECISIONS 

All decisions of the Review Team with respect to eligibility, evaluation, awards or the 
interpretation of any part of the City of Gastonia Employee Suggestion Program shall be final 
and binding on all parties.  The City reserves the right to amend or discontinue the Suggestion 
Program at any time. 

28. EMPLOYEE APPRECIATION 

a. To show appreciation for employees and their families, the City deems it important to recognize 
employees, as well as specified family members, through cards or flowers when there is an illness or a 
death in the family. In addition, when an employee retires or when there is a special need for 
appreciation, the City shall recognize the employee through a sponsored activity such as a retirement 
party or employee appreciation meal. This policy outlines procedures for City wide compliance when 
recognizing such individuals and the reasons for such actions. 

b. In order to foster positive employee relations, the City shall provide cards or flowers to employees and 
specified family members in time of sickness and death. Further, when there is a need to recognize 
employees at retirement or when there is a special need for appreciation, the City will do so through 
approved departmental celebrations. For the purposes of this policy, the following employees and 
specified individuals defined in this will be eligible for appreciation activities: 
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i. Full-time regular employees on the payroll on a year-round basis; 
ii. Part-time employees on the payroll on a year-round basis; 

iii. City retirees;  
iv. Immediate family members, being defined as spouse and dependents of full time or part time 

employees; 
v. Relatives, being defined as mother, father, person who serves as parent, mother-in-law, 

father-in-law, sister, brother, sister-in-law, brother-in-law, grandparent, or grandchild of full-
time or part-time employees; 

vi. City officials, being-defined as Mayor, members of the City Council, and members of any City 
sponsored board, commission or committee. 

c. Each department should budget employee appreciation activities as follows: 

i. City funds for cards or flowers to recognize the hospitalization or death of a covered individual 
shall not exceed $100 for each occurrence; 

ii. City funds provided for retirement recognition shall not exceed $200 per occurrence; and 
iii. City funds provided for employee appreciation meal shall not exceed $15.00 per employee. 
iv. Each department shall be responsible for employee appreciation activities covering assigned 

employees and retirees while any department may participate in appreciation activities 
approved for City officials. 

d. DEATHS 

Flowers shall be sent to the appropriate address due to the death of an employee or a member of his 
or her immediate family as defined above. In addition, flowers shall be forwarded to the appropriate 
address in honor of any deceased City retiree.  In the event of the death of an employee's relative, an 
appropriate card shall be mailed to the employee's home.  In the event of the death of a City official, 
an appropriate card shall be sent to the home of the immediate family. 

e. HOSPITALIZATION 

Flowers shall be sent to a full or part time employee admitted for one or more nights to the hospital. 
Upon notification, an appropriate card shall be mailed to the employee's immediate family member 
or relative, or to a City official, who is admitted for one or more nights to the hospital. 

f. RETIREMENT RECOGNITION 

Retirement recognition parties may be hosted by the department in which the retiring employee 
worked. 

g. EMPLOYEE APPRECIATION MEALS 

In addition to the City's annual barbecue for all employees, each department of the City may provide 
an annual appreciation meal for employees. All appreciation meals must be provided either at a City 
facility or at a restaurant within the City limits of Gastonia. 

h. EXCLUSIONS 

City funds shall not be used to celebrate special recognition days or holidays, including but not limited 
to, birthdays, bosses day, secretaries day, nurses day, Christmas or New Years. Departments may 
utilize funds collected from employees, on a voluntary basis, to celebrate these and other undefined 
special recognition events. 

i. EXCEPTIONS 

The City Manager shall have the authority to approve exceptions to this policy, if he or she deems it 
appropriate and in the best interest of the City and its workforce.  
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29. EMPLOYEE FIT FOR DUTY TESTING 

a. Fire and police physicals are performed as outlined in each department’s policy manual and are 
conducted to determine the capability of an employee to perform their essential job tasks.  The City 
of Gastonia will assume the cost of all medical examinations and testing deemed necessary, by an 
identified physician or other licensed healthcare professional, to fulfill the purpose of determining 
fitness for duty.  

Spirometry testing is performed for some employees per OSHA requirements.  The City of Gastonia 
will assume the cost of all medical examinations and testing deemed necessary, by an identified 
physician or other licensed healthcare professional, to fulfill the purpose of determining fitness to wear 
or continue to wear the required respiratory protection. 
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Appendix 1 
 

REDUCTION IN FORCE POLICY 
 

1. APPLICATION:  All employees. 

2. PURPOSE:  The purpose of this policy is to provide guidelines to be used in a Reduction in Force (RIF), which 
can be easily understood and can be administered in a fair and equitable manner. 

3. GENERAL PROVISIONS:  

a. Unlike a temporary layoff of eight (8) weeks or less, this policy will be used to administer a (RIF) which 
permanently terminates affected employees from the workforce.  Affected employees will not be 
attached to the City and should begin looking for other employment. 

b. In the event of a (RIF), the official notification to employees should occur as soon as possible and in 
any case not less than 30 calendar days prior to the effective date of separation.   

c. The determining factors in the selection of employees being displaced in a (RIF) will be their relative 
skills, knowledge, abilities, and documented performance as related to the success of the organization, 
along with their length of service with the City. 

d. Regular full-time and regular part-time employees who are separated shall receive 30 days severance 
pay in addition to payment for accrued, but not used, annual vacation leave.  Non-regular part-time 
and seasonal will not be eligible for severance pay.  During the notice of layoff, departments will co-
operate with those reduced in force with regards to efforts to secure alternative employment, either 
inside or outside of the City.  Such cooperation will include but not be limited to time off with pay for 
applying for jobs, attending interviews, accessing out-placement services, securing additional training, 
and other appropriate activities approved in advance by the Department Heads. 

e. Employees affected by a (RIF) will be able to apply for any vacancies that become available and remain 
open during the work force reduction.  However, direct bumping of other employees will not be 
allowed. 

f. If individuals are scheduled for termination and are considered for a vacant position during a (RIF), 
they must be able to effectively perform the essential functions of the new position within a 
reasonable period of time as determined by Department Heads and approved by the Director of 
Human Resources. 

g. Employees who accept positions in lower job classifications during a (RIF) will not have their salaries 
reduced.  They will continue at the same salary they earned before moving into the lower job 
classification.  However, the employee's salary will be frozen for as long as it exceeds the maximum 
salary in the lower job classification.  If the employee's salary does not exceed the maximum in the 
lower job classification, the employee will receive salary increases in accordance with City policy. 

h. Employees who are transferred or demoted as a result of the (RIF) will not be restricted from applying 
for future opportunities within the City as they become available. 

i. Employees who are terminated in a (RIF) will be eligible for all benefits normally available at 
termination.  In addition, the City will continue to fund healthcare coverage for eligible employees at 
existing levels for six (6) months beyond the individual’s termination date. 

j. If Regular full-time employees are terminated in the (RIF) and are subsequently rehired within one year 
of the effective date of termination, City seniority will be reinstated. All employee benefits associated 
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with City seniority will be restored as of the date of reinstatement.  Part-time and seasonal employees 
are not entitled to reinstatement of seniority. 

k. A representative of the Human Resources Department will conduct an exit interview covering all 
applicable benefits and opportunities with employees who are scheduled for termination because of 
a (RIF). 

4. GENERAL PROCEDURES: 

a. When it becomes necessary to administer a (RIF), the following steps will be taken. 

b. PREPARATION: 

i. Department Heads (with their Assistant City Manager) shall develop plans based on the 
provisions of this policy regarding positions to be reduced.  These plans must be pre-approved 
by the Human Resources Director and the City Manager before communicating the particulars 
of the (RIF) plan to employees.   

ii. Once the plan is approved, Department Heads must meet with all of their employees prior to 
the implementation date and provide the reason(s) why positions are being eliminated, and 
how these changes will impact the organization.  After these general communications, 
Department Heads will meet with affected individuals to discuss the specific timing of their 
separation. 

iii. Once employees have been notified of their separation dates, representatives from the Human 
Resources Department will meet with them to conduct exit interviews covering benefits 
available at termination, placement services of the Employment Security Commission, as well 
as any other job opportunities that might be available. 

c. SEPARATION OF PERSONNEL: 

The separation process in the (RIF) will be by job class, by department and the sequence below will be 
used to identify employees for termination.  Any exceptions to this approach must be pre-approved 
by the Human Resources Director and the City Manager.  

i. Temporary, seasonal, and part-time employees 
ii. Probationary employees who have been with the City less than six months (less than one year 

for probationary employees in Fire and Police Areas) 
iii. Employees with documented performance that is below an overall Proficient rating 
iv. Regular full-time employees who volunteer for termination. 
v. Employees who are in a special review period due to voluntary demotions, transfers, or 

promotions 
vi. Least senior Regular full-time employees in the job class. 

d. Any vacancies that occur during the (RIF), that will not be eliminated, will be made available to those 
scheduled for termination.  Senior, qualified employees, scheduled for termination, will have first 
opportunity to move into such positions until all such positions are staffed. 

e. Any employees, who are scheduled for termination, and who are offered comparable positions that 
become available during the (RIF), and who decline such, will be terminated as reductions in force. 

f. Any employees, who are scheduled for termination, and who are not placed in other positions during 
the (RIF), will be terminated as reductions in force. 
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Appendix 2 
 

BILINGUAL PAY POLICY 
 

In continuing our commitment to effectively providing excellent Customer Service, the City of Gastonia must have the 
ability to communicate with our increasing international community.  In order to meet this challenge it is essential that 
the City offer incentives in the recruitment and retention of bilingual employees.  The Bilingual Policy will continue to 
be funded at its present level unless the City Council deems it necessary to change or delete such funding. 

Procedures: 

1. Employees are eligible to test under the Bilingual Policy beginning the 1st pay period after completing 6 months 
of continuous service with the City. 

2. Department Heads or their designee must authorize an employee to take the test.  The Department Head or 
designee shall submit a signed memo to the Human Resources Director, Assistant Director of Human 
Resources, or the Employment Administrator for this purpose. 

3. After authorization is received from the appropriate department, Human Resources will schedule the 
employee for the exam as soon as practical. 

4. The City will incur the cost of the first test.  The employee will bear the cost of any subsequent tests taken. 

5. If the employee does not meet the City’s criteria for testing, he or she may retest 6 months after prior attempt. 

6. Upon successfully passing the test, the employee is entitled to the annual $1,000 bilingual pay amount to be 
paid in bi-weekly increments as follows: $38.50 each pay period until $1,000 is reached.  The payments shall 
begin at the beginning of the first full pay period after successful completion of the test and continue for as 
long as the employee is employed by the City of Gastonia pursuant to Section VI below. For part time 
employees the bilingual pay will be adjusted based on the number of hours the position is budgeted for 
compared to a full time employee. 

7. All employees must have some time worked or show approved paid leave during each pay period in order to 
receive the bi-weekly payments. Human Resources will determine what other types of leave qualifies the 
employee to continue receiving payments. 

8. If the employee leaves the City’s employ, they shall not be entitled to any further payments under this policy 
(prorated). 

9. The employee must agree, upon request(s) from any department head or designee, to utilize their bilingual 
skills, unless such assistance will disrupt the operation of their department (as determined by the department 
head or designee).  Refusal to render services under this policy to their own or other departments within the 
City may be cause for disciplinary action against the employee. 

Languages Covered Employees who demonstrate proficiency in the following languages (as determined by testing 
criteria) will be eligible for the annual $1,000 premium pay (paid in bi-weekly increments) under the Bi-Lingual policy: 
Spanish, Vietnamese, Cambodian, Korean and Laotian. 

 

 

 

 



50 
 

Appendix 3 

 

SUBSTANCE ABUSE POLICY 
ADMINISTRATIVE PROCEDURES  

Including specific requirements for 

Department of Transportation  

Federal Motor Carrier Safety Administration (FMCSA) Regulated Employees and  

Federal Transit Administration (FTA) Regulated Employees 

 

NOT A CONTRACT 

TABLE OF CONTENTS  
 

SUBSTANCE ABUSE PROCEDURES  

 PURPOSE ................................................................................................................................................ 51 

 SCOPE AND APPLICATION  .................................................................................................................... 52 

 SPECIFIC PROVISIONS  ........................................................................................................................... 54 

 TESTING PROVISIONS ............................................................................................................................ 57 

 CONSEQUENCES .................................................................................................................................... 61 

 CONFIDENTIALITY & SEVERABILITY....................................................................................................... 63 

 ADMINISTRATION & MEDICAL REVIEW................................................................................................ 64 

 DRUG TESTING & ALCOHOL PROCEDURES  .......................................................................................... 65 

 EMPLOYEE ASSISTANCE & TRAINING  .................................................................................................. 68 

 

ATTACHMENTS  

 A:  SUBSTANCE ABUSE POLICY CONTACTS AND PROVIDERS  .............................................................. 71 

 B:   POSITIONS SUBJECT TO RANDOM & PRE-ASSIGNMENT TESTING ................................................ 72 

 C:  ASSISTANCE AGREEMENT AND LAST CHANCE PROVISION ............................................................ 75 

D:  RECEIPT OF SUBSTANCE ABUSE POLICY .......................................................................................... 76 

 

  



51 
 

1. PURPOSE  

1.1 General: 

 1.1a   The City of Gastonia (hereinafter also referred to as “City”) is concerned about the effects of illegal 
drug use and alcohol abuse upon the health and safety of all our employees and the public as well.  We recognize 
that the abuse of drugs and alcohol results in increased accidents and medical claims and can lead to the destruction 
of an employee’s health and adversely affect his/her family life.  Employees who abuse drugs and alcohol are not 
only a danger to themselves, but to their fellow employees and the general public as well.  Productivity is adversely 
affected by increased absenteeism and employee turnover.  In light of these concerns, changes in federal regulations 
and requirements of the Drug Free Workplace Act, the City Council adopted a substance abuse policy and charged 
the City Manager with the responsibility to establish these Administrative Procedures to carry out the policy and 
maintain a workplace free of the problems associated with the abuse of alcohol and illegal drugs. 

All employees of the City are subject to the basic provisions of the City’s Substance Abuse Policy.  Certain employees, 
because of the nature of the work they do for the City, are governed by regulations and policies beyond those applying 
to all other employees of the City.   

The City’s Substance Abuse Administrative Procedures herein are intended to exceed the requirements of the DOT 
regulations while fully complying with those regulations.  City Policy will be in regular print and apply to all employees.   
Sections of this policy highlighted in Bold Italic outline the minimum requirements mandated by 
legislation/regulation as outlined in section 1.1b of this policy.   Federal law requires that these DOT requirements be 
clearly identified in the City’s Substance Abuse Policy, when the DOT requirements are exceeded by City policy.  The 
City’s policy and these administrative procedures are NOT A CONTRACT and DO NOT change the employment “at 
will” status of any City employee under North Carolina law. 

 1.1b (FMCSA & FTA Requirements)   The U.S. Department of Transportation (DOT) regulations, which 
require the City to implement anti-drug and alcohol testing programs for designated City employees, are as follows: 

i. 49 CFR Part 40, Procedures for Transportation Workplace Drug and Alcohol Testing 
Programs.  These regulations apply to all employers conducting DOT drug testing of urine 
and alcohol testing of breath & saliva specimens, pursuant to regulations issued by various 
DOT agencies.  Part 40, specifies the procedures to be used in all such testing; 

ii.   49 CFR Part 382 & 390 covers Federal Motor Carrier Safety Administration (FMCSA) 
individuals with Commercial Drivers Licenses who operate vehicles over 26,000 lbs., any size 
vehicle requiring "hazardous" placarding and those vehicles carrying sixteen (16) or more 
passengers, including the driver; 

iii.   49 CFR Part 655 covers Federal Transit Administration (FTA) regulated individuals who work 
for transit authorities that receive financial assistance under Section 103(e)(4) of Title 23 of 
the United States Code.  These regulations apply to a variety of providers to the Transit 
Authority. 

1.2 Voluntary Assistance: 

 1.2a All City employees are strongly encouraged to voluntarily seek professional help before any alcohol or 
drug problems are detected and thus before disciplinary action, as specified in the policy and these procedures, is 
necessary.  While management reserves the right to discipline or terminate any employee who violates this policy, 
the employee may also be referred to a professional for assistance.  DOT regulatory requirements shall not prohibit 
the City from taking any other job action deemed appropriate by the City Management. 

Employees voluntarily seeking assistance will be required to abide by all other City policies including expected levels 
of performance.  If not terminated, the City shall require an initial assessment and evaluation of employees who test 
positive for alcohol or drugs or violate the prohibited conducts.  The cost of any necessary treatment or rehabilitation, 
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for such violation shall be at the employee’s expense except where coverage for these expenses may be provided for 
eligible employees under the provisions of the City’s benefit plan.   

 1.2b (FMCSA & FTA Requirements)   DOT-regulated employees may self-report a substance abuse problem 
and voluntarily seek assistance in accordance with section 9.1 of this policy. Such employees are protected when 
compliant with the requirements of section 9.1 but subject to the violation consequences mandated by DOT, 
including referral to a Substance Abuse Professional (SAP) in addition to any City discipline, even termination when 
non-compliant with the self-reporting requirements. 

 

2. SCOPE AND APPLICATION  
2.1 General: 

 2.1a   All employees of the City are prohibited from ingesting, inhaling, injecting, selling, manufacturing, 
distributing or using in any fashion, any illegal drugs or prescription drugs NOT prescribed for the employee.  This 
prohibition applies to use or involvement at any time, both on-the-job and off-the-job.  City employees are permitted 
to possess any substance when required by their jobs or for the lawful delivery to another person.   

Employees are also prohibited from possessing, consuming, distributing or manufacturing alcoholic beverages while 
on duty on any City property, including City vehicles or while operating personal vehicles on City business.  Employees 
may possess alcohol on City property only when required by their job or for the purpose of lawful delivery to another 
person.   

 2.1b (FMCSA & FTA Requirements) 

Alcohol may NOT be consumed in violation of the DOT rules by covered employees.  Alcohol may not be transported 
in any DOT commercially licensed vehicle, except as manifested cargo. 

 

2.2 Specific Application: 

 2.2a These procedures apply to all salaried and hourly personnel employed by City, whether full-time, part-
time, seasonal or temporary agency personnel assigned to City.  Further, some employees fall under additional 
requirements if their job is included in one of the following three groups: 

i. Group (1) employees are those individuals who perform safety or security sensitive duties for 
the City;  

ii. Group (2) employees are those individuals who drive any Federal Motor Carrier Safety 
Administration (FMCSA) regulated vehicle, which requires a Commercial Driver’s License (CDL), 
as defined below;   

iii. Group (3) employees are those individuals who perform the safety sensitive activities 
regulated by the Federal Transit Administration (FTA), as defined below.   

The City may include additional testing, without further notice, if it becomes necessary to meet future regulatory 
requirements.  Attachment B includes a listing of job positions and their associated group number. 

 2.2b (FMCSA & FTA Requirements)   Group 2 & 3 employees have federal regulatory requirements, in 
addition to the City’s requirements, because their duties are covered under the Department of Transportation (DOT) 
regulations referenced in section 1.1b of this policy.  DOT stipulates that the drug rules apply at any time and the 
alcohol rules apply during the work period or when covered employees are in the process of performing covered 
safety sensitive duties.  “In the process of performing” is defined as anytime immediately prior to, during or 
immediately following the provision of defined safety sensitive duties.     
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 2.2c City Property   For purposes of this policy “City or City property” includes the following:  

i. Real property owned or leased by the City; 

ii. Any buildings or locations where City work is being developed, conducted, evaluated or 
inspected; and 

iii. City-owned vehicles, rented or leased vehicles and personal vehicles when being used for City 
business. 

 

2.3 Safety Sensitive Definitions: 

 2.3a City Authority Safety Sensitive Activities City of Gastonia designates that a Group 1 “Safety Sensitive” 
employee is anyone who performs activities involving the safety and/or security, of themselves, fellow employees, or 
the general public. Such activities may involve the operation of motorized equipment, (saws, earth moving equipment, 
lifts, backhoes, cutters, torches, etc.) or activities that involve (chemicals, hazardous material processes, confined 
space, etc.) or any job duties with above average risk to safety and health of the employee or others.  This group 
includes Law Enforcement, Fire protection and any emergency response personnel whose duties involve the protection 
of life, limb or property on behalf of the City.   

 2.3b DOT – Federal Motor Carrier Safety Administration (FMCSA) Safety Sensitive Activities   DOT-FMCSA 
designates that the following safety sensitive activities make a person subject to DOT testing:   

i. Any individual who holds a commercial drivers license (CDL) and drives a vehicle with a gross 
vehicular weight of 26,001 lbs. or more, including combined vehicle and trailer of 10,001  lbs.  
or more; 

ii. Any individual who holds a commercial drivers license (CDL) and drives any size vehicle which 
carries hazardous material and requires hazardous placarding; or 

iii. Any individual who holds a commercial drivers license (CDL) and drives any vehicle designed 
or licensed to carry sixteen (16) passengers or more, including the driver. 

 2.3c DOT – Federal Transit Administration (FTA) Safety Sensitive Activities   DOT-FTA designates that the 
following safety sensitive activities make a person subject to DOT testing:   

i. Operating revenue service vehicles, whether in or out of service; 

ii. Performing revenue service vehicle and equipment maintenance; 

iii. Performing revenue service vehicle control/dispatch; 

iv. Operating non-revenue service vehicles, requiring Commercial Drivers License (CDL) to operate; 
and 

v. Performing security services which requiring carrying a firearm. 

 

2.4 Types of Testing: 

 2.4a   This substance abuse testing policy covers all personnel employed by the City, as identified above, under 
the following conditions:  

i. Pre-employment testing (post offer);  

ii. Return-to-duty testing; 

iii. Post-accident testing; 

iv. Follow-up testing; 
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v. Reasonable suspicion/cause testing; 

vi. Pre-assignment/promotion testing; and 

vii. Random Testing for Group 1 employees only. 

 2.4b (FMCSA & FTA Requirements) 

i. Pre-employment testing (post offer);  

ii. Return-to-duty testing; 

iii. Post-accident testing; 

iv. Follow-up testing; 

v. Reasonable suspicion/cause testing; 

vi. Pre-assignment/promotion (to DOT covered duties) testing; 

vii. Random Testing. 

 

3. SPECIFIC PROVISIONS 
3.1 Prohibited Conduct: 

 3.1a   The City requires all personnel be free from the presence or effects of illegal drugs at any time, both on-
the-job and off-the-job. Employees are prohibited from showing up for work or working under the influence of alcohol 
or drugs.  “Under the influence” is defined as the presence of any detectable amount of alcohol at or above 0.020 
Breath Alcohol Content (BAC), or prohibited drugs at or above the levels identified in section 3.2a of this policy, 49 CFR 
part 40, the Department of Health and Human Services (DHHS) Mandatory Guidelines for Workplace Testing or when 
necessary for substances and their levels not otherwise established, as determined by City management in consult with 
professionals or standards such as provided by the College of American Pathologists (CAP) for workplace or forensic 
testing.   

The City adopts the DOT-FMCSA and FTA requirements for prohibited conduct in section 3.1b as City Policy for all 
employees, with the following additions:  

i. No employee’s alcohol test result can be equal to or greater than 0.020, even if not a DOT 
violation; 

ii. No employee’s City required drug test can be a verified positive, even if not a DOT regulated 
violation; 

iii. Any City employee testing at or between 0.020 and 0.039 will be suspended without pay, 
under City authority and required to comply with the instructions of the Substance Abuse 
Professional or the City’s Employee Assistance Program.  Return to active duty with the City 
will be in compliance with the Return-to–Duty section of this procedure. 

iv. Admission by an employee of prohibited drug use, including prescription abuse or alcohol 
use in violation of section 2.1a of the City’s substance abuse policy is a violation except when 
conducted as provided in Section 9 of this policy. 

 3.1b (FMCSA & FTA Requirements)   These prohibitions include, but are not limited to, the following: 

i. No use of alcohol for four (4) hours prior to duty; 

ii. No use of alcohol while on duty, in any form; 

iii. No use of alcohol after an accident for at least eight (8) hours or until the employee has been 
tested; 
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iv. No use of controlled substances, except as prescribed by a licensed physician with knowledge 
of the employee’s safety sensitive job function; 

v. On a DOT alcohol test, no result can be equal to or greater than a 0.040;  

vi. On a DOT drug test, no verified positive test results; 

vii. If an individual receives an alcohol result between 0.020 and 0.039, under FMCSA they must 
not perform covered duties for 24 hours. 

viii. Refusal to participate in a required alcohol or drug test.  Refusal can include any of the 
following: 

1. failure to show up for any test within a reasonable time as determined by the City or 
remain at the testing facility until the testing process is complete; 

2. failure to allow for the collection of a required test including direct observed or 
monitored collections or failure follow instructions of collector to raise shirt and 
lower clothing and underpants to allow direct observer to verify there is no 
prosthetic or other device present which could be used to interfere with the collection 
process; 

3. failure to cooperate with or follow instructions of collector in emptying pockets, 
washing hands  or any attempts to disrupt the testing process by behaving in a 
confrontational manner; 

4. failure to provide proper quantity or type specimen within required time limit; 
without adequate medical explanation; 

5. failure to complete required medical evaluations or a second test as required by the 
collector, MRO or the City; 

6. having a verified adulterated or substituted test result as reported by the MRO; 

7. the employee admits to the collector or MRO that he or she adulterated or 
substituted their specimen; 

8. The employee possesses or wears a prosthetic or other device that could be used to 
interfere with the collection process. 

 3.1c (FTA Requirements)   Under the FTA rules, an employee with an alcohol test between 0.020 and 0.039 
must not perform covered duties until the next scheduled duty period as long as at least 8 hours passes, or until 
retested and the reading is below 0.020.  

  3.1d (FMCSA Requirements)   Under the FMCSA rules, a CDL employee with an alcohol test between 0.020 
and 0.039 must not perform covered duties for a minimum of 24 hours. 

 

3.2 Substances Covered in Testing: 

   3.2a Urine specimens collected under the City’s authority will be checked for at least the following five drugs 
or their metabolites: Amphetamines, Cocaine (including Crack), Marijuana, Opiates, and Phencyclidine (PCP).  
Additionally, specimens will undergo validity testing for the presence of adulterants used to alter a test specimen in 
any manner.  Breath, saliva or blood specimens may be tested for alcohol.  The following table establishes the cut-off 
levels for each drug in routine testing that results in a positive test under the City’s policy. 
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Initial analyses Initial cutoff 

concentration 

Confirmatory analyses Confirmatory cutoff 

concentration 

Marijuana 
metabolites 

50 ng/mL THCA  15 ng/mL 

Cocaine metabolites 150 ng/mL Benzoylecgonine   100 ng/mL 

Opiate metabolites 

Codeine/Morphine 

 

6–Acetylmorphine 

 

2000 ng/mL 

 

10 ng/mL 

 

Codeine 

Morphine  

6–Acetylmorphine 

 

2000 ng/mL 

2000 ng/mL 

10 ng/mL 

Phencyclidine 25 ng/mL Phencyclidine 25 ng/mL 

Amphetamines 

AMP/MAMP 

 

MDMA 

 

 

 

500 ng/mL 

 

500 ng/mL 

 

 

 

Amphetamine 

Methamphetamine 

MDMA 

MDA 

MDEA 

 

250 ng/mL 

250 ng/mL 

250 ng/mL 

250 ng/mL 

250 ng/mL 

Alcohol Testing will be conducted using Breath or Saliva  or (Blood in non-DOT or accident testing) 

 Alcohol    0.020%    0.040% 

 

City management may, conduct testing for additional substances when there is specific need or situation requiring such.  
Such testing and the “cutoff levels” shall be established by City management in consultation with appropriate 
professionals.  

   3.2b (FMCSA & FTA Requirements) DOT testing for FMCSA and FTA covered employees will comply with the 
type, quantity and procedures required for DOT testing. 

3.3 Law Violations or Working Under the Influence: 

 3.3a   Reporting for duty or working while under the influence of any alcohol or other drugs, whether legal or 
illegal, that may adversely affect the ability of the employee to safely or effectively perform the duties of his/her 
position is not permitted.  It is the employee’s responsibility to notify his/her Supervisor and/or the Employee Health 
Nurse immediately upon arrival to work of any legal drug or alcohol use, which may adversely affect his/her ability to 
perform job duties.  Supervisors shall notify and seek consultation from the Employee Health Nurse as soon as possible 
of any medication reported by an employee.   

Under City policy, all employees are required to notify their supervisor, Department Head, or the program 
administrator, immediately upon their next reporting for work of an alcohol or drug-related conviction or 
administrative action. The City Manager, or his designee, in consultation with Human Resources Director shall 
determine the job relevance of such conviction and/or administrative action and establish the appropriate City 
response, work restrictions or job action.  For purposes of this procedure “alcohol or drug related conviction or 
administrative action” is defined as any motor vehicle actions, arrest or detainment in jail, or action by a licensing or 
regulatory body.  In compliance with the Drug Free Workplace Act of 1988 all employees must notify the Human 
Resource Department staff within five (5) days of any conviction of a criminal drug offense, which occurred while on 
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duty.  The City shall report such convictions and appropriate action taken by the City, to the designated contact, for 
federal assistance received. 

No employee shall operate any vehicle (City owned, rented or personal) on City business without proper license.  Any 
Group 1, 2 or 3 City employee, must refrain from alcohol use within four (4) hours of reporting to work and if called in 
to duty from off-time, must disqualify themselves if they have consumed alcohol, in any form, within four (4) hours of 
reporting time.   

 3.3b (FMCSA & FTA Requirements)   No employee shall operate any vehicle, (City owned, rented or 
personal) on City business without proper license.  Any Group 2 or 3 City employee, called in to duty from off-time, 
must disqualify themselves if they have consumed alcohol, in any form, within four (4) hours of reporting time.   

 

4. TESTING PROVISIONS 
4.1 Pre-employment/Pre-assignment Drug Testing: 

 4.1a   All applicants selected for employment will be required to undergo a drug-screening test paid for by the 
City.  The City’s pre-employment drug testing requirement and the alcohol/drug testing policy for employees will be 
explained at the time the contingent job offer is made.   No person may begin work in a City job until satisfactory results 
from the drug testing have been received by the Substance Abuse Policy Administrator.  Employment will be denied to 
any selected applicant whose drug test reveals the presence of illegal drugs or prescription drugs, unless properly 
prescribed.  Alcohol testing will be conducted at pre-employment only when required by rule, regulation, or the 
behaviors of the individual being tested.  Employment will also be denied if it is determined that the applicant has 
tampered with the specimen.  All applicants who are hired will be subject to alcohol and/or drug testing, at City 
expense, during their employment with the City, in accordance with this Policy. 

Any employee who is promoted or transferred into another position within the City will be subject to pre-
assignment/promotional testing prior to final placement in the new position.  Transfer into any Group 1, 2 or 3 position 
will require successful testing completion BEFORE beginning placement or performance of covered duties. 

A negative drug test result does not guarantee employment to an applicant. 

 4.1b (FMCSA & FTA Requirements) Prior to assignment to any DOT-covered duties, all individuals, whether 
applicant or existing employee, must successfully test negative on a pre-employment/pre-assignment urine drug 
test.  The pre-employment drug testing will be conducted before the pre-employment physical.   FMCSA regulated 
employees who have been removed from all DOT random testing pools for more than 30 consecutive days must be 
pre-employment tested again before performing covered duties.  FTA regulated employees will be subject to pre-
employment testing if he/she has not performed safety sensitive duties for 90 consecutive days and has not been 
maintained in the random pool.  Any DOT FMCSA or FTA regulated applicant who has failed or refused a DOT 
required pre-employment test for another employer, who did not hire them, must show full compliance with the 
49CFR part 40 Subpart O, Substance Abuse Professional requirements BEFORE being eligible for pre-employment 
testing. 

Applicants for DOT positions in Groups 2 and 3 who test positive will have their employment offer revoked and will 
be referred to a Substance Abuse Professional to complete the required evaluation and treatment or education, at 
their own expense. 

 

4.2 Regulatory Testing: 

Employees are subject to testing to meet the requirements of any licensing, city, county, state or federal regulatory 
body.  Should these requirements be more stringent than City policy, the stricter of the two requirements will control. 
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4.3   Post-Accident/Incident Testing:  

 4.3a   Accident/Incident Definition 

All accidents/incidents defined below will require those individuals involved be tested as soon as possible following 
such accidents/incidents. 

Employees whose job performance at or about the time of an accident/incident provides reason to believe that such 
performance may have contributed to the accident shall be determined to be subject to drug testing.  A decision NOT to 
test any employee involved in an accident/incident meeting the definition of section 4.3(a) of this policy must be made by 
the Administrator and the Supervisor, depending on the factors of the accident/incident.  All employees may be tested for 
the presence of alcohol and/or drugs under City authority following any incident or accident or other occurrence that:  

i. Results in more than $1000 in property damages;  

ii. Requires medical treatment, of anyone, beyond on-site first aid, including any fatalities; or 

iii. Is a reportable accident under Workers' Compensation, which requires medical attention. 

Each employee must make him/herself available for testing as soon as possible following the accident/incident or any 
emergency treatment received following such event.  Individuals who leave the scene of an accident or medical care and 
do not make their supervisor aware of how to reach them for required testing purposes, will be considered to have refused 
testing.  Testing for alcohol and drugs should be initiated within two hours of the event and in all cases the test should be 
accomplished within thirty-two (32) hours for drugs and eight (8) hours for alcohol testing.  Testing not completed within 
these time limits should no longer be pursued unless specifically instructed by the Administrator.  Supervisors must 
complete documentation on any employee for whom testing was not initiated within the 2-hour time limit or completed 
within the required time limits for alcohol and drug testing.  Emergency Response Personnel responding to an emergency 
are exempt from post-accident testing, unless the supervisor has reason to believe that the employee is under the influence 
of drugs and/or alcohol. 

 4.3b (FMCSA Requirements) Accident/Incident Definition  “Accident" under DOT-FMCSA, which requires 
alcohol & drug testing is defined as a motor vehicle accident involving the commercial vehicle in which any of the 
following occurs: 

i. There is a fatality; 

ii. Any vehicle involved in the accident is damaged beyond operation and must be towed from the 
scene AND the CDL driver is cited for a violation; or 

iii. Any individual involved in the accident is injured enough to require seeking medical attention 
away from the scene AND the CDL driver is cited for a violation. 

 4.3c (FTA Requirements) Accident/Incident Definition    “Accident” under DOT-FTA, which requires alcohol & 
drug testing is defined as an occurrence associated with the operation of a vehicle, if as a result: 

i. An individual dies;  

ii. An individual suffers bodily injury and immediately receives medical treatment away from the 
scene of the accident;  

iii. With respect to an occurrence in which the mass transit vehicle involved is a bus, electric bus, 
van, or automobile, one or more vehicles (including non-FTA funded vehicles) incurs disabling 
damage as the result of the occurrence and such vehicle or vehicles are transported away from 
the scene by a tow truck or other vehicle; or 

iv. With respect to an occurrence in which the mass transit vehicle involved is a rail car, trolley 
car, trolley bus, or vessel, the mass transit vehicle is removed from operation. 
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All DOT–FMCSA and FTA regulated employees involved in an accident as defined above will be subject to post accident 
testing unless their performance can be completely discounted as a contributing factor based on the best information 
available at the time of the accident. 

When a DOT-regulated employee’s test is not initiated within the two hours or completed within these required time 
frames, that employee’s supervisor will be required to complete documentation stating why testing did not occur as 
required under DOT regulations and to keep that documentation on file with other DOT testing records and make it 
available to DOT inspectors when requested. 

 

4.4   Reasonable Suspicion/Cause Testing:  

 4.4a   If the City has reason to believe that a particular employee is in violation of this policy or appears to be 
impaired due to drugs or alcohol, the employee shall be alcohol/drug tested.  An employee is reasonably suspected of 
being impaired when at least one (1) but preferably two (2) Supervisors or Managers who are trained in the recognition 
of impaired condition, can substantiate specific behavioral, performance, or current physical indicators of probable 
alcohol/drug use.  Typical examples of factors which could lead to particularized reasonable suspicion/cause 
alcohol/drug testing include but are not limited to the following:   

i. Excessive absenteeism or tardiness; 

ii. Unexplained significant deterioration of job performance; 

iii. Significant change in personality, abusive behavior, insolence, insubordination; 

iv. Reliable reports from other employees or informants; 

v. Unexplained absences from normal work sites;  

vi. Unusual behavior, which cannot be readily explained (i.e., changes in appearance and 
demeanor); 

vii. Difficulty in motor coordination; 

viii. Discovery of evidence of alcohol/drug use (paraphernalia or odor) in the employee’s 
immediate vicinity; 

ix. Repeated errors on the job; 

x. Regulatory or rule violations; 

xi. Sleeping on the job, lethargy or inappropriate condition; 

xii. Arrest or conviction of an alcohol/drug related offense; 

xiii. Serious safety violations (i.e., lockout/tagout, confined space, safety lines in high work, etc.); 

xiv. Any DWI/DUI violations, if the individual operates any vehicle on City business. 

The decision to test should be due to particularized suspicion of an individual based upon specific and current physical, 
behavioral or performance indicators of probable alcohol/drug use.  All testing decisions should be reviewed with the 
Administrator PRIOR to testing except where to do so would inappropriately delay testing due to unavailability of the 
Administrator.    

 4.4b (FMCSA & FTA Requirements) Alcohol testing under DOT rules requires only one (1) trained supervisor’s 
judgment.  An alcohol test cannot be delayed and must be conducted as soon as a trained supervisor recognizes 
impaired performance, behavior or current physical indicators of probable alcohol use. 
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4.5 Random: 

  4.5a   Random testing of City employees will be limited to those individuals in groups 1, 2 and 3, (A list of these job 
positions can be found in Attachment B).  Employees subject to random testing will be randomly selected for 
unannounced alcohol and/or drug testing through a system using a scientifically/statistically and legally valid number 
generation process.    The list of names and corresponding numbers will be forwarded to the testing contractor who 
will, at random, select the employees for testing on a predetermined regular basis (i.e., monthly or quarterly).  It is 
possible that an employee could be selected for testing more than once a year.  Employees selected for testing will be 
notified on the day they are to be tested, immediately prior to being sent for testing.  There is no advance notice of 
random testing. 

 4.5b (FMCSA & FTA Requirements)   DOT-covered employees of the City (Group 2 and 3) will be pooled 
separately from non-DOT employees (Group 1) for random selection purposes.  Random testing of DOT-covered 
employees will be at the rate established annually by FMCSA and FTA.  The rate may change year-to-year depending 
upon the “industry experience” published by DOT for FMCSA and FTA covered employees. 

 

4.6 Return-to-Duty: 

 4.6a   Return-to-Duty testing for the City of Gastonia is only applicable to those City employees who had 
positive alcohol test at the 0.020 to 0.039 level.  A City employee who was suspended for a positive alcohol test, with 
a BAC between 0.020 and 0.039, may be returned to active employment and regular duties, depending on job 
availability, after the City receives a return-to-work authorization from the City’s Employee Assistance Professional.  
The employee must also provide a negative alcohol or alcohol and drug return-to-duty test result, if both are required 
by the professional.  The SAP or EAP professional who provides the assessment services shall also establish the 
unannounced follow-up testing schedule with the return-to-duty test authorization. 

Failure to provide a negative return-to-duty test result within time specified by the Employee Assistance Professional 
will constitute a refusal to test and result in termination from employment.   The City shall be responsible for the cost 
of only one (1) return-to-duty alcohol test.  The employee shall be responsible for the cost of any unacceptable return-
to-duty alcohol test (including still positive, or insufficient quantity/quality tests). 

 4.6b (FMCSA & FTA Requirements)   Although an alcohol test reading of 0.020 to 0.039 is a violation under 
City policy for ALL City employees including those regulated by FMCSA and FTA, it is not a DOT violation and, 
although subject to City disciplinary action, such a reading would not be recorded or reported as a DOT violation.   

DOT-regulated employees who had either a regulated alcohol test at or above 0.040 or a verified positive regulated 
drug test must complete all SAP requirements of 49 CFR Part 40, Subpart O and test negative on a return-to-duty 
test before performing safety sensitive duties for any other DOT-regulated employer. As revised by DOT all return-
to-duty testing will be conducted under the mandatory direct observed procedures required by DOT as of August 
31, 2009. Failure to complete the SAP requirements by a DOT-regulated employee will disqualify that individual from 
performing DOT safety sensitive duties for ANY other employer. 

 

4.7 Unannounced Follow-up: 

 4.7a   Employees who return to work following completion of a City approved rehabilitation program will be 
subject to at least six (6) unannounced follow-up alcohol/drug testing, at any time, as required by the Employee 
Assistance Professional, for a period of at least twelve (12) months but not to exceed sixty (60) months.  The Substance 
Abuse Professional shall establish, in writing, the frequency and type of testing to be conducted on a follow-up basis.   

 4.7b (FMCSA & FTA Requirements)   Even though terminated by the City, a DOT-regulated employee must 
complete the follow-up testing process if the DOT-regulated employee ever wishes to secure employment with another 
DOT-regulated employer.  The Substance Abuse Professional shall establish, in writing, the frequency and type of 
testing to be conducted on a follow-up basis.  The Program Administrator shall be responsible for ensuring compliance 
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with follow-up testing.  As revised by DOT all follow-up testing will be conducted under the mandatory direct 
observed procedures required by DOT as of August 31, 2009. 

 

5. CONSEQUENCES 
 5.1  Non-Testing Policy Violations: 

 5.1a   Any non-testing violation of this policy, such as unauthorized possession, use, selling and distributing 
drugs or alcohol on City property, including operating a vehicle on City business while in violation of this policy, shall 
be considered a gross misconduct violation and may result in termination of employment on the first occurrence.   

 5.1b (FMCSA & FTA Requirements)   DOT-regulated, Groups 2 and 3 employees who have any violation of 
the DOT prohibited conducts for alcohol and drugs will be provided the name of a qualified SAP as required in DOT 
regulations regardless of City disciplinary action. 

 

5.2   Refusal to Test: 

 5.2a  Refusal by an employee to submit to or complete a required drug or alcohol test, as described 
in sections 3.1a and 3.1b when requested to do so under the terms of this policy, will be considered the same 
as a confirmed positive test result and will result in termination of employment with the City. 

 5.2b (FMCSA & FTA Requirements) 

Failure to complete a DOT required drug or alcohol test is considered a refusal under the DOT regulations and shall 
carry the required consequence of immediate removal from safety sensitive duties and referral to a SAP, in addition 
to any City imposed disciplinary action up to and including termination of employment with the City. 

 

5.3 Tampering, Substitution or Adulteration: 

 5.3a   Tampering with a specimen in any manner shall be grounds for disciplinary action up to and including 
termination from employment on the first offense.  Confirmed laboratory positives for adulteration or substituted 
specimens will be treated the same as a positive test, reviewed by the MRO and reported as verified for final action.  
Verified tampering, adulteration or substitution will be grounds for immediate termination from employment with the 
City. 

 5.3b (FMCSA & FTA Requirements) 

FMCSA & FTA regulations consider tampering with a specimen in any manner to constitute a “refusal to test” and 
shall carry the required consequence of immediate removal from safety sensitive duties and referral to a SAP, in 
addition to any City imposed disciplinary action up to and including termination of employment with the City.  
Confirmed laboratory positives for adulteration or substituted specimens will be treated the same as a positive test, 
reviewed by the MRO and reported as verified for final action.  Verified tampering, adulteration or substitution will 
be grounds for immediate removal from safety sensitive duties and referral to a SAP, in addition to any City imposed 
disciplinary action. 

 

5.4 Dilute Negative Test Results: 

5.4a   Any drug test reported to the City as a “Dilute Negative” shall result in a recollection and testing of a 
new sample before being accepted by the City.  A second “Dilute Negative” will be considered a negative test for 
reporting and testing purposes.  Dilute Negatives will only be recollected one time. 
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 5.4b (FMCSA & FTA Requirements)   Any drug test reported to the City as a “Dilute Negative” shall result in 
a recollection and testing of a new sample before being accepted by the City.  A second “Dilute Negative” will be 
considered a negative test for reporting and testing purposes. Dilute Negatives will only be recollected one time. 

 

5.5 First Positive Drug Test: 

 5.5a   In the event an employee has a positive drug screening test, this test will be confirmed by the laboratory 
using the sophisticated gas chromatography/mass spectrometry (GC/MS) confirmatory test.  The employee will be 
notified of the test results and interviewed by the MRO who will verify the test as positive or negative.   

When a drug test is verified positive by the Medical Review Officer, the employee will be immediately suspended 
without pay for 15 days with recommendation to the City Manager for termination of employment. Positive tests by 
applicants will terminate the application process, revoke any offer to hire and prevent the applicant from being hired 
by the City.  Applicants who test positive for a position with the City will not be considered for any City position within 
a period of two (2) years from the date of the positive test.   

 5.5b (FMCSA & FTA Requirements)   DOT-regulated employees will be immediately removed from safety 
sensitive duties and referred to the Substance Abuse Professional (SAP). In order to perform DOT-covered duties for 
any DOT-regulated employer, the employee must successfully pass a return-to-duty drug and/or alcohol test, after 
completion of all SAP-required education or treatment.  

 

5.6 First Positive Alcohol Test: 

 5.6a   

i. Readings at or above 0.040 – All City employees who have an alcohol BAC reading at or above 
0.040 on any alcohol test will be immediately suspended for 15 days with recommendation to 
the City Manager for termination of employment with no offer of assistance.   

ii. Readings at or above 0.020 but below 0.040 – All employees who have an alcohol reading 
above 0.020 but below 0.040 on any alcohol test for the City will be immediately placed on 
suspension without pay for at least 24 hours and referred to the City’s Employee Assistance 
Program.   

 5.6b (FMCSA & FTA Requirements)   City DOT-regulated employees with an alcohol reading at or above 
0.020 and less than 0.040 will be immediately removed from safety sensitive duties, placed on suspension without 
pay for at least 24 hours, and referred to the City’s Employee Assistance Program.  Although such alcohol reading is 
a violation of the City’s policy and may result in termination of employment with the City, it is not a disciplinary 
violation of the DOT alcohol rules requiring referral to a DOT qualified SAP.   

 

5.7 Appeal of Positive Test Results: 

 5.7a Any employee who tests positive on a City authority drug test may appeal the result by notifying the MRO 
or Administrator within 72 hours.  North Carolina employees have the right, under NCGS §95 Article 20, The Controlled 
Substance Examination Act, to request, in writing, within ninety (90) days of notification of the positive test, a retest 
of the same sample that tested positive.  Such right of re-testing does not apply to federally required DOT or Nuclear 
Regulatory Commission (NRC) testing. 

All appeal testing is at the employee’s expense and must be paid for and all forms signed within the allowed timeframes 
for re-testing.  There is no appeal testing for an alcohol breath test conducted by an approved Breath Alcohol Technician 
using an Evidentiary Breath Testing (EBT) device.  If an employee believes the alcohol testing was conducted incorrectly, 
the employee must notify their supervisor or the Policy Administrator immediately upon being notified of the test results, 
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while still at the testing facility.  The Administrator’s decision about the appropriateness of testing procedure shall be 
final. 

 5.7b (FMCSA & FTA Requirements)   DOT-covered employees may appeal a positive drug test result by 
requesting, of the MRO, a retest of the original sample split specimen, within 72 hours of notification of a verified 
positive drug test.  The employee will be provided with a current list of the Department of Health and Human 
Services (DHHS) approved laboratories from which the employee can chose the laboratory to conduct the retest of 
the split specimen.  Testing of the split specimen in a regulated test will be initiated by the MRO without delay when 
requested. Failure to notify the MRO within the 72 hour time limit results in the employee’s forfeiture of appeal 
rights under DOT regulation.  Under the DOT regulations there is no appeal process for an alcohol breath test 
conducted by a qualified breath alcohol technician.  

 

5.8 Substance Abuse Professional Evaluation: 

 5.8a   The City will make available the name of a qualified Substance Abuse Professional (SAP) to all employees 
who have tested positive on a drug or alcohol test.  All treatment or professional services not covered under the City’s 
benefits plan are to be arranged at the employee’s own expense. 

 5.8b (FMCSA & FTA Requirements)   DOT-covered employees will be provided the contact information for 
a professional who meets all the requirements of a 49 CFR Part 40 Subpart O.  (Substance Abuse Professional means 
a licensed physician, or a licensed or certified psychologist social worker, employee assistance professional or 
certified substance abuse counselor, with knowledge of and clinical experience in the diagnosis and treatment of 
alcohol and drugs).  Regardless of the City’s disciplinary action, up to termination of employment, a DOT-covered 
employee will be given a specific SAP name, address and phone number, and informed of the DOT requirement to 
complete an assessment, the required education or treatment, and a compliance re-assessment and negative return-
to-duty test before again engaging in covered duties for any DOT regulated employer.   

 

  5.9 Use of City Benefits: 

 5.9a   Employees allowed to retain their jobs, while voluntarily seeking assistance BEFORE testing positive, or 
those with an alcohol test reading from 0.020 to 0.039, must abide by the conditions of the “Assistance Agreement 
and Last Chance Provision”.  Provided the employee cooperates with the recommendation of the Substance Abuse 
Professional, the employee may be eligible for pay in accordance with the City’s sick leave and/or vacation policy in 
effect at the time.  Such use of sick or vacation benefits may not occur until the employee has satisfactorily completed 
the initial assessment with the Employee Assistance Professional. 

 

6. CONFIDENTIALITY AND SEVERABILITY  
6.1 Confidentiality and Recordkeeping: 

  6.1a   The information involving alcohol/drug testing shall be treated as confidential to the extent possible 
within the scope of this policy.  Information will be maintained in a separate file by an individual of the City’s Human 
Resources Department, designated by the Substance Abuse Policy Administrator.  No data pertaining to testing or 
rehabilitation will be made part of the employee’s personnel file.  Information concerning an individual employee will 
be disclosed only to those Management personnel involved with the discipline of the employee or who have a 
legitimate need to know the information. 

6.2b (FMCSA & FTA Requirements)   DOT Federal Motor Carrier Safety Administration covered employees 
will have this information stored in their “Driver Qualification” file (unless such file is available to staff other than 
the DER/Administrator).  In such cases, a letter stating that the Substance abuse testing information is on file in the 
Administrator’s office shall be placed in the “Driver Qualification” file.  The City’s DOT Federal Transit Administration 
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covered employees will have this information stored in the Transit system’s separate confidential files that are 
maintained in a secure location with controlled access.   

 

6.2    Severability - Not A Contract: 

6.2a   If any part of this policy is determined to be unenforceable under state or federal law, the remainder of the 
policy, to the extent possible, will remain in full force and effect.  No part of this policy, or any procedure related to it, 
is intended to do any of the following: 

i. To be considered a contract for employment; 

ii. To affect the City’s right to manage its workplace, or to discipline its employees; or 

iii. To guarantee employment, continued employment, or the terms or conditions of 
employment. 

Changes to this policy may be made at any time necessary by the City Manager. 

 

7. ADMINISTRATION AND MEDICAL REVIEW  
7.1   Substance Abuse Program Administrator: 

7.1a   The duties of record-keeping, administering, and overseeing the City’s Substance Abuse Program are 
carried out by the City’s Substance Abuse Policy Administrator (Administrator) or Designated Employer Representative 
(DER) named in Attachment A.  The Administrator will work closely with the City’s management and the Medical Review 
Officer to ensure that all elements of the Substance Abuse Program are followed as they pertain to employee testing, 
training, record keeping, and reporting. The Administrator will establish a system of secured, controlled record keeping 
to safeguard an individual employee’s right to privacy of test results.  This system will require that all test results be 
forwarded by the Medical Review Officer to the Administrator who will secure the results in a locked file to which only 
the Administrator will have access, as required by DOT regulations. 

Employees having any questions or suggestions regarding the Substance Abuse Program should address them to the 
Administrator in person or in writing to the address listed in Attachment A. 

7.1b (FMCSA & FTA Requirements)   The Administrator/DER shall be the DOT contact on matters pertaining 
to this Substance Abuse Program and is to be knowledgeable on the contents of the Program and the City’s policies 
and procedures on immediately removing an employee from safety sensitive duties.   

 

7.2   Medical Review Officer (MRO): 

7.2a The City adopts the FMCSA & FTA requirements in section 7.2b as City Policy for all employees. 

7.2b (FMCSA & FTA Requirements)   The City has contracted with the licensed physician listed in Attachment A to 
serve as the MRO for the City’s Substance Abuse Program with his/her duties and responsibilities described as 
follows.  In addition to performing the duties and functions outlined below, the MRO will comply with the 
requirements set forth in 49 CFR Parts 40 382 and 655. 

The primary responsibility of the MRO is to receive, review and interpret all test results obtained through the City’s 
Substance Abuse Program before the results are reported to the City and summarized for DOT.  Upon notification 
by the testing laboratory of a positive test result, the MRO will review the documentation showing continuity in the 
chain of custody of the specimen, and promptly contact the affected employee to advise him/her of the positive test 
result.  The MRO must provide the covered employee an opportunity for an interview, in person or via telephone, 
to discuss the possible reasons for the positive test result, and to advise the covered employee of his/her right to 
request a retest of the split specimen, at the employee’s expense, by another DHHS approved laboratory. 
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If the covered employee submits medical records in defense of a positive test result, the MRO will review those 
records and contact the employee’s physician to answer any questions contained therein.  The MRO must follow the 
accepted decision process outlined in 49 CFR  §40.139 regarding opiate use and abuse that shall be considered 
positive for testing purposes. If any question arises about the accuracy or validity of a positive test result, the MRO 
will review the laboratory records to determine whether the required procedures were followed.  This will require 
collaboration with the testing laboratory director, the analysts, and any expert consultants as the MRO determines 
necessary.  Only the MRO shall be authorized to order a re-analysis of the original sample.   

Once the MRO has reviewed all of the above information, the MRO will make a determination as to whether the 
result is scientifically sufficient to take further action.  However, if the records from the collection site or laboratory 
raise doubts about the handling of the sample, the MRO may decide the urinary evidence is insufficient and no 
further actions will be taken.  In this case, the MRO will declare the test to be negative.  The MRO shall note the 
possible errors in laboratory analysis or chain of custody procedures and will notify the proper officials to correct 
the errors or procedures as necessary. 

If the MRO determines that there is no reasonable medical or scientific reason for a positive test result, and after 
verification of the proper procedures being followed, the MRO will declare the test to be verified positive and notify 
the City’s Substance Abuse Policy Administrator of this fact. 

 

8. DRUG TESTING LAB & ALCOHOL PROCEDURES 
8.1   Drug Testing and Laboratory Procedures: 

8.1a The City of Gastonia will use testing protocols for all City employees that are similar to, even if not exactly 
the same as, those used by the Department of Transportation in specimen collection, laboratory testing, medical 
review officer services, and reporting procedures used in testing of regulated employees. 

   

8.1b (FMCSA & FTA Requirements) The City has contracted with a Department of Health and Human Services (DHHS) 
certified laboratory for the analysis of urine specimens collected.   See Attachment A. for the current laboratory.  The 
laboratory will conduct all requirements for chain of custody, testing, reporting, and specimen retention in 
accordance with the provisions of 49 CFR Part 40 as amended and updated. The laboratory will conduct specimen 
validity testing on all urine specimens provided for testing under DOT authority.  Specimen validity testing is the 
evaluation of the specimen to determine if it is consistent with normal human urine.  The purpose of validity testing 
is to determine whether certain adulterants or foreign substances were added to the urine, if the urine was diluted, 
or if the specimen was substituted.  The City will conduct blind quality control testing if and when the City’s testing 
program covers more than 2000 individuals.  The Laboratory will use an immunoassay test for the initial testing, 
which has been approved by the U.S. Food and Drug Administration.  All positive test results will be confirmed by a 
second test using Gas Chromatography/mass Spectrometry (GC/MS).  The Laboratory will report all test results 
directly to the MRO designated by the City. 

 

8.2   Specimen Collection Procedures: 

8.2a   All urine specimens will be provided at a designated, approved collection site. Specimen collection is a 
crucial part of drug testing.  The Federal Department of Transportation (DOT) has established a set of guidelines to be 
used in all DOT required testing.  All City testing will substantially follow these procedures to ensure sample integrity.  
All approved collection sites must meet these federal collection guidelines.  These guidelines were developed donor 
and employer protection to help assure valid collection procedures and the integrity of sample testing and the test 
results. 
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The donor will be requested to provide positive identification (Government ID with photo or employer verification).  
The collection will not proceed without positive identification.  After the donor’s identification has been confirmed and 
the donor has been explained the collection process, the collection will proceed as follows: 

1. The Collector will ask donor to remove unnecessary outer garments such as a coat or jacket and empty items from 
pocket.  All personal belongings such as a purse or a briefcase will remain with outer garments, outside the 
collection room. 

2. Collection procedures allow urine specimens to be provided by the individual in private, unless there is reason to 
believe that the individual may alter or substitute the specimen.  Direct observation by a same gender collector 
will be allowed only when authorized in 49 CFR Part 40. 

3. The donor will be instructed to wash and dry hands, and informed that he/she will not be able to wash again until 
AFTER the specimen has been fully sealed for transport to the laboratory. Additionally donor will be instructed that 
flushing the toilet at any time will invalidate the specimen and require recollection, potentially under direct 
observed procedure if the collector believes the specimen was tampered with or substituted during collection. 

4. Donor will select a sealed collection kit from a group of kits and the collector will unwrap the sealed kit in the 
donor’s presence.  The donor will then be provided with the specimen collection cup, which will hold up to 55 
milliliters of liquid while the collector maintains custody of the contents of the kit.  Donor then enters bathroom 
or enclosed area, which allows individual privacy and provides the required urine specimen.  Donor must give the 
specimen to the collector within 4 minutes of providing the specimen so the collector can read the temperature of 
the specimen.  Specimens not provided to the collector so he/she may read the temperature within 4 minutes will 
not be acceptable and must be recollected.  

5. Collector receives specimen from donor.  The collector will determine if there is the required minimum of 45ml of 
sample is provided, the temperature is within range and then inspect the specimen’s color and look for any signs 
of contaminants or adulteration.  (Any specimen suspected of being altered will be fully packaged as follows and 
sent to the laboratory for testing, inadequate sample volume will result in recollection as outlined in step 6 below.) 
The donor will witness the collector pour the specimen from the cup into the laboratory transport bottle or vial 
then watch as the container(s) are sealed with security tape in front of the donor. All DOT, FMCSA and FTA 
specimens will be split into two vials for shipment to the lab as required by DOT rule. The collector will date the 
seals and the donor will then be requested to initial the sealed specimen bottle(s).  The chain of custody form is 
completed and signed by the donor and collector.  The collector will place the chain of custody forms and bottle(s) 
into a secured laboratory bag, and then it is also sealed in front of the donor.. 

6. If the donor is unable to provide 45 ml. of urine, the collector will instruct the employee to drink regular intervals 
of fluid up to 40 ounces within a maximum period of three (3) hours.  If the donor refuses or is unable to provide 
a new urine specimen within the 3-hour limit, the collector will terminate the collection and notify the employer.  
The employee will be referred, as soon as possible after the attempted urine collection, for an evaluation from a 
licensed physician concerning the employee’s ability to provide an adequate amount of urine.  If a valid medical 
reason cannot be established, the employee will be considered as having refused to submit to testing and therefore 
violated the DOT agency rule. Donors must remain under the supervision of the collection staff during this entire 
time necessary to complete a collection.  Any attempt by the donor to leave the collection facility or remove 
themselves from the supervision of the collection staff will result in the collection being terminated and considered 
a refusal to test.  

7.  The City of Gastonia shall conduct semi-annual reviews of the collection procedures used by contract collection 
sites.  It shall be the responsibility of the City’s Human Resources Director to see that such audits are conducted 
and that a written record of the outcomes of the audits are available when requested by auditors. 

8. If a collector observes any of the following the collector must conduct a direct observed collection using the 
protocol described below as required by 49 CFR Part 40..  

a. Collector observes donor bring something to the collection that could be used to adulterate or substitute 
a sample 
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b. Donor provides a specimen with temperature outside of the acceptable range 

c. Collector recognizes upon receiving the sample from a donor that it has been adulterated (strong odor of 
Clorox, something dissolving in the sample, etc.)  

d. Test is a Return-to-Duty or follow-up test following a policy violation listed in § 3.1.a-b above. 

9. When a direct observe collection is required the observer, of the same gender, must request the employee to raise 
his or her shirt, blouse, or dress/skirt, as appropriate, above the waist, just above the navel; and lower clothing and 
underpants to mid-thigh; and to show the observer – by turning around – that the employee does not have a 
prosthetic or other device used to adulterate or substitute a specimen. 

 

8.3   Alcohol Testing Procedures: 

8.3a The City adopts the FMCSA & FTA requirements in section 8.3b as City Policy for all employees, with the 
following additions: 

Blood alcohol testing will be used only in the City of Gastonia’s required NON-DOT testing when breath testing is either 
unavailable or impractical (i.e. following a serious accident). 

8.3b (FMCSA & FTA Requirements)   Alcohol testing under the DOT rules is performed through the use of Saliva 
Testing Technician (STT) or Breath Alcohol Technician (BAT), referred to hereafter as “Operator”, certified in the 
Department of Transportation Breath Alcohol Training program.     The following procedures outline the alcohol testing 
process and what an employee should expect.   

Preparation for an Alcohol Test 

Upon entering the alcohol testing location, the BAT or STT will require you to provide positive identification (photo 
I.D. ALL employees are to always carry proper photo identification).  The Operator will explain the testing 
procedure to you. 

Screening Tests 

1. The Operator will complete Step 1 on the alcohol testing form, and the donor will then complete Step 2 on the 
form, signing the certification.  Refusal by the employee to sign this step 2 certification will be regarded as a 
refusal to take the test and a rule violation. All testing will stop at this point and the DER shall be notified of 
the refusal. 

2. An individually sealed saliva test instrument or, in the case of a breath tests a new mouthpiece will be opened 
in the donor’s presence and the BAT will attach it to the evidential breath testing device (EBT) in accordance 
with the manufacturer's instructions. 

3. The STT will instruct the donor to swab his/her own saliva for one (1) minute or the BAT will instruct the donor 
to blow forcefully into the mouthpiece for at least 6 seconds or until the EBT indicates that an adequate 
amount of breath has been obtained. 

4. The Operator will show the donor the result on the saliva card or the result displayed on the EBT and then affix 
the test result printout to the breath alcohol testing form in the designated space, using a method that will 
provide clear evidence of removal (e.g. tamper evident tape) 

5. In any case in which the result of the screening test is LESS than 0.02 the Operator will date the form and sign 
the certification in Step 3 of the form.  The donor is not required to sign the certification in Step 4 of the form. 

6. If the test result printed by the EBT does not match the displayed result, the BAT will note the disparity in the 
remark section.  Both the BAT and the employee will initial or sign the notation.  The test is then invalid and 
the employee is so notified.  No further testing is authorized and the Company DER is so notified. 
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Confirmation Tests 

1. If the result of the screening test is 0.02 or greater, whether a saliva or breath test, a confirmation test will be 
performed using an approved evidentiary breath testing (EBT) device.  If a different BAT will perform the 
confirmation test, the BAT who conducts the screening test will complete and sign the form.  The BAT will 
provide the donor with copy 2 of the form. 

2. The BAT will conduct an "air blank" to ensure that the device is working correctly.  The air blank must be 0.00.  
If the reading is greater than 0.00 the BAT will conduct one more air blank.  If the reading is greater than 0.02, 
testing will not proceed using that instrument.  However, testing may proceed on another instrument. 

3. The BAT will instruct the employee not to eat, drink, put any object or substance in his or her mouth, and, to 
the extent possible, not belch during the waiting period before the confirmation test.  The time period begins 
with the completion of the screening test, and will not be less than 15 minutes.  The BAT will explain the reason 
for this requirement and the fact that it is for the employee's benefit.  The BAT will also explain that the test 
will be conducted at the end of the waiting period, even if the employee has disregarded the instruction.  If 
the BAT becomes aware the employee has not complied with this instruction, the BAT will so note in the 
remarks section of the form. 

4. If a different BAT performs the confirmation test the new BAT will initiate a whole new form with the donor 
the same as the first BAT did.  Failure to sign the form in section 2 will be considered a refusal to take the test.  
The BAT will note such in the remarks section of the form. 

 

8.4   Invalid Alcohol Tests: 

8.4a    The City adopts the FMCSA & FTA requirements in section 8.4b as City Policy for all employees. 

           8.4b (FMCSA & FTA Requirements)   A breath alcohol test is invalid under the following circumstances: 

1. The saliva test instrument is out of date, the packaging is damaged or the saliva does not activate the control 
spot. 

2. The Evidentiary Breath Testing (EBT) instrument does not pass its next external calibration check (invalidates 
all test results of 0.020 or greater since the last valid external calibration. 

3. The Operator does not observe the minimum 15-minute to maximum 30-minute waiting period before 
performing confirmation testing. 

4. The Operator does not perform an air blank of the EBT before a confirmation test or such an air blank does 
not result in a reading of 0.000. 

5. The breath alcohol technician does not sign the form. 

6. The breath alcohol technician fails to note in the remarks section of the form that the employee has failed or 
refused to sign the form after the test has been completed on a result equal to or greater than 0.020. 

7. The EBT fails to print a confirmation test result. 

8. The sequential test number or alcohol concentration displayed on the EBT is not the same as the sequential test 
number or alcohol concentration on the printed result. 

 

9. EMPLOYEE ASSISTANCE & TRAINING 
9.1 Self-Reporting Of Alcohol And Controlled Substance Use Employees: 

9.1a   Employees voluntarily seeking assistance will be required to abide by all other City policies including 
expected levels of performance.  All employees must comply with the self-reporting requirements below.  If not 
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terminated, the City shall require an initial assessment and evaluation of employees who test positive for alcohol or 
drugs or violate the prohibited conducts.  The cost of any necessary treatment or rehabilitation, for such violation shall 
be at the employee’s expense except where coverage for these expenses may be provided for eligible employees under 
the provisions of the City’s benefit plan.   

The City of Gastonia is interested in assisting those employees who ask for assistance before testing becomes necessary 
or required as part of this policy.  Because of the specific safety issues related to the work of the City of Gastonia, the 
following conditions apply to self-reporting of alcohol or controlled substance abuse by any City employee.   

1. An employee wishing to self-report an alcohol or drug problem must do so BEFORE being selected or notified of a 
required test, having violated the prohibited conducts of this policy (possession, on the job use etc.) or having been 
identified by a supervisor or management with impaired performance, behavior or physical condition which 
requires testing.   

2. Employees who self-report BEFORE a negative job consequence will have their job status protected while they seek 
professional assistance and will be allowed to return to their job or a comparable job upon successfully completing 
the treatment required by the professional. 

3. The self-report must be completed with a supervisor or manager and must result in acceptance of and signature 
on an “Assistance Agreement and Last Chance Provision”.   

4. Employees self-reporting must make contact with the professional provided to them within 1 business day of the 
self-report meeting with City management or Human Resources and fully cooperate and participate in the 
counseling/treatment program required by such professional. 

5. Individuals who wish to self-report must do so BEFORE performing any safety sensitive duties or being involved in 
an on-the-job accident or incident.   

6. Employees who self-report may not return to non-safety sensitive duties until substantially completing required 
treatment and released by the Substance Abuse Professional as ready to return-to-duty. 

7. Employees working in safety sensitive jobs, including all DOT-regulated employees may not return to safety 
sensitive duties until fully completed required treatment and approved by the professional. 

8. Self-reporting employees must pass a return-to-duty drug and/or alcohol test, as stipulated by the professional 
before being eligible to return to duty. 

9. Self-reporting employees shall be subject to unannounced follow-up testing as set up between management and 
the Substance Abuse Professional and must not fail, delay, or refuse a follow-up test. 

10. Self-reporting shall not protect an employee who has violated any City work rules from disciplinary action.   

11. Self-reporting may only be used one time in any five (5) year period. 

9.1b  (FMCSA Requirements)   Employees who admit to alcohol misuse or controlled substances use are 
exempt from the referral, evaluation and treatment requirements of 49 CFR Part 382 and part 40, provided that:  

1. The admission is in accordance with a written employer- established voluntary self-identification program or 
policy that meets the requirements of paragraph (b) of this section [9.1.a above is designed to meet those 
requirements];  

2. The driver does not self-identify in order to avoid testing under the requirements of this part;  

3. The driver makes the admission of alcohol misuse or controlled substances use prior to performing a safety 
sensitive function (i.e., prior to reporting for duty); and  

4. The driver does not perform a safety sensitive function until the employer is satisfied that the employee has 
been evaluated and has successfully completed education or treatment requirements in accordance with the 
self-identification program guidelines.   



70 
 

An employee who self-reports abuse of alcohol and/or controlled substances will be allowed one option to get 
assistance provided  the employee complies with the conditions of the “Assistance Agreement and Last Chance 
Provision”. The first instance of self-reporting will not result in any disciplinary action being taken against the 
employee who seeks such assistance.  A DOT-regulated employee will be allowed to return to safety sensitive duties 
only after the employee satisfactorily complies with the education or treatment program, as determined by a drug 
and alcohol abuse evaluation expert (i.e. employee assistance professional, substance abuse professional or 
qualified drug and alcohol counselor) AND the employee provides a negative Non-DOT return-to-duty drug and/or 
alcohol test depending upon the Professional’s required testing.  

Employees receiving such assistance will be required to remain free from alcohol and/or drugs and undergo ongoing 
non-DOT follow-up testing as required by the Professional for a period of up to 60 months.  Any return to active 
substance use may result in termination of employment and when required a violation of the DOT rules.   

9.1c (FTA Requirements)  

The City will use the same self-reporting requirements found in part 9.1.b for all DOT-FTA employees.  Any reference 
to “driver” above will be considered to refer to ANY FTA regulated employee regardless of “driving” duties. 

 

9.2 EAP Training of Employees: 

9.2a Management shall be responsible for conducting periodic education for employees on the subject of 
alcohol/drug use.  Within the first ninety (90) days of employment, all covered employees shall undergo an orientation 
by a designated City official covering the effects of drug and alcohol abuse, its safety implications, and the City’s 
Substance Abuse Policy and Procedures.  Periodically, the City will provide some form of alcohol/drug awareness 
education for all covered employees.  Additional training will be conducted at the request of Management. 

  

9.2b (FMCSA & FTA Requirements)   DOT-FTA & FMCSA covered employees shall undergo the required one 
(1) hour drug orientation training, and receive required alcohol training information BEFORE being selected for 
random testing. 

 

9.3 EAP Training of Supervisory Staff:  

9.3a All City management/supervisory personnel who are authorized to make “reasonable suspicion/cause” 
determinations shall participate in the City approved supervisory training program, which will meet or exceed the DOT 
requirements.  Beyond the initial training, Management will maintain a training program specifically designed to retrain 
Supervisory personnel on the signs and symptoms of alcohol/drug use, workplace safety, and contemporaneous 
physical, behavioral, and performance indicators of probable drug and/or alcohol use.   

Management/Supervisory personnel who are authorized to make “reasonable suspicion/cause” determinations shall 
participate periodically in additional training further addressing the issues of drug and alcohol use in the workplace 
and the implications to reasonable suspicion/cause, post-accident/incident testing, and the specifics of the City’s 
Substance Abuse Program.   

9.3b (FMCSA & FTA Requirements)   All supervisors of DOT-regulated employees will undergo an initial 
training covering alcohol and drugs, their signs and symptoms, and the proper manner in which to handle reasonable 
suspicion alcohol testing and reasonable cause drug testing of such employees.  This training will consist of a 
minimum of one (1) hour pertaining to alcohol use and one (1) hour pertaining to drug use.   
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ATTACHMENT A 

 

SUBSTANCE ABUSE POLICY CONTACTS AND PROVIDERS 
 

SUBSTANCE ABUSE PROGRAM ADMINISTRATORS FOR THE CITY: 

 Administrator/DER Alternate 

 Judy Smith Vincent T. Carpenter 
 Assistant Director of Human Resources Assistant City Manager 
 (704) 866-6786 (704) 866-6860 

MEDICAL REVIEW OFFICER (MRO): 

Charlton Owensby, MD 
681 Cabarrus Avenue 
Concord, North Carolina 28027 
(704)  788-6441   (800) 451-3743 

EMPLOYEE ASSISTANCE PROGRAM : 

McLaughlin Young Group 
1-800-633-3353 
www.mygroup.com 

DOT SUBSTANCE ABUSE PROFESSIONAL: 

John Trombello  
McLaughlin Young Group 
5925 Carnegie Boulevard, Suite 350 
Charlotte, NC 28209 
704-529-1428 Phone 

COLLECTION SITE MANAGEMENT: 

 Primary Site  Alternate Site 

 Employee Health Services  Caromont Occupational Medicine 
City Hall  2525 Court Drive 

 181 S. South St Gastonia, NC 28054 
 Gastonia, NC 28054  704-834-3070 
 (704) 866-6999  

 

DHHS & CAP APPROVED  LABORATORIES: 

 LABORATORY CORPORATION OF AMERICA  1904 Alexander Drive  Research Triangle,  NC 27709 

 KEYSTONE LABORATORY  30 Garfield St.  Suite B  Asheville, NC 28803 

QUEST DIAGNOSTICS LABORATORY, 3175 Presidential Dr.  Atlanta, GA 30340
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ATTACHMENT B 

 

POSITIONS SUBJECT TO RANDOM TESTING 
CITY AUTHORITY 

 Group 1 Employees:  Safety Sensitive Positions:   

AMUSEMENT EQUIPMENT OPERATOR LABORATORY TECHNICIAN I  

ASSISTANT FIRE CHIEF LABORATORY TECHNICIAN II  

ASSISTANT FIRE MARSHAL 1 LABORATORY TECHNICIAN III  

ASSISTANT MANAGER COMPLIANCE WWTD LABORATORY TECHNICIAN IV  

ASSISTANT MANAGER OPERATIONS WWTD LANDSCAPE TECHNICIAN I  

ASSISTANT POLICE CHIEF LANDSCAPE TECHNICIAN II  

ASST DIV MGR OF WT (OPERATIONS) LIFEGUARD  

ASST DIV MGR OF WT (WATER QUALITY & COMP) MAINTENANCE MECHANIC/CREW CHIEF  

ASST. POOL MANAGER METER SERVICE COORDINATOR I  

AUTOMOTIVE MAINTENANCE SUPERVISOR METER SERVICE COORDINATOR Ii  

AUTOMOTIVE MAINTENANCE SUPERVISOR II METER SERVICE COORDINATOR III  

AUTOMOTIVE SERVICE ATTENDANT METER SERVICE SUPERVISOR  

CARPENTER METER SERVICES MANAGER  

CHIEF OF ADMINISTRATION PARKS AND GROUNDS MAINTENANCE MGR.  

CHIEF OF TRAINING PLANT OPERATOR I  

CONSTRUCTION WORKER II PLANT OPERATOR II  

CREW CHIEF PLANT OPERATOR III  

DIVISION CHIEF POLICE CAPTAIN  

DIVISION MANAGER OF WWT POLICE CHIEF  

DIVISION MANAGER OF WATER TREATMENT POLICE OFFICER 1  

ELECTRICIAN TECHNICIAN III POLICE OFFICER 2  

FACILITY MAINTENANCE ELECTRICIAN POLICE OFFICER 3  

FACILITY MAINTENANCE SUPERINTENDENT POLICE OFFICER/PART-TIME  

FACILITY PLANT MECHANIC I POLICE SERGEANT 1  

FACILITY PLANT MECHANIC II POLICE SERGENT 2  

FACILITY PLANT MECHANIC III POOL ATTENDANT  

FIELD SUPERVISOR POOL OPERATIONS MANAGER  

FIRE CAPTAIN PRE TREATMENT SUPERVISOR  
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FIRE CHIEF RANGE ATTENDANT  

FIRE ENGINEER 1 RANGE LEADER  

FIRE ENGINEER 2 RECREATION RANGE ATTENDANTS  

FIRE INSPECTOR 1 REVENUE SECURITY TECHNICIAN  

FIRE MARSHAL SCHOOL CROSSING GUARD  

FIREFIGHTER 1 SENIOR PLANT OPERATOR  

FIREFIGHTER 2 TIRE CHANGER  

FIREFIGHTER 3 TRAFFIC SERVICES TECHNICIAN I  

GROUNDS MAINTENANCE WORKER (I) WATER & SEWER MANAGER  

INDUSTRIAL CHEMIST WATER QUALITY SUPERVISOR  

LABORATORY SUPERVISOR WATER SAFETY INSTRUCTOR  

 

POSITIONS SUBJECT TO  

RANDOM   TESTING (Continued) 
 

DEPARTMENT OF TRANSPORTATION  -  

Group 2 Employees:  Federal Motor Carrier Safety Administration -Regulated Positions   

ASSISTANT DIRECTOR OF PARKS AND RECREATION FACILITY PLANT MECHANIC II 

ASSISTANT WATER/SEWER MANAGER FACILITY PLANT MECHANIC III 

AUTOMOTIVE MECHANIC FIELD SUPERVISOR 

AUTOMOTIVE MECHANIC II IN-HOUSE RECYCLING TECHNICIAN 

AUTOMOTIVE MECHANIC III LANDSCAPE TECHNICIAN I 

AUTOMOTIVE SERVICE ATTENDANT LANDSCAPE TECHNICIAN II 

CONSTRUCTION WORKER II LINE TECHNICIAN II 

CREW CHIEF LINE TECHNICIAN III 

DIRECTOR OF PARKS & RECREATION MOTOR EQUIPMENT OPERATOR 

ELECTRIC SERVICE TECHNICIAN II OPERATIONS MANAGER 

ELECTRIC SERVICE TECHNICIAN III RECREATION CENTER PROGRAM SUPERVISOR 

ELECTRIC UTILITY CREW SUPERVISOR SANITATION SENIOR MOTOR EQUIPMENT OPERATOR  

ELECTRIC UTILITY OPERATIONS SUPERVISOR SENIOR MOTOR EQUIPMENT OPERATOR 

ELECTRICAL FIELD TECHNICIAN II STREET & STORM DRAINAGE MANAGER 

ELECTRICAL SUBSTATION TECHNICIAN I TRAFFIC SERVICES TECHNICIAN II 

FACILITY PLANT MECHANIC I WELDER 
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POSITIONS SUBJECT TO  

RANDOM   TESTING (Continued) 

 

Group 3 Employees:  Federal Transit Authority-Regulated Positions   

 

AUTOMOTIVE MAINTENANCE SUPERVISOR BUS DRIVER 

AUTOMOTIVE MAINTENANCE SUPERVISOR II DISPATCHER 

AUTOMOTIVE MECHANIC II TRANSIT DISPATCHER 

AUTOMOTIVE MECHANIC III TRANSIT FIELD SUPERVISOR 

AUTOMOTIVE SERVICE ATTENDANT  
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ATTACHMENT C 

 

ASSISTANCE AGREEMENT AND LAST CHANCE PROVISION  
 

As a result of my voluntary admission of alcohol/drug use, or my alcohol test reading between 0.020 and 0.039, I herewith apply 
for assistance through enrollment in the rehabilitation program.  I understand if I fail to fully comply with this agreement I will be 
subject to termination for the original policy violation, not my failure to attend treatment.  If my enrollment is approved, I agree 
to fully comply with all the following stipulations and conditions:   

1. I promise to make contact with the designated professional provided to me within in 1 business day of my signature below 
and fully cooperate and participate in the counseling/treatment program required by such professional and the City’s 
Employee Assistance Professional in accordance with instructions and requirements of the Professional or the rehabilitation 
program personnel.    

2. In the event that I must miss work as a result of participating, I agree that I will abide by the terms and conditions of the City’s 
Substance Abuse Policy and Procedures, the treatment program requirements, and all other applicable City policies or rules.   

3. I authorize the rehabilitation program representatives to confer with the Substance Abuse Policy Administrator regarding my 
attendance, progress and suitability for continued employment, or return to active employment, as the case may be, including 
the disclosure of medical/psychiatric evaluations and treatment plans.   

4. I understand that, upon continued active employment or return to active employment, I must meet established standards of 
conduct and job performance required of any other employee.   

5. I understand and agree that I shall willingly submit to unscheduled alcohol and/or drug testing at any time, and that a positive 
test result, or my failure to take such test as requested, will be cause for termination of my employment.  Such unscheduled 
testing may be required of me for up to twenty-four (24) months following the date of this agreement.   

6. I understand and agree that my future employment depends upon my remaining free of alcohol/drugs for the entire duration 
of my continued employment, and that this last chance afforded me by approval of enrollment is conditioned accordingly.  
Such conditions, including those above, are recognized to be in addition to the City’s right to alter my employment relationship 
with it at-will, and for reasons not set forth above.   

7. I understand and agree that I am fully responsible for the cost of any treatment required of me to meet the conditions of this 
agreement and satisfy the Professional conducting the assessment and those providing the monitoring of my care for the City.  I 
also understand that I am eligible for assistance from the City only to the extent available in any medical/health coverage available 
for me at the time.   

 

� (If checked)  As a DOT-regulated employee I understand that I will not be able to return to DOT-covered duties until I have 
completed & fully complied with all requirements of the Substance Abuse Professional.   

 

 

______________________________________________   _____/_____/_____ 
Employee - Applicant for Rehab.  Admission  Date 
 

 
______________________________________________    _____/_____/_____ 
Authorized Representative     Date 
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ATTACHMENT D 

     

RECEIPT OF SUBSTANCE ABUSE POLICY 

Prior to Completing Orientation 
The City of Gastonia has developed safety and work rules for the well-being of employees, the public and our 
customers.  Attached is a copy of the City of Gastonia’s Substance Abuse Policy.  You are being given a copy of the 
policy to read and become familiar with its requirements, even before any additional training on this subject occurs.    

EMPLOYEE ACKNOWLEDGEMENT: 

I understand the above and will review this policy promptly and if I have questions before I complete training I will ask 
my supervisor or contact the Administrator/DER listed herein.  I understand this policy applies to me because of the 
following job for which I am being hired, and any other position I may be promoted or transferred to during my 
employment with the City of Gastonia: 

 

______________________________________________________________________ 

 [Write in job title] 

 

I understand Department of Transportation - Federal Motor Carrier Safety Administration or Federal Transit 
Administration regulated employees have additional requirements, which are outlined in this policy and if I have 
now accepted one of those positions or later during my employment, accept such a position, I will make certain I 
understand and comply with those additional requirements. 

 

I hereby acknowledge receipt of a copy of the City of Gastonia’s Substance Abuse Policy.  I will review it promptly and 
understand that my continued employment is dependent upon my following these rules and all policies and rules of 
the City of Gastonia. 

 

          / /  
Employee Signature Date 

 

          / /  
Authorized Representative     Date 
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Appendix 4 
 

DONATION OF LEAVE POLICY 
 

When an employee is in need of sick leave due to a Verifiable Medical Emergency, other employees may donate sick 
leave or annual leave to the employee to financially assist the individual. All full-time and part-time employees, who 
have worked at least 1250 hours immediately preceding the medical leave, may qualify for leave donations during a 
Verifiable Medical Emergency.  All Donation of Leave requests must be approved by the employee’s Department Head.  
Employees may request a donation of leave up to a maximum of three times during his/her career.  Exceptions may be 
granted by City Management. 

1. Provisions: 

The receipt and donation of shared leave to cover a Verifiable Medical Emergency will be subject to the 
following provisions: 

a. Verifiable Medical Emergency is defined as follows: 

i. It must be an unplanned, serious medical condition or medical trauma requiring the care of a 
physician that occurs to an employee or to a member of the employee’s immediate family who 
lives in the employee’s place of residence, or children, stepchildren, parents, spouse, or 
siblings, regardless of place of residence; and 

ii. It must require the employee to be absent from work for more than 4 weeks; and  

iii. It creates a loss of income and economic hardship to the employee due to an exhaustion of 
paid leave.  

b. Short term, incidental, non-critical medical situations, including normal pregnancies not requiring bed 
rest, and absences for well-baby care are not considered Verifiable Medical Emergencies.  

c. Absences covered by worker’s compensation shall not be considered under this policy. 

d. Employees, who have given notice that they are resigning or retiring from the City, shall not be eligible 
to donate leave under this policy. 

e. To receive a benefit under this policy, the full-time recipient must have less than 32 hours of combined 
sick and annual leave benefits available at the time of the sick leave donation.  (Part-time recipients 
must have less than 16 hours of sick time benefits available at the time of the sick leave donation.)   

f. Regular full-time employees donating sick or annual leave must have a minimum combined total of 
480 sick and/or annual leave hours remaining after the donation.  (Part-time employees must have a 
minimum of 240 sick leave hours remaining after the donation.) 

g. Employees eligible to donate leave may not contribute more hours than are needed by a recipient. 

h. Donations of leave must be made in one-hour increments with a minimum donation of (4) hours. 

i. Employees eligible to donate leave may not provide more than 20 hours per pay period per recipient. 

j. Donated sick and/or annual leave will be deducted from the contributing employees’ leave balances 
and added to the receiving employee’s sick leave balance.  

k. An employee may begin using donated leave only after all available, accrued sick and annual leave has 
been exhausted.  While using donated leave, an employee will continue to earn sick and annual leave. 
When accounting for leave, this newly accrued leave shall be used prior to the remaining donated 
leave. 
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l. No employee will be allowed to intimidate, threaten, or coerce any other employee for the purpose of 
interfering with any right which the employee may have with respect to donating, receiving, or using 
leave under this program.  Any such action may be grounds for disciplinary action.  

m. Federal and State privacy laws require that medical information remain confidential.  Therefore, when 
disclosing information on an approved recipient (employee or family member), only a statement that 
the recipient has a prolonged medical condition can be made.  If the recipient wishes to make either 
his or her identity or his or her medical status public, then he or she must sign a release to allow the 
information to be known. 

n. Any unused leave at the expiration of the medical condition shall be treated as follows: 

i. The recipient’s sick leave account balance shall not exceed a total of 40 hours (prorated for 
part-time employees). 

ii. Any additional unused donated leave shall 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. 

iii. If a recipient leaves the City’s employ due to resignation, death, or retirement, participation in 
the program ends.  Unused leave shall be returned to the donor(s) on a pro-rata basis and 
credited to the same account from which it originally came. 

o. Sick leave or annual leave may be donated to any eligible employee in the City’s service. 
 

2. Procedures: 

a. Eligible employees, who have less than 32 hours of combined sick and annual leave available, may 
submit a written request through the Human Resources Department for donations of leave to 
financially assist them during their Verifiable Medical Emergency.  This written request may also be 
initiated by a fellow employee, who nominates the eligible recipient, based on the criteria in Provision 
‘m’ of this policy.  In the case of nominations initiated by persons other than the recipient, the City will 
only proceed with the requesting of donations of leave if the nominated employee consents. 

b. Upon receipt of the written request for leave donations, the Human Resources Department will verify 
the individual’s eligibility. 

c. Once the individual’s eligibility is verified, the Human Resources Department will email a request for 
donations citywide describing the situation, while maintaining the individual’s anonymity (unless the 
employee has requested that his or her identity be made known).   

d. Interested employees will submit in writing a completed copy of Attachment # 1 to the Human 
Resources Department indicating their proposed donations to be applied in the Verifiable Medical 
Emergency. 

e. Once the eligibility of the proposed donations are verified, the Human Resources Department will 
forward the information to the Payroll Division, where the appropriate accounts will be adjusted.  

f. After accounts are adjusted, the Payroll Division will notify the following individuals of the changes: 

i. The employee with the Verifiable Medical Emergency,  

ii. His or her department head; and 

iii. All donating employees. 

g. Upon notification, the employee with the Verifiable Medical Emergency will be able to use the 
additional paid leave.   
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h. Whenever the eligible employee’s sick leave ends, the Payroll Division shall re-distribute any unused 
donated sick and annual leave time according to Provision ’n’ of this policy. 

 

Appendix 5 

 
WORKERS COMPENSATION POLICY 

 

Objective: 

The City of Gastonia seeks to ensure the health and safety of employees and the public by ensuring that procedures 
for notification and investigation of accidents/incidents are established and that a procedure is in place for managing 
an injured employee’s return to work. 

The City requires managed return to work or modified duty for employees who suffer work related injuries or illness. 
The managed return to work modified duty serves to: 

1. Support employees in their recovery from a work-related injury or illness by providing modified work 
assignments; 

2. Minimize the amount of absence and resulting impact on both the employees and the organization due to 
work-related injuries or illnesses; 

3. Return the employee to his or her regular job assignment as soon as possible when released by the designated 
healthcare provider; 

4. Help restore the employee to the highest level of physical and mental health possible by providing temporary 
and transitional work positions that are consistent with the physical restrictions imposed by the designated 
healthcare provider. 

This policy establishes the procedures for notification and investigation of accidents/incidents resulting in an employee 
injury and the procedures for managed return to work. The policy directs how employees and staff initially respond to 
and report accidents, receive appropriate medical care, and safely return to work. The procedures established herein 
are to be adhered to by employees in all Departments. 

Full-time employees who are out of work under the provisions of Worker’s Compensation, FMLA or Leave Without 
Pay policies due to illness or injury are prohibited from engaging in outside employment. 

 

Policy:  

All City employees are covered under the North Carolina Workers Compensation Act.  An employee must report all 
work-related injuries to the supervisor immediately.  Under NC law, the City is required to report Workers 
Compensation claims within 5 days of the incident. 

The three primary purposes of Workers Compensation coverage to provide: 

1. Medical and rehabilitation expenses 

2. Some replacement of income if you are out of work 

3. Benefits to the surviving family if injury or illness leads to death 

Workers Compensation is a no-fault system meaning that it focuses on recovering your health and getting you back to 
work rather than trying to establish who is to blame for the injury. 
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The following are the general categories covered by Workers Compensation benefits: 

1. Medical cost – workers compensation pays for the cost of physicians, hospitalization, rehabilitation, and other 
expenses associated with treating a work-related injury or illness. 

2. Total disability – an employee unable to do his or her job receives payments based on the disability, past 
earnings, and potential future earnings without the disability. 

3. Partial disability – a person can return to work but with some temporary or permanent loss of function.  Partial 
disability benefits are designed to prevent severe financial hardships. 

4. Death benefits – if a work related injury or illness leads to death, the survivors receive money for funeral and 
related expenses along with benefits to replace the deceased worker’s wages.      

Lost time benefits begin on the eighth calendar day after a work-related injury.  The period during the first seven days 
is called the waiting period.  Employees receiving benefits shall receive two-thirds of their average weekly pay on a 
non-tax basis.  If the sickness or disability shall continue beyond seven working days, the employee may elect to receive 
only those payments made under workers' compensation laws without using accumulated vacation or sick leave; or 
elect to use his accumulated vacation or sick leave to receive as a supplemental payment for the difference, or a portion 
of the difference, between his regular salary and the payments received under workers' compensation laws.  

An injury is considered compensable if it arises out of and in the course of employment.  A work-related illness is a 
disease that develops from exposure to hazardous substances – such as cancer. 

Benefits will not be paid to employees who become injured after; willfully hurting themselves, acting in a premeditated 
way to cause injury, starting a fight with a co-worker, intentionally violating safety rules, becoming intoxicated or 
impaired by drug use. 

Employees who are injured on the job must complete a drug and alcohol screening to determine whether or not they 
were intoxicated at the time the injury occurred.         

The City of Gastonia participates in a workers’ compensation program at no cost to employees. If an employee is 
accidentally injured or contracts an occupational disease, as defined by the North Carolina Workers’ Compensation 
Act, in the course of their employment with the City, the employee’s authorized medical expenses related to the injury 
or disease will be paid through the program. 

Human Resources (HR) handles all City workers’ compensation claims. All claims are managed in accordance with the 
North Carolina Workers’ Compensation Statutes and the North Carolina Industrial Commission. Benefits are 
determined by law, as provided in the General Statutes of North Carolina, Chapter 97. 

To facilitate this process, each Department will respond to any on the job accident/incident involving an employee. 
The Department will gather information as outlined in this policy and forward to HR. All Departments will comply with 
the Employee Injury Reporting Procedures and the Managed Return to Work Procedures outlined within this 
document. 

 

Definitions: 

1.  Designated Healthcare Provider – A healthcare provider identified by HR for treatment and care of injured 
employees. 

2.  Designated Employee – A City employee for the Department investigating the accident who has been given the 
responsibility of collecting information for an accident/incident. The designated employee should be trained 
in the requirements of this policy. The Department may designate as many employees as necessary to satisfy 
operational needs. 

3.  Employee - full-time, part-time or temporarily employed in the City’s service and on the City of Gastonia 
payroll. 
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4.  Injury/Illness – Injury and personal injury shall mean only injury by accident arising out of and in the course of 
employment, and shall not include a disease in any form, except where it results naturally and unavoidably 
from the accident. 

5.  Maximum Medical Improvement – A point at which the employee’s condition is unlikely to improve further 
and/or has reached his or her pre-incident condition. 

6.  Modified Duty – Duties or work assignments for an injured employee on a temporary basis, and that is 
medically approved by the designated healthcare provider. 

7.  Serious Injury – Injuries that result in fatality, possible fatality, or are of an incapacitating nature such as broken 
bones, head injuries, unconsciousness, or paralysis. 

 

General Responsibilities: 

Employees: 

1. Employees are responsible for immediately reporting to their supervisor any accident or injury that occurs at 
work or on the job, in accordance with Employee Injury Reporting Procedures. Failure to report a work-related 
injury or illness could result in denial of the employee’s workers’ compensation claim. 

2. Employees are responsible for cooperating with the Department and HR staff in coordination of treatment, 
recovery and return to work phases of the workers’ compensation process. 

3. Employees cannot seek medical treatment for work related injuries from healthcare providers other than those 
designated by HR. Violation of this procedure may result in denial of workers’ compensation benefits and 
employee may be subject to their department’s disciplinary procedures. 

4. The employee must immediately provide any written documentation, including work restrictions, to the City 
Nurse. Any subsequent change in his or her restrictions or work status must be reported to the City Nurse 
immediately. 

5. If the designated healthcare provider instructs the employee to remain out of work for any length of time, the 
employee must forward written documentation to the City Nurse immediately (in person, by fax or email). 

6. The employee must follow the physical restrictions imposed by the designated healthcare provider. 

7. All employees should understand their benefits and responsibilities under the workers’ compensation system. 

8. Ensure that the injury is noted on the Safety Task Assessment (STA) or other appropriate departmental forms. 

9. It is recommended that the employee schedule any authorized medical treatment outside the work hours or 
at the end of the shift in an effort to reduce the amount of time away from the work schedule. 

10. If the injured employee has not been authorized to seek medical treatment, he or she will have to use accrued 
benefit time to attend medical visits. 

11. After treatment by the designated healthcare provider, the employee will return the completed Treatment 
Referral/Authorization forms/Return to Work forms to HR by end of the day.  

Department: 

1. Each Department is responsible for ensuring that employees are aware of this policy and that personnel 
responsible for responding to any accident/injury scene are properly trained to meet the requirements as 
outlined. The Department is responsible for providing HR with accident investigation information. 

2. The Department is responsible for providing HR with injury information and submitting a Form 19 and a 
Supervisor’s Accident Investigation Report (SAIR) as soon as practical, but within 24 hours after the injury was 
reported to a supervisor. 
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3. The Designated Employee from each department must contact the Safety Administrator as soon as possible 
but no later than 24 hours via email to set up a time to investigate any accident with injury, but the department 
shall continue with the (SAIR). 

4. The Department is responsible for providing employees with appropriate safety training and personal 
protective equipment to safely perform job duties. 

5. The Department is responsible for maintaining safety training records. 

6. The Department is responsible for maintaining an open line of communication with the Employee and HR to 
include informing HR about the status and progress of employees assigned to modified duty. 

7. The Department is responsible for collaborating with HR in identifying appropriate modified duty assignments 
for employees who have been returned to work with restrictions. 

8. The Department is responsible for ensuring that an employee does not, under any circumstance, return to 
work until the employee has been cleared to work by the designated healthcare provider.  All written 
documentation from the Designated Healthcare provider pertaining to work restrictions and work release 
notes must be immediately forwarded to the City Nurse.  Departments must also ensure that any restrictions, 
as prescribed by the designated healthcare provider, are not violated.   

9. At any time, a supervisor or workers’ compensation representative can request a copy of the scheduled 
appointments to verify that time away from the work schedule is to be for authorized medical treatment visits. 

Safety Administrator: 

1. The Safety Administrator is responsible for contacting NC OSHA for any event resulting in a fatality or the 
hospitalization of one or more employees 

2. The Safety Administrator is responsible for facilitating appropriate safety training and providing safety 
resources to the Departments. 

Human Resources (HR): 

1. HR is responsible for selecting designated healthcare providers and directing medical care for injured 
employees in workers’ compensation cases. 

2. HR is responsible for maintaining an open line of communication with the employee, and Department to 
include informing appropriate parties about the status and progress of employees assigned to modified duty. 

3. HR is responsible for making employees and supervisors aware of the policy and to provide training to staff as 
needed. 

4. HR is responsible for facilitating the managed return to duty process to assist Department in finding reasonable 
accommodations, including tasks within the Department that may be different than the employee’s regular 
job, or reassignment to a different job of equal or lesser value. 

5. If a suitable modified duty position cannot be found within the employee’s Department, HR will work with the 
Department to find and facilitate a suitable modified duty position within another Department. 

 

Employee Injury Reporting Procedures: 

1. WORK RELATED INJURIES –LIFE THREATENING 

If injury is life threatening call 911.   Once the employee has been taken to the ER, the supervisor should notify 
the City Nurse and division manager immediately.  The City Nurse will make the necessary arrangements for 
the post-accident drug and alcohol tests.  The City Nurse’s office number is 704-866-6999.  (AFTER HOURS) Her 
cell phone number is 980-722-8151.  If the City Nurse can’t be reached, please contact HR at 704-214-7847. 

2. WORK RELATED INJURIES –NON LIFE THREATENING (Monday – Friday 7:00 a.m. – 4:00 p.m.) 
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If an employee gets injured while working, the supervisor should contact the City Nurse immediately at 704-
866-6999 or 980-722-8151.  The City Nurse will evaluate the employee and administer first aid if required or 
refer the employee to City’s Workers’ Comp Medical Provider if necessary.  If the employee requires treatment 
beyond first aid, The City Nurse will administer the post-accident drug and alcohol tests prior to sending the 
employee to City’s Workers’ Comp Medical Provider. 

3. WORK RELATED INJURIES – NON LIFE THREATENING (After Hours) 

If the employee does not require immediate medical attention, the supervisor should notify the City Nurse 
immediately to discuss the situation to determine if any treatment is required.  The City Nurse will make the 
necessary arrangements for the post-accident drug and alcohol tests.   Her cell phone number is 980-722-
8151.  If the City Nurse can’t be reached, please contact HR at 704-214-7847.  

*** DO NOT GO TO EMERGENCY ROOM IF NOT LIFE THREATENING OR EMERGENCY TREATMENT IS 
NOT NEEDED --- YOU MUST CONTACT CITY NURSE TO ARRANGE TREATMENT*** 

 

Managed Return to Work Procedures: 

The City requires managed return to work or modified duty for all employees who suffer work related injuries or illness. 
To facilitate the managed return to work process all Departments and employees will follow the procedures outlined 
below: 

1. If the designated healthcare provider determines that the injured employee cannot return to his or her job 
without restrictions, a modified work assignment of the regular job or reassignment to a different job will be 
made. Every attempt should be made to modify the employee’s current job assignment to meet the stated 
restrictions.  

2. Any modified duty or job reassignment must comply with the recommended job restrictions indicated by the 
designated healthcare provider. 

3. In all cases, managers and supervisors are expected to work with the employee to identify modified duty 
opportunities. The primary focus is returning the employee to his or her regular job. In some cases, the 
Department will make reasonable accommodations to return the employee to his or her regular job. Modified 
duties may include a temporary modified work schedule, or temporary reduction of work hours.  

4. If a suitable modified duty position cannot be found, HR should be contacted to assist in finding reasonable 
accommodations, including tasks within the Department that may be different than the employee’s regular 
job or reassignment to a different job of equal or lesser value. 

5. If a suitable modified duty position cannot be found within the employee’s Department, HR will work with the 
Department to find a suitable modified duty position within another Department.  Salaries, wages and benefits 
will be charged to the cost center of the employee’s original work assignment. 

6. Employees are responsible for providing their supervisors with written notice of the designated healthcare 
provider’s change in restrictions. 

7. The modified duty assignment will end when any of the following occur: 

a. The employee is released to pre-injury job status by the designated healthcare provider. 

b. The workers’ compensation claim is closed. 

c. The employee has accepted an alternate position. 

d. The employee reaches maximum medical improvement. 

8. Employees participating in a modified duty assignment may be assigned a new supervisor if moved to a 
different work unit. The employee will be subject to the same work rules and regulations as any other 
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employee in that work unit, and will be required to perform work within the limitations established by the 
designated healthcare provider. In no circumstances will the employee be required to perform work outside 
the limitations established by the designated healthcare provider. All parties involved will be given written 
instructions on the designated healthcare providers’ limitations for the employee. 

9. If the employee reaches maximum medical improvement but cannot return to the original job, Human 
Resources will work directly with the employee regarding other available options. 
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Appendix 6 
 

FAMILY MEDICAL LEAVE ACT POLICY 
 

Section 1. PURPOSE 

To establish guidelines for the proper application of the Family Medical Leave Act of 1993 (FMLA). 

Section 2. POLICY & APPLICATION 

Per the provisions of the Family Medical Leave Act of 1993 (FMLA) employees who have worked for the City of Gastonia 
for at least 12 months and at least 1,250 hours during the prior 12 months may take leave for the following reasons: 

• Birth and/or care of their child –12 weeks of protected leave 
• Placement of a child into their family by adoption or through foster care - 12 weeks of protected leave 
• Care of their spouse, child, or parent who has a serious health condition -  12 weeks of protected leave 
• Inability of the employee to perform the functions of their position due to a serious health condition – 12 

weeks of protected leave 

There are three ways an employee may take FMLA leave: 

• Continuous leave (also known as “long-term” or “single block”) 
• Intermittent leave 
• Reduced schedule leave 

Section 3. DEFINITIONS & CLARIFICATIONS 

Continuous leave:  .  Continuous leave involves an employee taking leave for one continuous period of time, as short 
as a few days or as long as the full 12 weeks. 

Intermittent leave:  Intermittent leave involves leave taken in separate blocks of time due to a single qualifying serious 
health condition or injury.  Intermittent leave may be used for treatment for a serious health condition or for 
treatments (such as physical therapy) to recover from the condition or injury, or to recover from the treatments given 
to you as part of your recovery from a serious health condition.  Intermittent leave may be taken for as short a time 
period as 15 minutes. 

Reduced schedule leave:  Reduced Schedule leave allows an employee to reduce an employee's usual number of 
working hours per week, or hours per workday.  A reduced schedule leave is a change in the employee's schedule, 
normally from full-time to part-time.   

Pregnancy: Circumstances may require that FMLA leave begin before the actual birth of a child.  A pregnant employee 
is entitled to FMLA leave for incapacity due to her pregnancy, for prenatal care or morning sickness if her condition 
makes her unable to work.  While the City may require a health care provider to certify the need for leave, a pregnant 
employee is entitled to leave for incapacity due to pregnancy even though she does not receive treatment from a 
health care provider during the absence.  An employee-husband may be entitled to FMLA leave if he is needed to care 
for his pregnant spouse who is incapacitated as defined above.  The father of an unborn child is not eligible for FMLA 
leave for pregnancy issues, pre-natal care, or to care for the mother during a period of disability following childbirth, 
unless he is the married husband of the mother. 

Childbirth: Both the mother and father are entitled to FMLA leave to be with a healthy newborn child (i.e., bonding 
time) during the 12-month period beginning on the date of birth. Both parents are entitled to FMLA leave even if the 
newborn does not have a serious health condition. An employee’s entitlement to FMLA leave for childbirth expires at 
the end of the 12-month period beginning on the date of birth. (See below for discussion of situation where both 
parents are employed by the City). 
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Adoption and Foster Care: Both husband and wife may take FMLA leave before the actual placement or adoption of a 
child if an absence from work is required for the placement for adoption or foster care to proceed.  An employee’s 
entitlement to leave for adoption or foster care expires at the end of the 12-month period beginning on the date of 
the placement. 

Caring For An Employee’s Spouse, Child, or Parent: This encompasses both physical and psychological care.  It includes 
situations where the family member is unable to care for basic medical, hygienic, or nutritional needs or safety, or is 
unable to transport himself or herself to the doctor.  The term also includes providing psychological comfort and 
reassurance which would be beneficial to a child, spouse or parent with a serious health condition who is receiving 
inpatient or home care.  Also included are situations where the employee may be needed to substitute for others who 
normally care for the family member or to make arrangements for changes in care, such as transfer to a nursing home. 
The employee need not be the only individual or family member available to care for the family member to be entitled 
to FMLA leave. Caring for parents-in-law is not covered by the FMLA. 

Both Spouses Employed By the City: If both spouses are employed by the City, the husband and wife shall be limited 
to a combined total of twelve (12) weeks of leave during any 12-month period if the leave is taken for (a) the birth of 
the employee’s child or to care for the child after birth (healthy birth/”bonding time”); or (b) for placement of a child 
with the employee for adoption or foster care or to care for the child after placement (healthy child/”bonding time”); 
or (c) to care for the employee’s own parent with a serious health condition.  Where the husband and wife both use a 
portion of the total 12-week FMLA leave entitlement for either the birth of a child, for placement for adoption or foster 
care, or to care for a parent, the husband and wife would each be entitled to the difference between the amount he 
or she has taken individually for one of those purposes, and 12 weeks for FMLA leave for other purposes. For example, 
if each spouse took 6 weeks of leave to care for a healthy, newborn child, each could use an additional 6 weeks due to 
his or her own serious health condition or to care for a child with a serious health condition.  If each spouse took 6 
weeks of leave to care for a parent, each could use an additional 6 weeks due to his or her own serious health condition 
or to care for a child with a serious health condition. The “combined total” limitations do not apply where the reason 
for the leave is the serious health condition of either the husband or wife or the serious health condition of a child. 

Call-In Absences: Under FMLA you are still required to follow whatever “call-in” policy your department has in place 
and you must provide sufficient information to allow the City to determine if your absence qualifies under the FMLA.  
Simply calling in “sick” without providing more information will not be considered sufficient notice for FMLA leave. 

Section 4. PROCEDURES 

4.1 How And When Do You Request FMLA Leave? 

In all cases, you must complete a “Request for FMLA,” form available to employees by contacting the Employee Health 
Nurse.  The Request must be promptly returned to the Employee Health Nurse.  A request based on a “serious health 
condition” must also be accompanied by a “Certification of Health Care Provider” (DOL form WH-380-E for the 
employee, or DOL form WH-380-F if for an appropriate family member).  Your completed request/paperwork must be 
filled out completely.   

If you plan to take FMLA leave because of an expected birth or placement (adoption or foster care), or because of a 
foreseeable, planned medical treatment, you must submit a request at least thirty (30) days before the leave is to 
begin.  If your need for leave is unforeseeable you must provide notice to your department’s administrative assistant 
as soon as possible, either the same or the next business day after the onset of the condition requiring leave. If your 
need for leave is foreseeable, and you fail to provide sufficient notice, the City can require you to explain in writing, 
the reason why you did not provide adequate notice. 

While your first notice may be verbal, a “Request for FMLA” form must be obtained from the Employee Health Nurse 
and returned to the nurse, with any additional required documentation as soon as possible.  Failure to provide notice 
or to submit a request for leave, or a failure to request leave in a timely fashion, may result in delay or denial of FMLA 
leave and possible disciplinary action if you are absent without leave. 
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Please remember, that even if you do not wish to have your leave considered or counted as FMLA leave, the City has 
the right to designate leave taken for an FMLA purpose as FMLA leave. If the reason for the absence meets the 
definition of a "serious health condition" or other approved reason for leave under the FMLA, the employer may 
designate (and so advise the employee) and count the absence against the employee's 12-week FMLA entitlement 
even if the employee has not requested that it be counted as such. 

 

4.2 How Will The City Respond To A Request And What Information Do You Need To Provide To The City To 
Establish Your Need For FMLA Leave? 

4.2.1 After you request FMLA leave, or if you have been absent for more than three full calendar days due to 
an illness or injury, the Human Resources Department should, within five (5) business days, provide you with 
a “NOTICE OF ELIGIBILITY AND RIGHTS AND RESPONSIBILITIES” (DOL form WH-381).  The form will advise you 
whether or not you are eligible for FMLA leave based on FMLA guidelines. If you are not eligible, the Notice 
will advise you of at least one reason why you are not eligible. If you are eligible, the letter will contain all of 
the requirements for you to follow to obtain FMLA leave, and will fully explain your rights and obligations under 
the law. You may find enclosed a medical certification form (DOL form WH-380-E or WH-380-F) for you to take 
to a health care provider, and a job description documents for your provider to review.  

You MUST return the completed medical certification form to the Employee Health Nurse within fifteen (15) 
calendar days.  The responsibility to return the required medical certification is YOUR responsibility, not your 
health care provider’s responsibility.  The City is entitled to receive an informative medical certification from 
your health care provider.  The City can require you to obtain additional information from your health care 
provider if the initial certification is incomplete, difficult to read, vague or unsigned.  If the certification you 
return is incomplete or insufficient, the City will advise you in writing of the problems with the certification 
and will give you seven (7) calendar days in which to cure the deficiencies in the certification.  If you fail to cure 
the deficiencies in a timely fashion, the City may deny your request for leave. 

However, instead of denying your request, the City may have the Employee Health Nurse make contact with 
your health care provider to seek clarification of the information contained in your provider’s initial medical 
certification.  Your direct supervisor will NOT be involved in the authentication or clarification contacts with 
your provider. In order for either of these types of contact with your provider to take place, you may be asked 
to sign a form entitled “Authorization for Release of Health Information.”  This release will allow appropriate 
City personnel to contact your provider for the limited purpose of authenticating and/or clarifying the 
information in your medical certification.  If you sign the form and allow the City to contact your provider, your 
request for leave will continue to be processed.  If you refuse to sign the form, your request for leave may be 
denied. 

4.2.2 Once the City has sufficient information to determine whether or not your condition qualifies for leave 
under the FMLA, you will receive a “DESIGNATION NOTICE” (DOL form WH-382) from the Employee Health 
Nurse; advising you of the response to your request.  The “Designation Notice” should be sent within five 
business days of the City’s receipt of sufficient information, and will advise you if your request has been 
approved or denied, or if the City is still in need of additional information. The additional information may be 
obtained from you and your provider, may involve the City’s own physician, may involve the City’s Employee 
Health Nurse contacting your provider, or may involve the City exercising its right to obtain additional medical 
opinions concerning the health condition involved. 

If you take FMLA leave for your own serious health condition, the City may require you to present a fitness-
for-duty certification prior to your being restored to your position. If the City will require such a certification, 
the Designation will so indicate, and you may receive a copy of your job description documents with the 
Designation, to take to your provider as part of the fitness-for-duty certification process. 

4.2.3 The City may, as described above, require you to obtain a second medical certification from a different 
provider (not employed by the City), chosen by and paid for by the City. If there is a conflict between the first 
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two health care provider’s certifications, If your provider and the City’s provider disagree the City may require 
you to obtain a third certification, again from an independent health care provider chosen by good faith 
agreement between you and the City, and paid for by the City. The decision of the third provider is binding.  
Pending the outcome of additional certification(s) you will be provisionally (temporarily/conditionally) entitled 
to FMLA leave and the continuation of your health/dental insurance.  If the Certification(s) ultimately establish 
that you were not entitled to FMLA leave, the time you were absent will be treated as paid leave until your 
existing paid leave is exhausted. Any leave taken in excess of what you had as paid sick or vacation leave, will 
be leave without pay. 

After you have been approved for FMLA leave, the City may request recertification of a serious health condition 
if the leave is for pregnancy, or a chronic or permanent/long-term condition.  Recertification may be requested 
no more often than every thirty (30) days after the date of the initial certification, unless the minimum duration 
of the period of your incapacity as described on your provider’s initial certification is longer than thirty (30) 
days. In such cases, the City would have to wait for the initial leave period set forth in the certification to run 
before asking for recertification.  With certain exceptions, the City may not request recertification for long-
term or intermittent FMLA leave, until the minimum period of incapacity (greater than 30 days) has passed. 

If you request an extension of leave, if medical conditions described in the initial certification have significantly 
changed or if the City receives information casting doubt on the continuing validity of the initial certification, 
the City may request recertification earlier than the end date first indicated. As with the initial certification, 
you will have fifteen (15) calendar days to obtain and return your provider’s recertification, and the City may 
contact your provider for clarification or authentication under the same terms as apply to the original 
certification. The cost of obtaining a recertification shall be your responsibility.  The City may provide your 
health care provider with a record of your absence pattern and ask your provider if the need for leave for the 
serious health condition is consistent with that pattern.  In all cases, the City may request a recertification at 
least once every six months. 

4.2.4 The City may require periodic reports from employees on their health status and intent to return to 
work. These reports are from the employee, not from their provider, and may be requested no more often 
than every thirty (30) calendar days. 

4.2.5 Consequences for Failure to Provide Certification – an employee who fails or refuses to provide requested 
certification(s) or recertification(s) may have their Request for FMLA leave denied, and may be subject to 
discipline up to and including termination from employment. Any employee who fraudulently obtains a family 
or medical leave approval by submitting false or forged information may be subject to disciplinary action, up 
to and including termination 

4.2.6 The City’s Right to Retroactively Designate Leave as FMLA – In some situations, the City may retroactively 
(after-the-fact) designate leave you have already begun or completed, as FMLA leave. This situation may occur 
where an employee does not provide the City with notice that a need for leave was based upon a serious health 
condition, and the City learns of the severity of the illness or injury after-the fact. The City should provide you 
with notice of a retroactive designation of FMLA leave, within 5 days of the time it has acquired sufficient 
information to allow an FMLA designation to be made. 

 

4.3 What Is Involved In Requesting Intermittent Or Reduced Schedule Leave? 

To be granted intermittent or reduced schedule leave, you must first submit a Request for FMLA form that 
demonstrates that the leave is medically necessary for a serious health condition.  The term “medically necessary" 
means there must be a medical need for the leave, as distinguished from voluntary treatments and procedures.  Also, 
it must be shown that the medical need cannot be accommodated outside working hours or without having a reduced 
schedule. The certification must set forth the dates on which treatment is expected to be given and the duration of 
each treatment or absence.  Second, you must make a reasonable effort to schedule the leave so as not to unreasonably 
disrupt the operations of your department, and at the time you request leave, you must consult with your supervisor 
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or department head, in order to develop an agreeable work/leave schedule. Third, you must also give at least thirty 
(30) calendar days’ notice when the need for leave is foreseeable and not less than one or two business days if possible 
when the need for leave is unforeseeable. Please note – You MUST satisfy all three elements to be approved for 
intermittent or reduced schedule leave. If you fail to establish the leave is medically necessary, fail to consult with your 
supervisor to schedule the leave, or fail to provide adequate notice, your request may be delayed or denied. 

Other important factors related to intermittent or reduced schedule leave: 

a. When leave is taken after the birth or placement of a child for adoption or foster care, you may take leave 
intermittently or on a reduced leave schedule only if the City agrees. Such a schedule reduction might occur, 
for example, where an employee, with the City's agreement, works part-time after the birth of a child, or takes 
leave in several segments. 

b. If you use intermittent leave that is foreseeable, based upon a planned medical treatment, the City may 
transfer you to another position within the same department during the time you are using intermittent leave. 
The new position must provide the same pay and benefits, although the pay may be reduced to match the 
hours actually worked. 

c. Intermittent or reduced schedule leave does not require your department to reduce your workload. And, the 
City is free to reassign some or all of your work to other employees. 

d. The City may discipline an employee on approved FMLA leave, if the employee fails to follow their 
department’s “No Show – Call In” policy.  

e. Intermittent or reduced schedule leave will expire if the frequency of your absences exceeds what was 
originally approved. For example, if you were originally approved for two absences per 10 day work period, 
and after the first month has passed you begin taking four or five days per pay period, the City may terminate 
your intermittent leave. You are then free to submit a new request with a new medical certification establishing 
a serious health condition and a need for more extensive leave. The City will act on the first violation of 
approved intermittent leave allotment, and there is no guarantee that you will be approved and converted to 
more extensive intermittent leave. 

 

4.4 How Will Paid Leave Be Affected If You Take FMLA Leave? 

Your paid leave, including sick, vacation, and compensatory time, will be substituted for unpaid leave, so long as 
accrued time is available. Your existing “bank” of paid leave will run concurrently with the 12 work weeks of FMLA 
leave.  Banked Compensatory (Comp) Time will be utilized first. Following the use of any Comp time, you will be able 
to designate whether to use Vacation or Sick leave time or a combination of the two.  If all paid leave is exhausted you 
will use leave without pay for the remainder of your FMLA. 

 

4.5 What Happens To Your Benefits Coverage During FMLA Leave? 

During a period of FMLA leave, you will be retained on the same health/dental coverage that you selected and 
contributed to at the time you requested FMLA leave. If the City provides a new health plan or if the benefits offered 
change while you are on FMLA leave, you will be entitled to receive coverage under the new plan to the same extent 
had you not taken FMLA leave.  As long as you have accrued paid leave, your portion of your health/dental premiums 
will continue to be deducted from your pay. 

If, however, all, or a portion, of your FMLA leave is unpaid, City employees have two options for the payment of their 
portion of their health/dental premiums: 

a. Unless otherwise directed by you, the City will continue to pay your share of the premiums for medical/dental 
insurance while you are on FMLA leave and the City will recover those payments from you after you return to 
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work. When you do return to work, there will be double deductions from your paycheck until all premiums are 
repaid provided this method does not conflict with minimum wage requirements under FLSA.  

b. You may pay your premiums as they come due on a monthly basis by making monthly payments directly to the 
City. See the Payroll department if you wish to use this option. 

If you fail to return to work after the expiration of FMLA leave, you will be required to reimburse the City for any 
payment of your share of the health/dental premiums during the leave, unless you fail to return to work because the 
serious health condition has not resolved or the employee has developed an additional serious health condition that 
makes him/her unable to work. 

 

4.6 What Happens To Self-Directed Deductions From Your Paycheck During FMLA Leave? 

As described above, when you are on FMLA leave, part of your leave may be “paid” leave, if you are using paid sick, 
vacation, or compensatory time during the initial period you are absent. In paid status, all of your self-directed 
deductions (supplemental insurances, loan payments, child support etc.) will continue to be taken from your paycheck 
per your prior directions.  However, if you are in unpaid status during FMLA leave, your self-directed deductions from 
your paycheck will cease.  You will need to make arrangements to direct-pay your payments to all of your self-directed 
deduction recipients during your leave.  This is solely your responsibility to track and manage, and the City will not be 
liable for ANY missed self-directed deductions that result from your leave without pay status. 

 

4.7 What Happens When You Are Ready To Return From FMLA Leave? 

If you are using continuous FMLA leave for your own serious health condition, you may be required submit a fitness-
for-duty certification.  If the City will require such a certification, the Designation Notice will indicate as such.  The 
fitness-for-duty certification will be presented, by you, to the Employee Health Nurse.  You may be subject to 
appropriate substance abuse testing prior to being granted your return to work.  Testing will be in accordance with the 
guidelines and disciplinary parameters of the City of Gastonia’s Substance Abuse Policy. 

 

4.8 Will You Be Restored To The Same Job When You Return From FMLA Leave? 

Upon return from FMLA leave, you will be restored to your original job, or to an equivalent job with equivalent pay, 
benefits, and other terms and conditions of employment.  An employee’s use of FMLA leave cannot be counted against 
the employee in terms of attendance.   

 

4.9 What Happens If You Do Not Return From FMLA Leave? 

If you fail to return to work upon the expiration of FMLA leave, you may be subject to discipline, up to and including 
termination. Refer to ‘Leave of Absence’ in this policy manual if in need of additional time away from work. 

 

4.10 What Happens To Your Health Insurance If you Do Not Return from FMLA Leave? 

COBRA, provides that an employer’s group health plan must ensure that covered employees who would lose coverage 
as a result of a “qualifying event,” will be entitled to elect to continue coverage under the plan. Employees who have 
lost their jobs may continue on the group plan for up to 18 months, at the same group rate provided to current 
employees, wherein the continuant would be responsible for the entire monthly premium. A “qualifying event” 
includes termination (except for gross misconduct) or reduction of hours, or an employee’s cancellation of existing 
health care coverage while on FMLA leave. 
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Section 5. MILITARY FAMILY AND MEDICAL LEAVE 

There are two forms of Military FMLA leave. The first is “Qualifying Exigency” leave, and the second is “Military 
Caregiver” leave. Both forms of leave make reference to the Department of Defense, which will be referred to as the 
“DOD” for the balance of this policy. 

5.1 Qualifying Exigency Leave 

To take this form of leave, you must be eligible for FMLA leave under the time-in-service requirements described above. 
If eligible, you may take leave for a qualifying exigency arising out of the fact that your spouse, son, daughter, or parent 
is on active duty or has been notified of an impending call or order to active duty in the Armed Forces in support of a 
contingency operation. If you are eligible, you may take up to 12 weeks of FMLA leave during a 12-month period.  This 
is NOT 12 weeks in addition to the regular 12 weeks of FMLA leave. 

5.1.1 QUALIFYING EXIGENCIES:  There are eight (8) categories of Qualifying Exigency leave. The need for leave 
must be based on the fact that the employee’s spouse, son, daughter or parent is a covered military member. 
With one exception, Qualifying Exigency leave is family leave: it is for family members of covered military 
members, and is not leave available to an employee who is the covered military member. 

a. Short-Notice Deployment to address any issue that arises from the fact that a covered military 
member is notified of an impending call or order to active duty in support of a contingency operation, 
with notice of seven days or less prior to the date of deployment. Leave may begin on the day the 
covered military member is notified of an impending call or order to active duty in support of a 
contingency operation, and can be taken during the seven-day period only. 

b. Military Events And Related Activities to attend any official ceremony, program, or event sponsored 
by the military that is related to the active duty or to attend family support or assistance programs and 
informational briefings sponsored or promoted by the military. 

c. Childcare and school activities to arrange for alternative childcare when the active duty or call to active 
duty status of a covered military member necessitates a change in the existing childcare arrangement 
for a child; or to provide childcare on an urgent immediate need basis (but not on a routine, regular, 
or everyday basis); or to enroll in or transfer a child to a new school or day care facility, when 
enrollment or transfer is necessitated by the active duty status of a covered military member; or to 
attend meetings with staff at a school or daycare facility when such meetings are necessary due to 
circumstances arising from the active duty or call to active duty status of a covered service member. 

d. Financial and legal arrangements to make or update financial or legal arrangements to address the 
covered service member’s absence while on active duty or to act as the covered military member’s 
representative before a federal, state, or local agency for purposes of obtaining, arranging, or 
appealing military service benefits. 

e. Counseling to attend counseling provided by someone other than a health care provider for oneself, 
for the covered service member, or for a child, provided that the need for counseling arises from the 
active duty or call to active duty status of a covered military member. 

f. Rest and Recuperation To spend time with a covered military member who is on short term 
temporary, rest and recuperation leave during the period of deployment. Eligible employees may take 
up to five days of leave for each instance. 

g. Post Deployment activities to attend arrival ceremonies. 

h. Additional activities to address other events which arise out of the covered military member’s active 
duty or call to active duty status provided that the employer and employee agree that such leave shall 
qualify as an exigency, and agree to both the timing and duration of such leave. 
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5.1.2 CERTIFICATION: If requesting leave for this purpose you will need to complete a “Request for Family 
Military FMLA Leave – Qualifying Exigency”.  The City may also require a copy of the covered military family 
member's active duty/call to active duty orders from the DOD in support of contingency operations.  The City 
will only request a copy of the covered military member’s orders for the first request for leave for each covered 
service member’s call to active duty. However, the City may request certification from the employee (signed 
statement from the employee) of the reason for each qualifying exigency leave requested during the period of 
the family member’s active duty service. 

The signed request should include the approximate date the exigency commenced. If you request leave for a 
single, continuous period of time (block leave) you should provide the beginning and end dates for your 
absence. If reduced schedule or intermittent leave is requested, you should provide an estimate of the 
frequency and duration of the qualifying exigency. If a third party is involved, you must provide contact 
information identifying the third party, the nature of the services they provide, as well as phone, fax, e-mail 
and address information.  The City is allowed to verify the information on the certification form, and may 
contact the DOD to verify the orders for a call to active duty. As for the various forms of Qualifying Exigency 
leave, The City may call the third party involved to verify a counseling session, meeting or appointment 
schedule. The employee's permission is not required.  Unlike standard (medical) FMLA leave, there is no 
process for recertification for Qualifying Exigency leave, and no process for obtaining 2nd or 3rd certifications. 

5.1.3 NOTICE OF NEED FOR QUALIFYING EXIGENCY LEAVE The law states that an employee must give notice 
of a need for Qualifying Exigency leave “as soon as practicable.” Generally, this means making the request the 
same day or the day following when the employee first learns of the need for leave, and the need for leave is 
usually triggered by the covered service member’s receipt of orders. The initial notice may be verbal, but must 
be followed promptly by a written request. If the need is foreseeable, the 30 day notice requirement for regular 
FMLA leave applies. The City has a form entitled “Request for Family Military FMLA Leave – Qualifying Exigency” 
which must be completed to support a request for leave. 

5.1.4 BLOCK, INTERMITTENT, REDUCED LEAVE SCHEDULE Other than those forms of leave that have their own 
time/days limitations, Qualifying Exigency leave may be taken in a single continuous block of time, 
intermittently, or on a reduced leave schedule. If an employee takes leave on an intermittent or reduced 
schedule basis, the City will not transfer the employee to another position. 

5.2Military Caregiver Leave 

To take this form of leave, you must be eligible for FMLA leave under the time-in-service requirements 
described above. 

a. Amount of leave - If you are eligible, you may take up to 26 weeks of FMLA leave during a single 12-
month period “to care for” a covered service family member who suffers a serious injury or illness 
during active military duty. As with Qualifying Exigency leave, Military Caregiver leave is NOT 26 weeks 
in addition to the regular 12 weeks of FMLA leave. Military caregiver leave is family leave, designed for 
a family member to care for an injured covered service member. Key terms will be defined below. 

b. Covered service member - There are three parts to the definition of this term: (1) the injured or ill 
person must be a current member of the Armed Forces, Guard, or Reserves; (2) who suffered a serious 
illness or injury in the line of duty, while on active duty; and (3) is undergoing medical treatment, 
recuperation, therapy, or outpatient care, or has been placed on the temporary disability retirement 
list by the military. Former members of the Armed Forces, Guard, or Reserves are not "covered service 
members" for purposes of this entitlement to FMLA leave. 

c. Degree of Injury or Illness - The injury or illness must be severe enough that it may render the covered 
service member medically unfit to perform the duties of his or her military office, grade, rank or rating. 

d. Covered family members -To be entitled to FMLA leave, the eligible employee must be the spouse, 
son, daughter, parent, or “next of kin” of the covered service member. For purposes of leave to care 
for a covered service member, the definition of family members eligible to take leave goes beyond 
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parent, spouse, son or daughter to include “next of kin.” The regulations allow the covered service 
member to identify one nearest blood relative as their next of kin, and this designation “trumps” all 
other persons who might seek to take leave to care for the injured or ill service member. When this 
has not been done, the regulations establish an order of priority for next of kin: 

i. blood relatives granted legal custody of the service member by a court or by statute 

ii. brothers/sisters 

iii. grandparents 

iv. aunts/uncles 

v. first cousins 

If the covered service member has not designated a specific “next of kin,” all family members sharing 
the closest level of family relationship to the service member are considered "next of kin" and each 
has the right to take FMLA leave to care for the covered service member. For example, if the brothers 
and sisters are the nearest blood relative, each brother and sister has an equal right to take FMLA leave 
to care for the covered service member. The City may require you to provide reasonable 
documentation that establishes your claimed familial relationship with the covered service member. 
The phrase “to care for” has the same definition as with regular FMLA leave, and includes providing 
physical or psychological care, transportation for care, and time to make arrangements for care. 

e. Cap on Total Military FMLA Leave – Employees are entitled to a combined total of 26 workweeks of 
leave for ANY reason qualifying under the FMLA, during a single 12 month period, and to only 12 
workweeks of leave for any reason other than caring for a seriously ill or injured service member. The 
12-month period for military caregiver leave begins on the first day the eligible employee takes FMLA 
to care for a covered service member and ends 12 months after that date, regardless of whether the 
need to care for the covered service member continues, and regardless of when an employee’s regular 
12 month FMLA period has been calculated in the past for other FMLA-qualifying reasons.  If an eligible 
employee does not take all of his or her 26 workweeks of leave entitlement to care for a covered 
service member during this “single 12-month period,” the remaining part of his or her 26 workweeks 
of leave entitlement to care for the covered service member is forfeited. The 26 weeks of leave is 
calculated on a per service member, per injury basis. An eligible employee may therefore be entitled 
to take 26 weeks for more than one covered service family member. An employee could take 26 weeks 
of leave during one 12 month period to care for her husband who is injured in the line of duty. If her 
daughter was injured in the line of duty in a subsequent 12 month period, the employee could take a 
second 26 week period of leave. The same is true if the same covered family service member is injured 
or becomes ill a second time in a subsequent 12 month period.  For spouses employed by the City, the 
aggregate amount of time both can take is limited to the combined total of 26 workweeks for caregiver 
and all other forms of FMLA leave, and the same forfeiture and non-military limitations apply. 

f. Certification – The employee will need to complete a “Request for Family Military FMLA Leave” form.  
As with regular FMLA leave, the City requires an employee to support a request for military caregiver 
leave with a sufficient certification. A military caregiver certification (DOL form WH-385) should come 
from one of the following authorized health care providers: 

i. DOD health care provider 
ii. VA health care provider 

iii. DOD TRICARE network authorized private health care provider 
iv. DOD non-network TRICARE authorized private health care provider 

Similar to the certification requirements for regular FMLA leave, the City may request the following 
information: (1) the probable duration of the injury or illness; (2) frequency and duration of leave 
required; (3) if leave is requested on an intermittent or reduced schedule basis, an estimate of the 
frequency and duration of such leave; and (4) the family relationship of the eligible employee to the 
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covered service member. You must provide the requested certification to the City within 15 calendar 
days after the request, unless it is not practicable. The City may seek to authenticate and clarify a 
certification provided in support of a request for leave to care for a covered service member. 

In limited circumstances, in advance of the use of the medical certification form, an employee may 
establish a need and an entitlement to leave by providing the City with either an “invitational travel 
order” (“ITO”) or an “invitational travel authorization” (“ITA”). The ITO and ITA are forms issued by the 
DOD for a family member to join an injured or ill service member at his or her bedside. Therefore, 
during the period of time specified in the ITO or ITA, an eligible employee may take leave to care for 
the covered service member in a continuous block of time or on an intermittent basis without the 
advance need to provide a medical certification.  The City will accept an ITO or ITA even if the document 
is not signed by a health care provider. As long as the ITO or ITA is issued by the DOD, the City will 
accept it. In addition, because the DOD does not issue an ITO or ITA to every family member who might 
be eligible to take FMLA leave to care for the covered service member, the City will accept either 
document as certification for any eligible family member, regardless of which family member’s name 
is listed on the ITO or ITA. An eligible family member may therefore take the leave in a continuous 
block or on an intermittent basis for the duration of time specified in the ITO or ITA without providing 
an additional or separate certification that such leave is medically necessary. If the employee seeks 
leave for the same purpose beyond the time period specified in the ITO/ITA, the City may require the 
employee to support such further leave with the caregiver certification form (DOL form WH-385). 
When an employee requesting leave submits an ITO or ITA, the City may require the employee to 
confirm the family relationship to the covered service member. The City may authenticate and clarify 
any ITO, ITA, or medical certification submitted to support a request for leave to care for a covered 
service member using the procedures applicable to FMLA leave taken to care for a family member with 
a serious health condition.  As with regular FMLA medical certifications, it is the employee’s 
responsibility to provide the City with complete and sufficient certification, and failure to do so may 
result in the denial of FMLA leave. Unlike standard (medical) FMLA leave, there is no process for 
recertification for Military Caregiver leave, and no process for obtaining 2nd or 3rd certifications. 

g. Employee notice of the need for military caregiver leave - As with other forms of FMLA, an employee 
needing military caregiver leave must provide the City with timely and adequate notice. Timely notice 
depends on whether the need for leave was foreseeable or not. If the need is foreseeable for a planned 
medical treatment, the 30 day notice requirement for regular FMLA leave applies. The City has a form 
entitled “Request for Family and Medical Leave – Military Caregiver,” which must be completed to 
support a request for leave. 

h. Form of Leave - Military caregiver leave may be taken intermittently, on a reduced leave schedule, or 
in a single block of time. Leave taken on an intermittent or reduced leave schedule must be medically 
necessary. 

i. Transfer to alternative position - Employers may transfer an employee who needs leave on an 
intermittent or reduced leave schedule to care for a covered service member that is foreseeable based 
on planned medical treatment for the service member. Equivalent duties are not required. 
Employees out of work under FMLA are not permitted to work other jobs that would conflict with 
their regular work schedule. 
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Appendix 7 
 

SAFETY DISCIPLINE POLICY 
 

Purpose 

The City of Gastonia is committed to providing a safe working environment for every employee.  This is 
accomplished through a comprehensive safety program that aims to reduce workplace hazards through twelve 
(12) key points as identified in the City of Gastonia Safety Program.  The establishment of a safety discipline 
policy is identified as one of those key points. 

Application 

All City of Gastonia Employees 

Incident Review Process 

1. Employee 

Employees are required to exercise care in performing their work to prevent injuries to themselves and to their 
fellow workers.  It is important that employees follow prescribed safety directives and procedures.  Employees 
should also report all unsafe conditions and/or acts to their immediate supervisor. 

2. Supervisor 

The supervisor initiates the City of Gastonia’s Accident Review Process by completing a Supervisor’s Accident 
Investigation Report (SAIR).  SAIR should be completed for any incident that involves personal injury, property 
damage, or acts of unsafe behavior by employees.   The supervisor will keep the original report and a copy will 
be forwarded to the following: 

a. All employees named in the report 

b. Department Safety Committee Chairperson 

c. Department Head 

d. Safety/Loss Control Administrator 

 

3. Department Safety Committee 

The Department Safety Committee will review all incidents submitted by supervisors on a monthly basis.  This 
review should take place during the first two weeks of each month and cover all incidents from the preceding 
month.  

The purpose of reviewing incidents is to determine if the incident was preventable and if so to what degree it 
was preventable.  This committee will also examine each preventable incident to determine remedial action 
needed to prevent re-occurrence of similar events in the future.    

When reviewing an accident, each member of the Department Safety Committee must examine the facts as 
detailed in the SAIR and/or Police Report and attempt to determine the cause of the incident.  If the 
Department Safety Committee as a whole determines that the reports available do not give enough 
information to make an informed decision, they may require the party involved to appear in person or prepare 
a detailed written account of events.  The Department Safety Committee must also allow employees to appear 
in person or prepare a detailed written account of events if they indicated on the incident report that they did 
not agree with their supervisor’s summation of the event. 
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Once a review of the facts is complete, the Department Safety Committee will determine to what degree if any 
the employee’s actions contributed to the incident.  Each incident will be classified as one of the following 
categories by a majority vote of the Department Safety Committee. 

 

Category Description 

A Non-Preventable 

B Unable to Determine 

C Preventable 

D Preventable with Disregard for Safety 

 

The Department Safety Committee Chairperson will bring this recommendation to the ESSC’s next scheduled 
meeting.  The responsibility of Category determination is assigned to the Department Safety Committee, 
because members of this committee should be more familiar with the operations within their Department and 
thus in a better position to determine the degree of fault on the part of the employee. 

 

4. Executive Safety Steering Committee (ESSC) 

The ESSC will review all incident recommendations made by the Department Safety Committees on a monthly 
basis.  This meeting will take place during the third week of each month.  The purpose of the ESSC’s review is 
to assign a point total based on the category of the incident.  This point total will be based on the following 
table: 

 

POSSIBLE POINT TOTALS FOR A SPECIFIC ACCIDENT 

Category Description Points 

A Non-Preventable 0 

B Unable to Determine 0 

C Preventable  1 - 5 

D Preventable with Disregard for Safety 6 - 12 

 

The ESSC will assign a default point total of 3 points for a Category C Accident and 9 points for a Category D 
Accident.   If it is found that there are mitigating or aggravating circumstances for a particular incident, this 
default point total can be modified a maximum of 3 points up or down by the ESSC.  The responsibility of point 
determination is assigned to the ESSC in order to maintain consistency from department to department. 

Points for a specific incident will remain active on an employee’s record for twenty four (24) months from the 
date of the incident.  The ESSC’s recommendation for disciplinary action will be based on an employee’s 
cumulative point total from active disciplinary measures.  A cumulative point total will be determined by adding 
active points from previous accidents (if any), to points assigned for the current incident being reviewed. 

Once a cumulative point total for an employee is determined by the ESSC, a recommendation of discipline will 
be forwarded to the appropriate Department Head and affected employee.  The discipline recommendation 
will be based on the total cumulative points on the employee’s record and will adhere to the following 
schedule:  
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Employee’s Cumulative 
Point Total  

Recommended Disciplinary Action  

1 – 6 points Written Warning  

7 – 9 points One (1) Day Suspension without Pay  

10 – 11 points Three (3) Day Suspension without Pay 

12 points or greater Recommendation for Termination 

 

5. Department Heads 

The Department Head is responsible for administering employee discipline in compliance with the disciplinary 
policy in this manual.  All disciplinary recommendations made by Department Safety Committees and/or 
ESSC are advisory in nature and can be modified by the Department Head.  It is important that the 
Department Head not only look at an employee’s safety record when determining a disciplinary action, but 
also previous performance deficiencies as documented in the employee’s personnel file. 

Appeal Process 

1. Employee Appeal: 
An employee may appeal decisions made by the Department Head to the City Manager as outlined in in the 
grievance procedure/appeals section of this manual. 

2. The ESSC reserves the right to review and modify Accident Category determinations made by Department 
Safety Committees.  

 

Guidelines for Determining Accident Category 

 

Category A  Non-Preventable 

Accidents in which it is determined that the employee was not at fault and their actions did not contribute to the 
accident.   

Category B  Unable to Determine 

Accidents where the cause of the event is unclear.  

Category C  Preventable 

Accidents due to the employee’s failure to exercise the degree of care expected of an employee of ordinary 
prudence in similar circumstances.   

Category D Preventable with Disregard for Safety 

Accidents due to the employee’s failure to exercise a degree of care in a way that shows recklessness or willful 
disregard for the safety of persons or property.  
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Appendix 8 
 

CITY DRIVER QUALIFICATIONS POLICY 
 

Motor Vehicle Reports (MVRs) will be examined prior to the start of employment and are subject to be examined at a 
minimum of annually thereafter. Any job offer made to a candidate for a position with driving duties shall be 
contingent upon an MVR meeting the minimum required standards outlined below 

 

Driver Requirements/Qualifications:  

1.  Each driver of any City of Gastonia owned vehicle must have and maintain a valid driver’s    license;  

2.  Must be at least eighteen (18) years of age;  

3.  All operators must have a valid driver’s license for at least two (2) years; 

4.  Preferred one (1) year of experience in the class of vehicle that is to be operated.  

5.  Potential candidates will not qualify for a City vehicle if, during the last sixty (60) months, the driver had any of 
the following experiences:  

a. Been convicted of a felony;  

b. Been convicted for the sale, handling, distributing or illegal use of drugs or any controlled substance;  

c. Had driver’s license suspended or revoked; or  

d. Been involved in two (2) or more “chargeable” accidents which resulted in a citation being issued.  

 

Any potential candidates showing a type “A” violation will not be considered for employment if the position requires 
driving as an essential function. All violations will be considered on case by case basis, while also reviewing the potential 
candidate’s driving history for the last five (5) years, in making corrective action decisions. 

 

Type “A” Violations consist of the following:  

1.  Driving while intoxicated;  

2.  Driving while under the influence of drugs or receiving any other drug related charges;  

3.  Negligent homicide, manslaughter or assault arising out of the use of a motor vehicle (gross negligence);  

4.  Aggravated assault with a motor vehicle;  

5.  Hit and run (bodily injury or property damage);  

6.  Failure to report an accident to supervision as required;  

7.  Failure to report an accident to law enforcement as required by law;  

8.  Filing a false accident report;  

9.  Driving while license is suspended or revoked;  

10. Attempting to elude law enforcement;  
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11. Racing; or  

12. Speeding (More than 25 mph above speed limit).  

 

Any potential candidates showing two (2) type “B” violations will not be considered for employment if the position 
requires driving as an essential function. All violations will be considered on case by case basis, while also reviewing 
the employee’s driving history for the last five (5) years, in making corrective action decisions.   

 

Type “B” Violations consist of the following:  

1.  Wreckless endangerment; or  

2.  At fault vehicular accidents.  

 

Any potential candidates showing a total of four (4) type “C” violations in a three (3) year period may result in the 
termination of employment offer. Type “C” Violations consist of the following, but not limited to:  

 

Type “C” Violations consist of the following:  

1.  Speeding (Less than 25 mph above speed limit);  

2.  Failure to yield;  

3.  Violating a traffic signal;  

4.  Failure to stop;  

5.  Improper turn;  

6.  Improper lane change;  

7.  Careless driving;  

8.  Following too closely;  

9.  Improper or failure to display license plate; and  

10.  Other such violations not covered under Type “A” or Type “B” violations; or  

11.  Any combination of type “B” and type “C” violations which equal four (4) or more in the last three (3) years.  
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Appendix 9 
 

BLOODBORNE PATHOGEN PROGRAM AND POLICY 
 

Summary  

Approximately 6 million American workers are at risk of developing various types of illnesses due to their exposure to 
bloodborne pathogens such as the human immunodeficiency (HIV), Hepatitis B (HBV) viruses, methicillin-resistant 
staphylococcus aureus (MRSA) and other potentially infectious materials in the workplace. In recent years there has 
been a significant increase in the number of cases reported. This policy establishes uniform requirements to ensure 
that procedures to limit the spread of such hazards are implemented, evaluated, and that the proper hazard 
information is transmitted to all affected workers.  

Purpose  

The City of Gastonia will ensure that all potentially infectious hazards within our facility(s) are evaluated and controlled. 
This standard practice instruction is intended to address comprehensively the issues of; evaluating and identifying 
potential infectious hazards, evaluating engineering controls, work practices, administrative controls, medical 
management, training, and establishing appropriate procedures.  

Responsibility  

The Safety Administrator will develop written programs coverings the basic elements of this program and is responsible 
to make sure it is administered. He/she is authorized to amend these instructions and is authorized to halt any 
operation where there is danger of serious personal injury.  

Bloodborne Pathogens Program:  

1. Written program.  
 
The City of Gastonia will review and evaluate this policy on a periodic basis, or when changes occur that 
prompt revision of this document, or when facility operational changes occur that require a revision of this 
document. This written program will be communicated to all personnel. It encompasses the total workplace, 
regardless of number of workers employed or the number of work shifts. It is designed to establish clear 
goals, and objectives.  
 

2. General requirements.  

OSHA guidelines require that each employer who has employee(s) with potential occupational exposure to 
bloodborne pathogens shall prepare an exposure determination. This exposure determination shall contain 
the following:  

2.1. A list of job classifications for all employees whose job classifications have occupational exposure.  

2.2. A list of job classifications in which some employees have occupational exposure.  

2.3. A list of all tasks and procedures or groups of closely related tasks and procedures in which occupational 
exposure occurs and  that are performed by employees in job classifications listed in accordance with the 
provisions of the this standard practice instruction.  
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2.4. The schedule and method of implementation, methods of compliance, Hepatitis B vaccinations and post-
exposure evaluation and follow-up, communication of hazards and record keeping required by 29 CFR 
1910.1904 and 1030.  

2.5 The procedure for the evaluation of circumstances surrounding incidents.  

2.6 Methods of compliance.  

3.  Exposure Control Plan.  
 

3.1 Job Classifications or Departments in Which All Employees in Those Classifications Have Occupational 
Exposure.  

•Firefighters, Fire Engineers, Fire Captains  
•Police Officers  
•Refuse Collectors  
•Landscape Technicians 
•Automotive Mechanics 
•Custodians 
•Recreation Center Supervisors 
•Occupational Health Nurse 

 
3.2 Job Classifications or Departments in Which Some Employees in Those Classifications Have 
Occupational Exposure. 

•Electric 
•Engineering 
•Enterprise Services 
•Fire 
•IT/Communications 
•Museum 
•Police 
•Public Works 
•Recreation 

 
3.3 Tasks and Procedures or Groups of Closely Related Tasks and Procedures. Procedures in which 
occupational exposure occurs and that are performed by employees in job classifications listed above in 
accordance with the provisions of29 CFR 1910.1030.  

•Providing 1" Aid and Cardio Pulmonary Resuscitation (C.P.R.).  
•Transporting and handling suspects.  
•Removal of foreign bodies from eyes or skin tissue.  
•Disposal of contaminated sharps.  
•Suctioning body fluids from respiratory tract.  
•Clean-ups of Biohazard spills.  
•Pipe repair, flushing drain piping, cutting & cleaning ditches.  
•Cleaning public areas and restrooms.  

 

3.4 Methods of Compliance  

3.4.1 General-Universal precautions shall be observed to prevent contact with blood or other potentially 
infectious materials. Under circumstances in which differentiation between body fluid types is difficult or 
impossible, all body fluids shall be considered potentially infectious materials.  



102 
 

 
3.5 Engineering and Work Practice Controls  

3.5.1 Engineering and work practice controls shall be used to eliminate or minimize employee exposure. 
Where occupational exposure remains after institution of these controls, personal protective equipment 
shall also be used.  

3.5.2 Engineering controls shall be examined and maintained or replaced on a regular schedule to ensure 
their effectiveness. This schedule will be posted and documented.  

3.5.3 The City of Gastonia will provide hand washing facilities which are readily accessible to employees.  

3.5.4 When provision of hand washing facilities is not feasible, the City of Gastonia shall provide an 
appropriate hand cleanser in conjunction with clean cloth/paper towels or antiseptic towelette. When 
antiseptic cleansers or towelette are used, hands shall be washed with soap and running water as soon as 
feasible.  

3.5.5 The City of Gastonia shall ensure that employees wash their hands immediately or as soon as feasible 
after removal of gloves or other personal protective equipment.  

3.5.6 The City of Gastonia shall ensure that employees wash their hands and any other skin with soap and 
water, or flush mucous membranes with water immediately or as soon as feasible following contact of 
such body areas with blood or other potentially infectious materials.  

3.5.7 Contaminated needles or other contaminated sharps shall not be bent, recapped, or removed. 
Shearing or breaking of contaminated needles or other contaminated sharps is prohibited.  

3.5.8 Immediately or as soon as possible after use, contaminated sharps shall be placed in appropriate 
containers. The containers shall be:  

•Puncture resistant  
•Labeled or  color coded in accordance with this standard  
•Leak-proof on the sides and bottom.  

 
3.5.9 Eating, drinking, smoking, applying cosmetics, or lip balm, and handling contact lenses are prohibited 
in first-aid and restroom areas where there is reasonable likelihood of occupational exposure.  

3.5.10 Food and drink shall not be kept in refrigerator, freezer, shelves, cabinets, or on countertops where 
blood or other infectious materials are present.  

3.5.11 All procedures involving blood or other potentially infectious materials shall be performed in such 
a manner as to minimize splashing, spraying, splattering, and generation of droplets of these substances.  

 

3.6 Personal Protective Equipment  

3.6.1 The City or Gastonia shall provide, at no cost to the employee, appropriate personal protective 
equipment such as, but not limited to: gowns, gloves, laboratory coats, face shields or masks and eye 
protection, mouthpieces, resuscitation bags, pocket masks, or other ventilation devices. Personal 
Protective Equipment shall be considered "appropriate" only if it does not permit blood or other potentially 
infectious materials to pass through, to, or reach employee's work clothes, street clothes, undergarments, 
skin, eyes, mouth or other mucous membranes under normal conditions of use and for the duration of 



103 
 

time for which the protective equipment will be used.  

3.6.2 The City of Gastonia shall ensure that employees use appropriate Personal Protective Equipment 
unless the employer shows that the employee temporarily and briefly declined to use Personal Protective 
Equipment when, under rare and extraordinary circumstances, it was the employee's professional 
judgment that in the specific instance its use should have prevented the delivery of health care or safety 
services or would have posed an increased hazard to the safety of the worker. When the employee makes 
this judgment, the circumstances shall be investigated in order to determine whether changes can be 
instituted to prevent such occurrences in the future.  

3.6.3 The City of Gastonia shall ensure that appropriate protective equipment in the appropriate sizes is 
readily accessible at the worksite or issued to employees. Hypo-allergenic gloves are required. Alternatives 
shall be readily accessible to those employees who are allergic to the gloves normally provided.  

3.6.4 The City of Gastonia shall clean, launder, and dispose of Personal Protective Equipment required by 
29 CFR 1910.1030 at no cost to the employee.  

3.6.5 The City of Gastonia shall repair or replace Personal Protective Equipment as needed to maintain its 
effectiveness at no cost to the employee.  

3.6.6 If a garment(s) is penetrated by blood or other potentially infectious materials, the garment(s) shall 
be removed as soon as feasible.  

3.6.7 All Personal Protective Equipment shall be removed prior to leaving the facility.  

3.6.8 When Personal Protective Equipment is removed, it shall be placed in an appropriately designed area 
or container for storage, washing, decontamination or disposal.  

3.6.9 Gloves shall be worn when it can be reasonably anticipated that the employee may have contact with 
blood, other potentially infectious materials, mucous membranes, non-intact skin, when performing 
vascular access procedures such as removing foreign bodies, and when handling or touching contaminated 
items or surfaces.  

3.6.9.1 Disposable (single use) gloves shall be replaced as soon as feasible if they tear, are punctured, 
or when their ability to function as a barrier is compromised.  

3.6.9.2 Disposable (single use) gloves shall not be washed or decontaminated for reuse.  
 
3.6.10 Masks, eye protection, and face shields, masks in combination with eye protective devices such as 
goggles or glasses with solid side shields, or chin-length face shields, shall be worn whenever splashes, 
sprays, splatters, or droplets of blood or potentially infectious materials may be generated and eye, nose, 
or mouth contamination can reasonably be expected.  

3.6.11 Appropriate protective clothing such as, but not limited to, gowns, aprons, lab coats, clinic jackets 
or similar outer garments shall be worn in occupational exposure situations. The type and characteristics 
will depend upon the task and degree of occupational exposure anticipated.  

 
3.7 General Housekeeping  

3.7.1 The City of Gastonia shall ensure that the worksite is maintained in a clean and sanitary condition. 
An appropriate schedule for cleaning and method of decontamination based upon the location within the 
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facility, type of surface to be cleaned, type of soil present, and tasks or procedures being performed in the 
area. The City of Gastonia will maintain records and documentation of decontamination schedules.  

3.7.2 All equipment and environmental working surfaces shall be cleaned and decontaminated after 
contact with blood and other potentially infectious materials.  

3.7.2.1 Contaminated work surfaces shall be decontaminated with an appropriate disinfectant after 
completion of procures, immediately or as soon as feasible when surfaces are overtly contaminated or 
after any spill of any other potentially infectious materials; and at the end of the work shift if the 
surface may have become contaminated since the last cleaning.  

3.7.2.2 Protective covering, such as imperviously-backed absorbent paper used to cover equipment 
and surfaces shall be removed and replaced as soon as feasible when they have been contaminated or 
at the end of the work shift if they have become contaminated during the shift.  

3.7.2.3 All bins, pails, cans, and similar receptacles intended for reuse which have a reasonable 
likelihood for contamination with blood or other potentially infectious materials shall be inspected and 
decontaminated on a regularly scheduled basis and cleaned and decontaminated or, as feasible, upon 
visible contamination. The City of Gastonia will maintain records and documentation of cleaning and 
decontamination.  

3.7.2.4 Broken glassware which may have been contaminated shall not be picked up directly with the 
hands. It shall be cleaned up using mechanical means, such as a brush and dust pan, tongs, or forceps.  

3.7.3 Regulated waste and contaminated sharps shall be discarded immediately or as soon as feasible in 
containers that are:  

• Closable and puncture resistant  
• Leak-proof on sides and bottom  
• Labeled or color-coded in accordance with 29 CFR 1910.1030.  

 
3.7.4 During use, containers for contaminated sharps shall be:  

• Easily accessible to personnel and located as close as is feasible to the immediate area where 
sharps are used  

• Maintained upright throughout use  
• Replaced routinely and not allowed to overfill.  

 
3.7.5 When moving containers of contaminated sharps from the area of use, the containers shall be:  

3.7.5.1 Closed immediately prior to removal or replacement to prevent spillage or protrusion of       
contents during handling, storage, transport, or shipping.  
 
3.7.5.2 Placed in a secondary container if leakage is possible. The second container shall be:  

• Closable and constructed to contain all contents and prevent leakage during handling, storage, 
transport, or shipping.  

• Labeled or color-coded according to 29 CFR 1910.1030.  
 
3.7.6 Reusable containers shall not be opened, emptied, or cleaned manually or in any other manner which 
would expose employees to the risk of percutaneous (needle-puncture) injury.  
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3.7.7 Other regulated waste shall be placed in containers which are:  

• Closable and constructed to contain all contents and prevent leakage of fluids during handling, 
storage, transport, or shipping. 

• Labeled or color-coded in accordance with 29 CFR 1910.1030  
• Closed prior to removal to prevent spillage or protrusion of contents during handling, storage, 

transport, or shipping.  
 
3.7.8 If outside contamination of the regulated waste container occurs, it shall be placed in a second 
container. The second container shall be:  

• Closable and constructed to contain all contents and prevent leakage of fluids during handling, 
storage, transport, or shipping. 

• Labeled or color-coded in accordance with 29 CFR 1910.1030  
• Closed prior to removal to prevent spillage or protrusion of contents during handling, storage, 

transport, 01' shipping.  
• Disposal of all regulated waste shall be in accordance with applicable regulations of the United 

States and its Territories, The State of North Carolina, and Gaston County.  
 
3.7.9 Contaminated laundry shall be handled as little as possible with a minimum of agitation.  

• Contaminated laundry shall be bagged or containerized at the location where it was used and 
shall not be rinsed or sorted in the location of use.  

• Contaminated laundry shall be placed and transported in bags or containers labeled or color-
coded in accordance with 29 CFR 1910.1030. 

• Whenever contaminated laundry is wet and presents a reasonable likelihood of soak-through of 
or leakage from the bag or container, the laundry shall be placed and transported in bags or 
containers which prevent soak-through and/or leakage of fluids to the exterior.  

• The City of Gastonia shall ensure that employees who have contact with contaminated laundry 
wear protective gloves and other appropriate Personal Protective Equipment.  

• If contaminated laundry is shipped off-site to a second facility owned by this company, which does 
not utilize universal precautions in the handling of all laundry, the facility generating the 
contaminated laundry will place such laundry in bags or containers which are labeled or color-
coded.  

• If significant contamination warrants, garments should be disposed of as Bio Hazard Waste.  
 

3.8 Hepatitis B Vaccination and Post-Exposure Evaluation and Follow-Up.  

3.8.1 General Guidelines.  

3.8.1.1 The City of Gastonia shall make available the Hepatitis B vaccine and vaccination series to all 
employees who have occupational exposure, and post-exposure evaluation and follow-up to all 
employees who have had an exposure incident.  

3.8.1.2 The City of Gastonia shall ensure that all medical evaluations and procedures including the 
Hepatitis B vaccine and vaccination series, and post-exposure evaluation and follow-up, including 
prophylaxis, are:  

• Made available at no cost to the employee.  
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• Made available to the employee at a reasonable time and place  
• Performed by or under the supervision of a licensed physician or by/or  under the supervision of 

another licensed healthcare professional  
• Provided according to recommendations of the U.S. Public Health Service current at the time 

these evaluations and procedures take place.  
 

3.8.1.3 The City of Gastonia shall ensure that all laboratory tests are conducted by an accredited 
laboratory at no cost to the employee.  

3.8.2 Hepatitis B Vaccination.  

3.8.2.1 Hepatitis B vaccination shall be made available after the employee has received the required 
training and within 10 working days of initial assignment to all employees who have occupational 
exposure unless the employee has previously received the complete Hepatitis B vaccination series, 
antibody testing has revealed that the employee is immune, or the vaccine is contraindicated for 
medical reasons.  

3.8.2.2 The City of Gastonia shall not make participation in a prescreening program a prerequisite for 
receiving Hepatitis B vaccination.  

3.8.2.3 If the employee initially declines Hepatitis B vaccination but at a later date while still covered 
fewer than 29 CFR 1910.1030 decides to accept the vaccination, the City of Gastonia shall make 
available Hepatitis B vaccination at that time.  

3.8.2.4 The City of Gastonia shall assure that employees who decline to accept Hepatitis B vaccination 
offered by the City sign the statement shown in Exhibit #1.  

3.8.2.5 If a routine booster dose(s) of Hepatitis B vaccine is recommended by the  
U.S. Public Health Service at a future date, such booster dose(s) shall be made available in accordance 
with 29 CFR 1910.1030.  

3.8.3 Post-Evaluation and Follow-Up.  

3.8.3.1 Following a report of an exposure incident the employer shall immediately make available to 
the exposed employee a confidential medical evaluation and follow-up, including at least the following 
elements:  

• Documentation of the route(s) of exposure(s), and the circumstances under which the exposure 
incident occurred.  

• Identification and documentation of the source individual, unless the employer can establish that 
identification is unfeasible or prohibited by state or local law.  

 
3.8.3.2 The source individual's blood shall be tested as soon as feasible and after consent is obtained 
in order to determine HBV and HIV infectivity. If consent is not obtained, the City of Gastonia shall 
establish that legally required consent cannot be obtained. When the source individual's consent is not 
required by law, the source individual's blood, if available, shall be tested and the results documented.  

3.8.3.3 When the source individual is already known to be infected with HBV or HIV, testing for the 
source individual's known HBV or HIV status need not be repeated.  

3.8.3.4 Results of the source individual's testing shall be made available to the exposed employee, and 
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the employee shall be informed of applicable laws and regulations concerning disclosure of the identity 
and infectious status of the source individual.  

3.8.3.5 Post-exposure prophylaxis, when medically indicated, as recommended by the  
U.S. Public Health Service:  

• Counseling  
• Evaluation of reported illness.  
 
3.8.3.6 The City of Gastonia shall ensure that the healthcare professional evaluating an employee after 
an exposure incident is provided the following information:  

• A copy of29 CFR 1910.1030  
• A description of the exposed employee's duties as they relate to the exposure incident  
• Documentation of the route(s) of exposure and circumstances under which exposure occurred  
• Results of the source individual's blood testing, if available  
• All medical records relevant to the appropriate treatment of the employee including vaccination 

status which are the City of Gastonia’s responsibility to maintain.  
 
3.8.3.7 Healthcare Professional's Written Opinion.  

3.8.3.7.1 The City of Gastonia shall obtain and provide the employee with a copy of the evaluating 
healthcare professional's written opinion within 15 days of the completion of the evaluation.  

3.8.3.7.1.1 The healthcare professional's written opinion for Hepatitis B vaccination shall be 
limited to whether Hepatitis B vaccination is indicated for an employee and if the employee 
has received such vaccination.  

 
3.8.3.7.2 The healthcare professional's written opinion for post-exposure evaluation and follow-
up shall be limited to the following information:  
 

• That the employee has been informed of the results of the evaluation.  
• That the employee has been told about any medical conditions resulting from exposure from 

blood or other potentially infectious materials which require further evaluation or treatment.  
 
3.8.3.7.3 All other findings or diagnosis shall remain confidential and shall not be included in the 
written report.  

3.8.3.8 Medical Recordkeeping  

3.8.3.8.1 Medical records required shall be maintained in accordance with standard medical 
practice and will be maintained by the Safety & Risk Coordinator or his designee (a medical 
provider).  

3.8.3.8.2 Exposure records will be maintained in the respective department by the Department 
Director or his designee with a copy to the City’s Occupational Health Nurse. 

3.9 Communication of Hazard to Employees.  

3.9.1 Labels and Signs.  
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3.9.1.1 Warning labels shall be affixed to containers of regulated waste, refrigerators, and other 
containers used to store, transport, or ship blood or other potentially infectious materials.  

3.9.1.2 Labels required by this section shall be as described below.  

 
BIOHAZARD 

 
3.9.1.3 These labels shall be fluorescent orange or orange-red or predominantly so, with lettering or 
symbols in a contrasting color.  

3.9.1.4 Labels required shall be affixed as close as feasible to the container by wire, adhesive, or other 
method that prevents their loss 01' unintentional removal.  

3.9.1.5 Red bags or red containers may be substituted for labels.  

3.9.1.6 Labels required for contaminated equipment shall be in accordance with 29 CFR 1910.1030 and 
shall also state which portions of the equipment remain uncontaminated.  

3.9.2 Signs.  

3.9.2.1 The City of Gastonia shall post signs at the entrance to the work areas which shall bear a sign as 
described below. 

 
BIOHAZARD  

 
• Name of infectious agent  
• Name, telephone number for person responsible.  

 
3.9.2.2 These signs shall be fluorescent orange-red with lettering in a contrasting color.  

3.9.3 Information and Training.  

3.9.3.1 The City of Gastonia shall ensure that all employees with occupational exposure participate in a 
training program which must be provided at no cost to the employee and during working hours.  

3.9.3.2 Training shall be as follows:  

• At the time of initial assignment to tasks where occupational exposure may take place.  
• Within 90 days after the effective date of29 CFR 1910.1030.  
• Annually thereafter.  

 
3.9.3.3 For employees who have received training on bloodborne pathogens in the year preceding the 
effective date of 29 CFR 1910.1030, only training with respect to the provisions of 29 CFR 1910.1030, 
which were not included, need to be provided.  

 
3.9.3.4 Annual training for all employees shall be provided within one year of their previous training.  
 
3.9.3.5 The City of Gastonia shall provide additional training when changes such as modification of 
tasks or procedures, or institution of new tasks or procedures, affect the employee's occupational 
exposure. New training may be limited to addressing the new exposures created.  
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3.9.3.6 Material appropriate in content and vocabulary to educational level, literacy and language of 
employees shall be used.  
 
3.9.3.7 The training program shall contain at a minimum the following elements:  

 
•  An accessible copy of the text of 29 CFR 1910.1030 and an explanation of its contents.   

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10051 
• A general explanation of epidemiology and symptoms of bloodborne diseases.  
•  An explanation of the modes of transportation of bloodborne pathogens.  
•  An explanation of the City of Gastonia’s exposure control plan and the means by which the 

employee can obtain a copy of the written plan.  
• An explanation of the appropriate methods for recognizing tasks and other activities that may 

involve exposure to blood and other potentially infectious materials.  
• An explanation of the use and limitations of methods that will prevent or reduce exposure 

including appropriate engineering controls, work practices, and Personal Protective Equipment.  
• Information on the types, proper use, location, removal, handling, decontamination, and 

disposal of Personal Protective Equipment.  
• An explanation of the basis for selection of Personal Protective Equipment.  
• Information on the Hepatitis B vaccine, including information on its efficiency, safety, method of 

administration, the benefits of being vaccinated, and the vaccine and vaccination being offered 
free of charge.  

• Information on the appropriate actions to take and persons to contact in an emergency 
involving blood or other potentially infectious materials.  

• An explanation of the procedure to follow if an exposure incident occurs, including the method 
of reporting the incident and the medical follow-up that will be made available.  

• Information on the post-exposure evaluation and follow-up that the City of Gastonia is required 
to provide for the employee following an exposure incident.  

• An explanation of the signs and color labels and/or color coding required by 29 CFR 1910.1030.  
• An opportunity for interactive questions and answers with the person conducting the training 

session. If the training is web-based the employee shall address questions on the website test, 
their Supervisor or the Safety & Risk Coordinator.  

 
3.9.3.8 The person conducting the training session shall be knowledgeable in the subject matter 
covered by the elements contained.  

3.9.4 Recordkeeping  

3.9.4.1 Medical Records.  
 

3.9.4.1.1 The City of Gastonia shall establish and maintain an accurate record for each employee 
with occupational exposure in accordance with 29 CFR 1910.20.  
 
3.9.4.1.2 Records shall include:  
• Employee's name and Social Security Number.  
• A copy of the employee's Hepatitis B vaccination status including dates of all Hepatitis B 

vaccinations and any medical records relative to the employee's ability to receive vaccination 
as required by 29 CFR 1910.1030.  

• A copy of all results of examinations, medical testing, and follow-up procedures as required by 
29 CFR 1910.1030.  

• The City of Gastonia’s copy of the healthcare professional's written opinion as required by 29 

https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10051
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CFR 1910.1030.  
• A copy of the information provided to the health care professional as required by 29 CFR 

1910.1030.  
 

3.9.4.1.3 Retention of OSHA medical records is to be held during the length of employment, plus 30 
years.  

3.9.4.1.4 The City of Gastonia shall ensure that employee medical records required by 29 CFR 
1910.1030 are:  

• Kept confidential.  
• Are not disclosed or reported without the employee's express written consent to any person 

within or outside the workplace except as required by 29 CFR 1910.1030 01' as may be 
required by law.  

 
3.9.4.1.5 Training records shall include the following:  

• The dates of the training sessions.  
• The contents or a summary of the training sessions.  
• The names and qualifications of persons conducting the training session.  
• Training records shall be maintained for 3 years from the date on which the training occurred.  

3.9.4.1.6 Availability of Records.  

• The City of Gastonia shall ensure that all records required to be maintained shall be made 
available upon request to the Assistant Secretary and the Director for examination and 
copying.  

• Employee training records required by 29 CFR 1910.1030 shall be provided upon request in 
accordance with 29 CFR 1910.20.  

• Employee medical records required by 29 CFR 1910.1030 shall be provided upon request in 
accordance with 29 CFR 1910.20.  

  
3.9.4.1.7 Transfer of Records.  

• The City of Gastonia shall comply with the requirements set forth in 29 CFR 1910.20.  
• If the City of Gastonia ceases to do business and there is no successor employer to receive and 

retain the records for the prescribed period, the City of Gastonia shall notify the local OSHA 
Office, at least three months prior to their disposal and transmit them per their instructions, if 
required, within that three month period.  

 
4. Employee Training.  

The City of Gastonia shall ensure that all employees with potential occupational exposure participate in a training 
program provided at no cost to the employee and during working hours. Training shall be provided as fol1ows:  

4.1 At the time of initial assignment to tasks where occupational exposure may take place.  

4.2 Annual1y thereafter.  

4.3 Annual training for all employees will be provided within one year of their previous training.  
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4.4 Additional training will be provided when tasks or procedures affect the employee's occupational exposure.  
 
4.5 Material appropriate in content and vocabulary to educational level, literacy, and language of employees 

shall be used.  
4.6 The training program shall contain as a minimum the fol1owing elements:  

• An accessible copy of the regulatory text of the BBP standard and an explanation of its contents.  
• A general explanation of the epidemiology and symptoms of bloodborne diseases.  
• An explanation of the modes of transmission of bloodborne pathogens.  
• An explanation of the BBP exposure control plan and the means by which a copy of the written plan 

may be    obtained.  
• An explanation of the appropriate methods for recognizing tasks and other activities that may involve 

exposure to blood and other potential1y infectious materials.  
• An explanation of the use and limitations of methods that will prevent or reduce exposure including 

appropriate engineering controls, work practices, and personal protective equipment.  
• Information on the types, proper use, location, removal, handling, decontamination and disposal of 

personal protective equipment.  
• An explanation of the basis for selection of personal protective equipment.  
• Information on the hepatitis B vaccine, including information on its efficacy, safety, method of 

administration, the benefits of being vaccinated, and that the vaccine and vaccination wil1 be offered 
free of charge.  

• Information on the appropriate actions to take and persons to contact in an emergency involving blood 
or other potential1y infectious materials.  

• An explanation of the procedure to follow if an exposure incident occurs, including the method of 
reporting the incident and the medical follow-up that will be made available. 

• Information on the post-exposure evaluation and follow-up required for employee following an 
exposure incident.  

• An explanation of the BBP signs and labels and/or color coding.  
• An opportunity for interactive questions and answers with the person conducting the training session.  

 
5. Housekeeping Schedules. 

5.1 Disposal of Biohazard Waste.  

5.1.1 Biohazard waste in red Biohazard bags shall be secured until picked up by an outside solid waste 
vendor.  
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Definitions -terms commonly found in the Standard or that relate to the contents of the Standard.  

Bloodborne Pathogens- pathogenic microorganisms that are present in human blood and can cause disease in humans. 
These pathogens include, but are not limited to, hepatitis B virus (HBV) and human immunodeficiency virus (HIV).  

Contaminated - the presence or the reasonably anticipated presence of blood or other potentially infectious materials 
on an item or surface.  

Contaminated Laundry- laundry which has been soiled with blood or other potentially infectious materials or may 
contain sharps.  

Contaminated Sharps- any contaminated object that can penetrate the skin including, but not limited to, needles, 
scalpels, broken glass, broken capillary tubes, and exposed ends of dental wires.  

Decontamination- the use of physical or chemical means to remove, inactivate, or destroy bloodborne pathogens 
on a surface or item to the point where they are no longer capable of transmitting infectious particles and the 
surface or item is rendered safe for handling, use, or disposal.  

Engineering Controls- controls (e.g., sharps disposal containers, self-sheathing needles, safer medical devices, such 
as sharps with engineered sharps injury protections and needleless systems) that isolate or remove the bloodborne 
pathogens hazard from the workplace.  

Exposure Incident- a specific eye, mouth, other mucous membrane, non-intact skin, or parenteral contact with blood 
or other potentially infectious materials that results from the performance of an employee's duties.  

Occupational Exposure- reasonably anticipated skin, eye, mucous membrane, or parenteral contact with blood 
or other potentially infectious materials that may result from the performance of an employee's duties.  

Other Potentially Infectious Materials - (1) The following human body fluids: semen, vaginal secretions, 
cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid, peritoneal fluid, amniotic fluid, saliva in dental 
procedures, any body fluid that is visibly contaminated with blood, and all body fluids in situations where it is 
difficult or impossible to differentiate between body fluids; (2) Any unfixed tissue or organ (other than intact skin) 
from a human (living or dead); and (3) HIV-containing cell or tissue cultures, organ cultures, and HIV-or HBV-
containing culture medium or other solutions; and blood, organs, or other tissues from experimental animals 
infected with HIV or HBV.  

Parenteral- piercing mucous membranes or the skin barrier through such events as needle sticks, human bites, cuts, 
and abrasions.  

Personal Protective Equipment- is specialized clothing or equipment worn by an employee for protection against a 
hazard. General work clothes (e.g., uniforms, pants, shirts or blouses) not intended to function as protection against 
a hazard is not considered to be personal protective equipment.  

Source Individual means any individual, living or dead, whose blood or other potentially infectious materials may be 
a source of occupational exposure to the employee. Examples include, but are not limited to, hospital and clinic 
patients; clients in institutions for the developmentally disabled; trauma victims; clients of drug and alcohol 
treatment facilities; residents of hospices and nursing homes; human remains; and individuals who donate or sell 
blood or blood components.  

Sterilize- the use of a physical or chemical procedure to destroy all microbial life including highly resistant bacterial 
endospores.  

Universal Precautions- is an approach to infection control. According to the concept of Universal Precautions, all 
certain human body fluids are treated as if known to be infectious for HIV, HBV, and other bloodborne pathogens.  

Work Practice Controls- controls that reduce the likelihood of exposure by altering the manner in which a task is 
performed (e.g., prohibiting recapping of needles by a two-handed technique).  
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THE CITY OF GASTONIA 

DECLINATION STATEMENT  

 

I understand that due to my occupational exposure to blood or other potentially infectious materials I may be at risk 
of acquiring Hepatitis B virus (HBV) infection. I have been given the opportunity to be vaccinated with Hepatitis B 
vaccine, at no charge to myself. However, I decline Hepatitis vaccination at this time. I understand that by declining 
this vaccine, I continue to be at risk of acquiring Hepatitis B, a serious disease. If in the future I continue to have 
occupational exposure to blood or other potentially infectious materials and I want to be vaccinated with Hepatitis B 
vaccine, I can receive the vaccination series at no charge to me.  

 
 
 
 
________________________________________________ 
Employee Signature 
 
 
 
________________________________________________ 
Witness Signature 
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Exposure Guidelines 
 

Purpose:  To provide employers and employees with direction regarding the procedure to follow when a blood 
exposure occurs. 

TYPES OF EXPOSURE: 

• Needle sticks 
• Puncture Wounds 
• Mucous Membranes- 

 Eyes- splashes 
 Nose- splatters 
 Mouth- sprays 

• Saliva injected (spitting) or introduced through a human bite 
• Broken skin, or skin not intact  (chapped, scraped) 

 
POTENTIALLY INFECTIOUS MATERIALS: 
 

• Blood 
• Saliva 
• Semen 
• Vaginal secretions 
• Visibly bloody body fluids 
• Cerebrospinal fluids 
• Amniotic fluid 
• Pericardial fluid 
• Pleural fluid 
• Synovial Fluid (fluid around the joints) 
• Peritoneal fluid 
• Unfixed tissues and organs 

 

IF YOU HAVE AN EXPOSURE: 

• Wash hands/skin as soon as possible with soap and water 
• Flush mucous membranes (eyes, nose, mouth) with water as soon as possible 
• Document type of exposure and circumstances 
• Identify source patient (if possible) so that blood for lab tests can be obtained 
• Follow your employer’s exposure plan.  See below. 

 

Options: 
1 You may delay lab tests for yourself until source’s lab test results are reported.  In this case, testing would 

only be done if the source tested positive for any infectious disease. 
2 You may choose to begin post-exposure prophylactics (PEP).  In this case, lab tests must be drawn. 
3 If you request PEP medications; these must be started within 2 hours (or as soon as possible) after exposure 
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During regular hours:  (Monday – Friday 7:00-4:00) 

Exposed patient(s): 

• Call Leslie Morris RN, BSN 704-866-6999 or 980-722-8151 and then report to Employee Health Clinic. If 
unable to reach Leslie, call Judy Smith at 704-866-6786 or 704-214-7847.  

• Will report to CaroMont Occupational Medicine clinic (COM) for counseling, lab draw and/or post-
exposure prophylactics (PEP) if indicated or requested. 

 

Source person(s): 

• Consenting source patients will be brought to Caromont Regional Medical Center for lab draw. 
• Non-consenting source patients – Leslie Morris RN, BSN will contact Dr. Dibert at 704-834-9847 or after 

hours 704-616-3589. 
• Deceased source patients will be taken to Caromont Regional Medical Center Morgue.  The medical 

examiner should be asked to order labs to be drawn at time of autopsy.  (Next of kin should be notified of 
draw.) 
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City of Gastonia 
Exposure Incident Report 

 
 

 
 

 

 

 

 

 
 
 

ANSWER THE FOLLOWING QUESTIONS. ATTACH ADDITIONAL SHEETS IF NECESSARY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Name of exposed employee________________________________________ S.S. #_______________________________ 
 
Department/Division________________________________________ Job Title__________________________________ 
 
Location of Exposure__________________________________________________________________________________ 
 
Date of Exposure_____________________________________ Time___________________________________________ 
 
Source individual if known_____________________________________________________________________________ 
 
 

1. Did body fluids actually contact broken skin, eyes, nose or mouth? If so, describe the type of broken skin (cut, rash, warts, 
chronic skin condition, etc.)____________________________________________________________________________ 
__________________________________________________________________________________________________ 
 
2. Explain the exact type of exposure._____________________________________________________________________ 
__________________________________________________________________________________________ 

3. Was the exposure related to a needle stick? ___Yes ___ No If so, Describe in detail______________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 

4. Did the source individual have a known diagnosed infectious disease? If so, What? _____________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 

5. Was the exposure related to equipment failure? If so, Describe in detail ______________________________________ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________ 

6. Was protective equipment used? ____Mask ____Safety glasses ____Resuscitators ____ Other.  If no, state reason 
__________________________________________________________________________________________________ 
___________________________________________________________________________________________
7. Was appropriate personal decontamination and hygiene completed after the exposure? __________________________ 
__________________________________________________________________________________________ 

8. Was appropriate decontamination of equipment completed after exposure? ____________________________________ 
 

Employee signature_____________________________________________________ Date _________________________ 

Supervisor signature ____________________________________________________ Date _________________________ 

Department Head signature_______________________________________________ Date _________________________ 
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BLOODBORNE PATHOGEN EXPOSURE POLICY –  
AFTER HOURS EXPOSURE 

 
City of Gastonia After Hours Exposure Policy (4:00 p.m. Friday – 7:00 a.m. Monday) 

Exposed patient(s): 

• Call Leslie Morris RN, BSN 704-866-6999 or 980-722-8151. If unable to reach Leslie, call Judy Smith at 704-
866-6786 or 704-214-7847.  
 

• The City of Gastonia employee will report to the podium in the Emergency Department at Caromont Regional 
Medical Center and inform the nurse that they are waiting on the on call employee from Occupational 
Medicine for an exposure.  Occupational Medicine will provide counseling, lab draw and/or post-exposure 
prophylactics (PEP) if indicated or requested. 

Source person(s): 

• Consenting source patients will be taken to Caromont Emergency Room for lab draw.  The on call provider for 
Occupational Medicine will contact the attending MD in the Emergency Department for the necessary labs.   

• Non-consenting source – Leslie Morris RN, BSN will contact the Occupational Medicine on call MD to obtain 
the required documents and necessary labs.   

• Deceased source patients will be taken to Caromont Regional Medical Center Morgue.  The on call provider 
for Occupational Medicine will obtain the necessary labs.  (Next of kin should be notified of draw.) 

 

City of Gastonia’s employee should be counseled regarding medications, testing, etc.   

(See test listing following this section) 

 
1. If source person known, no testing to be done on employee until source lab tests results are reported.   

2. If source is positive, then testing will be ordered on City of Gastonia’s employee for positive results on source.  

3. If source person is negative, counseling will be offered to the employee by Caromont Occupational     Medicine. 

4. If source person unknown, blood will be drawn for lab tests indicated below.  Counseling and post-exposure 
prophylactics (PEP) will be offered. 

5. If source person unknown and/or City of Gastonia’s Occupational Health Nurse requests PEP, blood will be 
drawn for the lab tests indicated below. 

6. If City of Gastonia’ employee refuses to have tests, HIV testing/counseling will be offered. Have patient sign 
documentation of refusal. 

7. PEP medications must be started within 2 hours (or as soon as possible) after exposure.  These will be ordered 
by the on call provider at Caromont Occupational Medicine. 
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The following labs should be ordered for an exposure of City of Gastonia’s employees based on the following 
situations by the provider in Occupational Medicine.   

 

If source is positive: 

• Test exposed City of Gastonia’s employee for lab results that are positive on the source patient  

• Hepatitis B surface antibody (BSAB) 

• Hepatitis B surface antigen (HPBSAG) 

• Hepatitis C antibody (HCVAB) 

• Offer Rapid HIV P24 antigen/antibody combo testing and counseling 

 

If source is negative: 

• Offer Rapid HIV P24 antigen/antibody testing and counseling     

 

If source unknown: 

• Hepatitis B surface antibody (BSAB) 

• Hepatitis B surface antigen (HPBSAG) 

• Offer Rapid HIV P24 antigen/antibody testing and counseling  

 

If source unknown AND/OR City of Gastonia’s employee placed on medications: 

• Hepatitis B surface antibody (BSAB) 

• Hepatitis B surface antigen (HPBSAG) 

• Offer Rapid HIV P24 antigen/antibody testing and counseling 

• Hepatitis C antibody (HCVAB) 

• Pregnancy test on females (SHCG) 

• CBC with Diff and platelets  (CBCA) 

• Comprehensive Metabolic panel  (CMP) 

• Amylase (ALT) 

 

Charges for labs for both the source patient and the City of Gastonia’ employee will be billed to:  

City of Gastonia 
Attn:  Leslie Morris RN, BSN 

 P O Box 1748 
 Gastonia, NC 28053-1748 
 

FAX ALL LABS FOR CITY OF GASTONIA EMPLOYEE AND SOURCE PATIENT TO LESLIE MORRIS RN, BSN 
@ 704-836-0045 OR EMAIL LESLIEM@CITYOFGASTONIA.COM  
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Appendix 10 
 

TECHNOLOGY RESOURCES AND COMMUNICATION  
SYSTEMS USE POLICY 

 

To establish a policy concerning the utilization of City owned Technology Resources and Communication Systems as 
well as to define appropriate behavior when accessing City owned Technology Resources and Communication 
Systems.  This policy applies to all employees, contractors, temporary workers, volunteers and all others that may be 
granted access to such systems. 

1. General Guidelines: 

a. The City of Gastonia provides access to Technology Resources and Communication Systems, the 
Internet, and Email for City staff to research information related to City projects and to facilitate 
communications and transactions with others regarding City business, issues and practices.  This access 
is provided through the Information Technology Department and includes network access, Internet 
access, email, and device access.  This service is available, subject to Department Head approval, to all 
City employees.   

b. All technology resources and all information transmitted by, received from, or stored on City of 
Gastonia systems which pertain to City of Gastonia business, are the property of the City of Gastonia 
and as such, are subject to inspection by City officials.  The City reserves the right to enter, review and 
monitor the information on all systems, both City of Gastonia and personal files, including electronic 
mail and information stored on computer systems, devices, or media, without advance notice. This 
may include, but is not limited to, investigating theft, unauthorized disclosure of confidential business 
or proprietary information, personal abuse of the system, or monitoring workflow and productivity.   

c. As with other City property, the City’s network resources are provided for official City business and 
should generally not be used for personal reasons.  The City reserves the right to access any City 
employee’s assigned computer and the information stored therein, and employees may not consider 
any of the material transmitted via network resources or stored in the City’s network resources to be 
private or confidential.  Department Heads are responsible for evaluating the appropriate use of 
network resources in their department.   

d. The purpose of these systems is to support City business and to assist in the conduct of research and 
provide work-related information to employees.  These systems may not be used in violation of any 
U.S., state or local regulation. These systems may not be used for selling or soliciting sales or 
contributions without the approval of the City Manager. These systems may not be used to upload, 
download, view, or distribute pornographic, vulgar, obscene, sexually explicit, racist or threatening 
material, except as stated in the guidelines appearing hereinafter.  These systems may not be used to 
infringe on copyright laws or plagiarize materials. 

e. The use of all Technology Resources and Communication Systems is a privilege, not a right, and is 
cancelable at will by the City Manager. All Internet destinations accessed by City employees are logged 
by the City's computerized security and utilization system. Technology Services staff is charged with 
the duty to report, and interrupt activity that interferes with the performance of the City's computer 
systems or networks, or that conflicts with authorized use of City resources or equipment. The City 
may deny Internet access or use of City systems, to any employee at any time and for any reason. 
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2. General Computing Guidelines  

a. Employee will promote efficient use of the network to minimize, and avoid if possible, congestion of 
the networks and interference with the work of other users of the network. 

b. Encryption of any City owned Technology Resource or Communication System is prohibited without 
approval from the Information Technology department. 

c. Accessing or attempting to gain unauthorized access to data, software, system resources, or passwords 
of any kind through any method is prohibited. 

d. Storage of personal information (images, music, etc.) on City owned Technology Resources or 
Communication Systems will be minimal and is subject to access, review, and deletion without notice. 

e. Installing any software or hardware on City computers or City networks unless authorized by the 
Information Technology department is prohibited. 

f. Intentionally introducing computer viruses or other disruptive programs into City owned Technology 
Resources or Communication Systems is prohibited. 

g. Employee will not assume that deleted email’s, texts, documents, browsing history, etc. is not 
retrievable.  Information thought to be erased or deleted remains on the device, in logs, in storage 
systems, and on other media for extended periods of time. 

h. Employee should assume that any correspondence, data, and utilization records contained on City 
owned Technology Resources and Communications Systems are subject to the North Carolina Freedom 
of Information Act. 

 

3. Internal and External Email and Texting Guidelines: 

a. Employee will not use City owned Technology Resources or Communication Systems to engage in email 
or text messaging correspondence that is harassing or threatening in nature, racist, obscene, 
pornographic, libelous, or that violates any local, state or federal laws.  Any questionable messages 
should be deleted immediately. Employee will notify supervisor of receipt and source of the violating 
message.  The City has the sole right to determine what material is inappropriate.  

b. Employee will not access another employee’s email without authorization from the department 
head(s) of each employee involved. 

c. Employee will not use the City’s email system to enter contests or join memberships, except as such 
memberships are work related. 

d. Employee will not use the City’s email system for ‘chain letter’ email messages, or sending or 
forwarding non work-related messages to individual or multiple mailboxes. 

e. Employee will use discretion and give careful consideration to the size of the email, including 
attachments, and the number of recipients.  Sending mass emails is prohibited unless approved by you 
department head.  

f. Employee will not send anonymous email messages.  Employee must use his or her own name when 
corresponding.  No pseudonyms are allowed. 

g. Employee will not knowingly violate copyright or other laws in sending, receiving, or deleting email.  

h. Employee will open email, email attachments, and email links only if from a known source and ones 
you feel confident don’t contain viruses, malware, or other unwanted material or programs. Delete 
unwanted and suspicious e-mails immediately. 
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i. Employee will not knowingly distribute any viruses or other debilitating programs.  

j. Employee will use care in communicating confidential information and will take reasonable steps to 
ensure that the communication is properly identified and directed. 

k. Personal email and texting will be kept to a minimum as a supplement to necessary personal telephone 
messages that employees typically make or receive. 

l. All email, both sent and received, is immediately archived and subject to the North Carolina Public 
Records Law. 

 

4. Internet Browsing Guidelines: 

a. Employee, without prior authorization from Technology Services, may not download any software 
through a City Internet Browsing computer. 

b. Employee may not knowingly visit pornographic Web sites or download any material that is 
pornographic, obscene, vulgar, racist or offensive in nature, except when, as an employee of the City 
of Gastonia Police Department, a criminal investigation requires such a visit, and then only upon having 
obtained the prior written approval of the Chief of Police.  If by accident, an employee accesses an 
unauthorized site, employee should exit site immediately and report to their supervisor that said site 
was accidentally accessed with the employees’ user account. 

c. Personal use of City owned Technology Resources and Communication Systems or personal technology 
devices that make use of City owned Technology Resources is subject to all rules outlined in this policy. 

d. Personal use of the Internet is allowed as long as it does not impact the employees’ productivity, other 
employee productivity, or City operations.   It is the Department Head’s responsibility to ensure 
productivity is not impacted. 

e. Employee may not use City time and Internet resources for personal gain including, but not limited to, 
private business endeavors. 

f. Employees shall not knowingly share logon credentials or passwords and should make every effort to 
protect and secure this type of information.  Individual employees can be held accountable for the 
use of his/her account by others, unless the use occurred through no fault of the employee. 
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Appendix 11 
 

SOCIAL MEDIA USAGE POLICY 
 

 

1. PURPOSE  

The City recognizes that commonly used social media tools, such as Facebook, Twitter, YouTube, Instagram, and 
LinkedIn, have large loyal user bases and are, thus, becoming increasingly important outreach and communication 
tools for government entities from the federal to the local level. To use these popular communication tools 
effectively and in tandem with applicable City government policies and procedures, designated and authorized use of 
social media on behalf of City departments should be approved by the City Manager and/or Assistant City Managers. 
Use of the City’s primary and approved departmental social media tools should be coordinated through the 
appropriate approved communication liaisons:  

• Director of Communications and Marketing in the City Manager’s office  

• Key Accounts Manager for Public Works & Enterprise Services  

• Public Information Officer for the Police Department  

• Marketing Director for the Schiele Museum  

• An authorized representative of the Fire Department  

• Approved Social Media administrators and users  

All of the communications tools utilized on behalf of the City should be used in ways that are appropriately 
professional, provide helpful information to our audiences, and maintain the security of the network. Social media is 
no exception. Therefore, the application of social media within City government must be done thoughtfully and in a 
manner that will minimize risk.  

In addition, designated and authorized social media administrators/users should be aware that these types of 
communications are considered public records and, consequently, must be kept for a period of time in compliance 
with the public records law. These guidelines are intended to ensure that social networking sites are secure, used 
appropriately, and managed by best practices for the use of social media on behalf of City government.  

 
2. POLICY SUMMARY  

This policy establishes the City’s position on the use and management of social media and provides guidance on its 
management, administration, and oversight. It is applicable to all forms of social media.  

The City also recognizes the role that social media tools may play in employees’ personal lives. Because the personal 
use of social media can impact employees in their official capacities, this policy also provides precautionary 
information as well as prohibitions and limitations on the use of social media by City personnel.  

For the purpose of this policy, Social Media shall include but not be limited to:  Blogs, Social Networking sites, photo 
or video sharing, dating, chat rooms, online message or comment boards, podcasts, web pages, programs, computer 
applications, cell phone apps or other computer programs intended for one person to communicate with another 
person or group. 
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3. SCOPE OF SOCIAL MEDIA USE ON BEHALF OF THE CITY  

The City of Gastonia’s primary website (www.cityofgastonia.com) is and will remain the City’s official, primary and 
predominant Internet presence. However, authorized communication liaisons may engage in social media use on 
behalf of the City to achieve certain City and City communication goals including:  

• Disseminating time-sensitive information as quickly as possible such as during public safety emergencies or 
notifying citizens of service-related issues such as road closures, power outages, and water line breaks.  

• Civic engagement regarding City projects, programs, and initiatives.  

• Marketing and promoting City government services/products.  

• Transparency in conducting local government business.  

As a general rule, authorized content posted to social media sites on behalf of the City should also be available on the 
City’s main website or contain links directly to the City’s main website. Approved social media on behalf of the City 
will only be used as a means for communicating messages consistent with the City’s policies and procedures. Staff 
will avoid participating in two way communication through social media. When possible and appropriate, social 
media will not be utilized in a manner that allows members of the public to post comments on or through the social 
media website. Exceptions to this policy must be reviewed and endorsed by the appropriate communication liaison 
and the appropriate Assistant City Manager or City Manager.  

 

4. INTENT OF SOCIAL MEDIA USE ON BEHALF OF THE CITY  

Communication liaisons approved to use social media on behalf of City government should have a clear 
communications strategy and should take the time to determine if and how social media fits into this strategy. The 
following questions should be considered when determining whether the use of social media on behalf of the City is 
appropriate:  

• Who is the media meant to reach? Is this the City’s target audience?  

• What is the organization attempting to communicate? Is the message consistent with the City’s overall 
communication messages? Can the message be most effectively communicated using this media? Is the 
message repetitive?  

• Does the organization want to elicit feedback from citizens? If so, what media is best suited for the type of 
interaction and feedback desired?  

 

5. ACCEPTABLE USES OF SOCIAL MEDIA  

a. City-Sanctioned Use by Designated and Authorized Personnel  

• Personnel authorized to engage in social media use on behalf of the City shall be approved by the City 
Manager or a designee and oversight and administration of content is subject to the review and approval the 
Department of Communications and Marketing and Technology Services. 

• All City-related communication through social media outlets on behalf of the City should remain professional 
in nature and should always be conducted in accordance with applicable state, federal, and local laws and 
regulations; information technology security policies; and the City’s communications policies, practices and 
expectations.  

• If an approved social media account is used for City communications, the entire account is subject to 
applicable Records Retention and Disposition policies and procedures. Communication through City-
sanctioned social media is considered a public record under NCGS, Chapter 132 and should be managed as 
such. The City Attorney can provide additional information and guidance on records retention and disposition 
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requirements. Technology Services is responsible for ensuring that all social media data is archived per the 
Records retention and Disposition Schedule. 

• Account administrators should be assigned to manage the approved use of social media on behalf of the City 
within approved departments.  

o When creating social media accounts for City government purposes that require individual 
identification, authorized and designated City employees should use their actual name, not 
pseudonyms.  

o Any City-sanctioned social media shall clearly indicate that they are maintained by the City of 
Gastonia and shall have appropriate City contact information prominently displayed.  

o If applicable, Social Media sites should have the following disclaimers: 

 This page is not a public forum and is not monitored 24/7. If you have a true emergency, please 
call 911.  

 The City reserves the right to immediately remove without advance warning any content, 
including offensive content such as, but not limited to, defamatory material, pornography, 
obscenities, profanity, personal attacks, and/or material that violates the Department’s EEO 
and/or anti-harassment policies. Multiple violations of the content standards may result in a 
user’s comments/posting being banned from City Social Media tools.  

 The comments expressed on this site do not reflect the opinions and position of the City of 
Gastonia government or its officers and employees.  

o People who comment shall have no expectation of privacy. Their comments are public record. 
Account administrators are required to create internal policies that keep track of social media 
domain names in use and the associated user identifications and passwords currently active. Should 
the employee who administers the account be removed as administrator or no longer be employed 
by the organization, all passwords and account information should be immediately changed to 
maintain organization control. 

o Social media site administrators should use different passwords for different accounts (both social 
media and existing work accounts). Using the same password for all accounts increases the 
vulnerability of the accounts being compromised.  

o Social media administrators shall be trained regarding the terms of this policy and the IT 
department’s Internet security procedures regarding social media.  

• Designated and authorized employees acting on behalf of the City via social media outlets must conduct 
themselves at all times as a representative of the City and in accordance with all Human Resources policies 
including personnel and ethical conduct regulations and/or guidelines.  

• Use of social media shall meet best practices for maintaining social media including but not limited to the 
following practices: 

o Political comments and activity are not appropriate on City-sanctioned social media sites. 

o Promotion of private, commercial interests is prohibited on City-sanctioned social media sites. 

o Endorsement of other social media (friending, liking, following, etc.) should be approved by the 
appropriate communications liaison. There is the potential for misinterpretation of the relationship 
between the City and the organizations or companies associated with other social media.  

o Social media should be frequently updated and share accurate information.  

o Materials posted to City-sanctioned social media sites must adhere to all copyright, trademark and 
service mark restrictions. 
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o Use good judgment. If the content causes discomfort, discuss it with a supervisor or another 
communication liaison before posting.   

• If public posting to a City-sanctioned social media site has been approved, the employee administrator is 
authorized to remove immediately and without advance warning any content, including offensive content 
such as pornography, obscenities, profanity, personal attacks, abusive language, defamatory statements, 
offensive terminology, suggestions of illegal activity, infringements of copyrights or other intellectual 
property, endorsements, off-topic comments, spam and/or material that violates the City’s EEO and/or anti-
harassment policies.  

• The City reserves the right to restrict or remove any content that is deemed in violation of this policy or any 
applicable law.  

 

b. Employee Personal Use of Social Media  

The City understands that social media is a form of personal communication apart from any City-sanctioned use 
described in section 5.a. Therefore, in order to protect the City’s interests and ensure that employees focus on 
their job duties, employees are expected to adhere to the following rules and should understand there are clear 
distinctions between their personal and professional social media presence when administering or participating 
in social media sites.  

• Employees who are not approved and designated by the City Manager or appointed designee to speak as 
authorized representatives of the City of Gastonia on social media sites should not post their opinions and 
comments on those sites as representative of positions held by the City of Gastonia or City of Gastonia 
officials. Only official City spokespersons may share official comments on social media sites.  

o If an employee publishes content on any website that mentions the City or relates to his/her work or 
subjects associated with the City, the employee must use a disclaimer such as, “The views expressed 
on this site (or in this post) are my own and do not necessarily represent the City of Gastonia’s 
positions or opinions.”  

o City employees shall not divulge private, non-public, and confidential information gained by reason 
of their authority or position. The City Attorney’s Office can offer guidance should any questions arise 
in this area. 

• City employees shall not engage in conduct on social media that would not be acceptable in the City’s 
workplace. For instance, do not use speech containing obscene or sexually explicit language, images or acts 
and statements or other forms of speech that are discriminatory, defamatory, libelous or threatening, or 
otherwise express bias against any race, any religion or any protected class of individuals.  

• Employees shall not post any material that could impair the effective delivery of public service or seriously 
disrupt the normal operation of any branch of the City government. 

• Employees are prohibited from using Social Media to harass or belittle any person or organization in any 
manner.  

• City employees should be aware that they may be subject to civil litigation if they:  

o Publish or post false information that harms the reputation of another person, group or organization 
(defamation);  

o Publish or post private facts and personal information about someone without their permission that 
has not been previously revealed to the public, is not of legitimate public concern or would be 
offensive to a reasonable person;  

o Use someone else’s name, likeness or other personal attributes without that person’s permission for 
an exploitive purpose; or  
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o Publish the creative work of another, copyrighted or trademarked material, or certain confidential 
business information without the permission of the owner.  

 

• City employees should expect that any information created, transmitted, downloaded, exchanged or 
discussed in a public online forum may be accessed by the City at any time without prior notice. The City 
reserves the right to monitor social media activities of employees, whether or not such activities are 
conducted with City resources, to the extent permitted and in accordance with applicable law.  

• Any employee who becomes aware of or has knowledge of any posting, website, or web page in violation of 
the provisions of this policy should notify his or her supervisor immediately for appropriate action.  

• As with checking personal email or personal use of Internet browsing on City equipment or technology, 
employees should limit participation for personal use on social networking or through websites or services 
such as Twitter, Facebook, or similar sites/services or posting to a blog or website, during working time. 
Personal use must not interfere with the employee’s or other employees’ ability to perform their jobs. Such 
personal use will be kept to a minimum and abuse of this privilege can result in disciplinary action up to and 
including termination.  

 

6. CONCLUSION  

Employees using social media, whether City-sanctioned or personally, must avoid using any content as described in 
Appendix 11 “Social Media Policy” of the City Personnel Policy. The policy specifically states that disciplinary action 
may be taken against an employee for failure to comply with the policy.  

Finally, social media is an effective and efficient way for City government to communicate with and participate in the 
community-at-large. Used appropriately and effectively, it can be a useful tool to shape and support the way that the 
City of Gastonia communicates and collaborates with constituents as we strive to provide an accountable and 
transparent government.  

 

7. APPLICABLE TERMS & DEFINITIONS  

Social media: Internet-based communication that integrates user-generated content and user participation. This 
includes, but is not limited to, social networking sites, photography and video-sharing sites, wikis, blogs, and news 
sites.  

Social networks: Online platforms where users can create profiles, share information, and socialize with others using 
a wide range of technologies.  

Blog: A self-published diary or commentary on a particular topic that may allow visitors to post responses, reactions, 
or comments. The term is short for “Web Log.”  

Page: The specific portion of a social media website where content is displayed, and managed by an individual or 
individuals with administrator rights.  

Post: Content an individual shares on social media or the act of publishing content on a site.  

Profile: Information that a user provides about himself or herself on a social networking site.  

Web 2.0: The second generation of the World Wide Web focused on shareable, user-generated content, rather than 
static web pages. Some use this term interchangeably with social media.  

Wiki: Web page(s) that can be edited collaboratively. 

  



127 
 

Appendix 12 
 

HARASSMENT AND DISCRIMINATION POLICY 
 

I. PURPOSE 

To establish the City of Gastonia’s policy and procedures for the investigation and resolution of complaints 
concerning harassment, discrimination and retaliation. 

 

II. POLICY 

The City is committed to preventing any form of harassment, discrimination or retaliation from occurring in the 
workplace or in any interaction with the public. The City is further committed to creating and maintaining a 
working environment in which all employees work together in an atmosphere free from all forms of harassment, 
discrimination, or retaliation. The City will strictly adhere to the following: 

A. The City will not tolerate or condone harassment, discrimination, or retaliation based on age, race, 
color, religion, sex, national origin or disability. 

B. City employees, including volunteers and contract employees, will treat all employees and members of 
the public equally, regardless of age, race, color, religion, sex, national origin or disability. 

C. The City shall investigate all complaints of harassment, discrimination, or retaliation fairly and 
impartially in a timely manner. 

D. Employees who witness or experience any form of harassment, discrimination, or retaliation, are 
required to promptly report the incident(s) in accordance with Section IV of this policy.  

E. Violators of this policy shall be subject to appropriate disciplinary action, in accordance with the City's 
disciplinary procedures policy. 

 

III. DEFINITIONS 

A. Covered Employees -- All employees including - contract employees, part-time employees, temporary 
employees, volunteers, and interns. 

B. Employment Discrimination -- Unfair treatment of protected persons because of the person's age, race, 
color, religion, sex, national origin or disability. This may include a refusal to hire, different job 
assignments, harassment, the denial of a raise, a transfer, denial of promotion or assignment, 
unfavorable performance evaluation, discipline or discharge, or other term of employment. 

C. Harassment -- Unwelcome, hostile or abusive conduct, whether verbal, non-verbal or physical, directed 
to an employee because of the employee's age, race, color, religion, sex, national origin or disability 
which: 

1. Adversely affects an employee's conditions of employment; 

2. Interferes with an employee's ability to perform his or her job; or 

3. Creates an intimidating or hostile work environment (as defined below). 

D. Sexual harassment -- Unwelcome sexual advances, requests for sexual favors, or other verbal or 
physical conduct of a sexual nature constitute sexual harassment when: 



128 
 

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 does not refer to occasional compliments of a socially acceptable nature or welcome 
social relationships. Sexual harassment may occur between persons of the same sex as well as the 
opposite sex. 

E. Hostile Work Environment -- A workplace environment that a reasonable person, considering the 
totality of the circumstances, would find offensive or intimidating due to severe or pervasive conduct 
that alters the conditions of employment and creates an abusive working environment, based on an 
employee's age, race, color, religion, sex, national origin or disability. An abusive work environment 
includes a workplace permeated with discriminatory intimidation, ridicule or insult. 

Factors that may contribute to a hostile work environment include, but are not limited to: 

1. The severity of the conduct; 

2. The frequency of the conduct; 

3. Whether the conduct is physically threatening or humiliating or a mere offensive utterance; 

4. Whether the conduct unreasonably interferes with the employee's work performance;  

5. Whether the alleged harasser was a co-worker or a supervisor. 

F. Retaliation -- Verbal, non-verbal or physical conduct, treatment or discrimination, intended to 
intimidate, interfere with, or discourage an employee from reporting harassment or filing a complaint; 
or conduct or treatment intended to intimidate an employee into abandoning a pending complaint or 
complying with an investigation of a pending complaint regardless of whether the employee was the 
subject of the alleged harassment or a witness. 

 

IV. PROCEDURE 

A. Prohibited Conduct 

1. No employee shall harass or otherwise discriminate against an individual based on that individual's 
age, race, color, religion, sex, national origin or disability. 

2. No employee shall retaliate, or otherwise discriminate, against an individual because that 
individual has opposed any act or practice that is in violation of this policy or the law, or because 
that individual has made a charge, testified, assisted, or participated in any manner in an 
investigation, proceeding or hearing concerning allegations that an employee has violated this 
policy or state or federal law. Adverse action cannot be taken against an employee for the filing of 
a complaint or for assisting in an investigation. 

3. No employee shall coerce, intimidate, threaten, retaliate or interfere with any individual in the 
exercise of the rights contained in this policy or because an individual aided or encouraged any 
other individual in the exercise of the rights contained in this policy or provided for by law. 

4. Employees shall not engage in non-verbal, verbal or physical behaviors or other acts that are 
unwelcome and are based upon that person's age, race, color, religion, sex, national origin or 
disability. This includes, but is not limited to, the following: 
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i. Unwelcome statements that are degrading, including name-calling, demeaning remarks, 
teasing, innuendoes, suggestive comments or statements, slurs, epithets, jokes, offensive, 
suggestive or insulting sounds, whistling, propositions or threats including sexually 
suggestive conduct. 

ii. Requesting sexual favors or making unwelcome sexual advances that may be accompanied 
by pressure, threats or demands directed at an employee. 

iii. Displaying suggestive, graphic or derogatory objects, pictures, materials, graffiti, symbols 
or commentaries in the workplace including e-mails and the use of the computer. 

iv. Unwelcome physical conduct such as touching, pinching, grabbing, brushing against the 
body, assaulting or committing any other physical violence or physical threats against 
another employee. This includes blocking a person's path, following a person, making 
suggestive, offensive or derogatory gestures or facial expressions. 

B. Complaint Reporting Process 

1. Complaints regarding instances of harassment, discrimination, or retaliation, shall be reported in a 
timely manner to any of the following: the employee's immediate supervisor or Department Head, 
or the Human Resources Department. An employee is not required to follow the chain of command 
in making a complaint. 

2. If the employee believes that the alleged harasser may not be aware that the conduct or behavior 
is unwelcome, the employee may choose to inform the alleged harasser that the conduct or 
behavior is unwelcome. This procedure should be reserved only for minor or incidental comments 
or jokes that, while inappropriate at the workplace do not rise to the level of harassment. If the 
conduct or behavior continues, the employee must report that conduct or behavior. 

3. An employee is not required to inform an alleged harasser that the conduct is unwelcome prior to 
reporting the matter. 

4. Employees shall cooperate with any investigation of a violation of this policy and shall provide all 
relevant information. 

5. Employees shall follow this complaint procedure in the event of harassment from any City vendor 
or other outside contractor or non-employee doing business with, or attempting to do business with 
the City. This includes other agencies or groups with which an employee is required to interact as 
part of the employee's job responsibilities. 

6. The employee should provide the following information (without regard to which supervisor in the 
City’s chain of command receives the complaint): 

i. His or her name, title and work assignment; 

ii. The name and title of the person (or persons) committing the harassment, discrimination, 
or retaliation; 

iii. The specific nature of the harassment or conduct complained of, how long it occurred, any 
employment action (demotion, failure to promote, dismissal, refusal to hire, transfer, etc.) 
taken as a result of the harassment or conduct, or any other threats made as a result of 
the harassment, discrimination, or retaliation; 

iv. Witnesses to the harassment, discrimination, or retaliation; and 

v. Details of any previous reports of a similar nature involving the alleged harasser or any 
related complaints. 
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7. A supervisor receiving a complaint shall make an initial inquiry to determine whether any action 
needs to be taken to protect the complainant pending an investigation. 

8. Compliance with this policy shall not impact any employee's ability to pursue a claim with the Equal 
Employment Opportunity Commission or any other appropriate government agency. 

C. Human Resources Department 

1. The Human Resources Department is responsible for investigating all complaints alleging 
harassment, discrimination, or retaliation, unless there is a conflict of interest. 

2. All complaints will be handled in a timely and confidential manner. Information concerning a 
complaint shall not be released to anyone who is not directly involved with the investigation. The 
purpose of this provision is to protect the confidentiality of the employee who files a complaint and 
to encourage reporting of incidents of harassment, discrimination or retaliation. 
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Appendix 13 
 

TRAVEL POLICY 
 

SECTION I. GENERAL  

Applicability  

The intent of this policy is to provide City departments and employees with a guideline for payment and reimbursement 
of travel expenses pertaining to official travel. All employees of the City are subject to this policy.  This revised policy is 
effective January 1, 2019, superseding all previous editions of and directives related to subject policy.   

Employee Responsibility  

City employees may have authorized travel expenses paid for or reimbursed by the City. Under no circumstances may 
duplicate reimbursement be made for that portion of an employee's expenses paid or reimbursed from a non-city 
source.  

An employee traveling on official business is expected to exercise the same care in incurring expenses that a prudent 
person would exercise if traveling on personal business and using personal funds. Employees will be held personally 
responsible for unauthorized costs and additional expenses incurred for personal preference or convenience.  

Willful violations of this policy can result in disciplinary action up to and including recommendation for dismissal from 
City employment and may result in criminal prosecution. 

 

SECTION II. DEFINITIONS  

Authorizing Individual – The Department Head is responsible to approve or disapprove requests for travel advances, 
travel reimbursements and training expenditures. Department Heads (except the City Attorney) and Assistant City 
Managers’ travel requires approval by their immediate supervisor as outlined in the City’s organizational chart.  

Car Allowance – A biweekly stipend paid to qualifying City employees to compensate those employees for local mileage 
traveled in a personal vehicle in lieu of submission of a Mileage Reimbursement Form.  

Common Carrier - Commercially scheduled airplane, rail, bus, or taxi.  

Conference - Formal gathering to conduct City business and exchange information for which registration fees may be 
paid.  

City Attorney – The City Attorney of the City of Gastonia or his or her designee.  

City Employee - Any non-elected individual who is paid on the City payroll system.  

City Funds - Any funds deposited with the City.  

City Manager – The City Manager of the City of Gastonia or his or her designee.  

Duty Station - The job location at which the employee spends the majority of his or her working hours or the point at 
which the authorized travel originates.  

Excess Expenses/Costs - Any travel expenses/costs that exceed the limitations set forth in this policy. 
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Local Travel - Any official business travel that would have a round trip of less than 30 miles from the employee’s primary 
position assignment location to another destination and back. Multiple destinations within one travel event do not add 
together to become one round trip for the purposes of this definition. For example, an employee leaves City Hall and 
travels to three recreation centers and two fire stations for a total of 45 miles. This is still considered local travel as the 
round trip mileage from City Hall to any one of the destinations and back is less than 30 miles.  

Other Expenses - Refers to a line item on travel reimbursement form where expenses not otherwise categorized should 
be recorded.  

Transportation Expenses - Includes personal automobile, taxi, bus, train, airplane, motor pool charges, auto rentals, 
tolls and parking fees.  

Travel - All activities involving expenses for transportation, lodging, meals, or other eligible expenses authorized to be 
paid from City funds or which involve City vehicles for transportation.  

Travel period - The time spent away from the duty station on City business.  

Willful Violations - Excess costs such as indirect routes, luxury accommodations, and services unnecessary or 
unjustified in the performance of official City business.  

 

SECTION III. GENERAL GUIDELINES  

The appropriate Authorizing Individual must approve all travel prior to any expense or obligation being incurred. 
Following travel, the final reconciled travel expense reports shall be filed with the Finance Department within seven 
(7) working days after the end of the travel period.  Reimbursement requests for travel in the month of June shall be 
submitted no later than the 25th of June. Failure to file final reconciling travel reports in a timely manner can lead to 
refusal of future travel advances for the employee. 

Travel Authorization  

Employees shall complete and submit a Travel Authorization/Expense Form for approval to their appropriate 
Authorizing Individual. Approval will be based upon need, cost/benefit of travel and the availability of sufficient 
unexpended funds. An approved copy of the form shall be submitted with any cash advance or A/P check request, and 
the final reconciled version will be submitted upon return from travel.  For all employees except the City Attorney, 
certain costs require advance approval by the City Manager: 

• Estimated Transportation costs of $700 or more. 
• Estimated Lodging costs of $250 or more per night (before taxes and fees.) 
• Five (5) or more departmental staff attending the same overnight event. 
• All travel outside the continental United States. 

 

Travel Cash Advances 

Requests for cash advances should be submitted on the Travel Authorization/Expense Form to the Finance Department 
no later than seven (7) working days prior to the date travel will commence.   

Travel Expense  

Accommodations, common carrier transportation fares, and registrations may be paid in advance by the City, directly 
by the employee, or by travel advance, but should not be billed to the City except in extenuating circumstances. A City 
issued purchasing card may be utilized for all non-meal related travel expenditures when applicable in accordance with 
the City’s Purchasing Card Program. All other travel costs are to be paid directly by the employee. The employee should 
reserve transportation and lodging in advance when possible and employees are encouraged to utilize City vehicles 
and travel with other employees of the City. If a travel agent or travel agency is utilized, employees should use agencies 
that do not charge additional or supplemental fees to the City.  
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Non-City Employees 

Non-City employees who are traveling on official City business and whose expenses are paid by the City are subject to 
this policy, including per diem allowances, to the same extent as City employees. Travel expenses for members of a 
non-employee's family are not eligible to be paid by the City. No cash advances will be issued from City funds to non-
City employees. 

Prospective Employees 

The City Manager is authorized to approve reimbursement of travel expenses of individuals visiting for employment 
interviews. The expenses should generally be limited to transportation, meals and lodging. No cash advances will be 
issued to prospective employees. 

Registration Fees 

The City allows reasonable registration fees for City employees. Approved fees may be paid by the employee and then 
reimbursed or paid by the City in advance.  General registration fees should be listed on the Travel 
Authorization/Expense Form for appropriate approval. Any additional activities that the employee cares to attend are 
the responsibility of the employee. 

Transportation 

Common Carrier - Actual coach fare (substantiated by receipt) will be reimbursed. First class travel should 
be used only in extraordinary circumstances and with approval of the City Manager. Penalties and charges 
resulting from the cancellation of airline reservations or other travel reservations shall be the City's 
obligation if the employee's travel has been approved in advance and the cancellation or change is made 
at the direction of and for the convenience of the City. If the cancellation or change is made for the personal 
benefit of the employee, it shall be the employee's obligation to pay the penalties and charges. However, 
in the event of accidents, serious illness or death within the employee's immediate family, or other critical 
circumstances beyond the control of the employee, the City will be obligated to pay the penalties and 
charges.  

Reduced Rates - When traveling by common carrier to conduct official City business, employees traveling 
to their destination earlier than necessary and/or delaying their return to avail the City of reduced 
transportation rates may be reimbursed subsistence for additional travel days if it is cost effective.  

Personal Vehicle - An employee may use his/her personal vehicle for travel and be reimbursed at the 
approved mileage rate if one of the following conditions is met:  

a. A City vehicle is not readily available or use of such is not practical. 

b. The employee needs a specially equipped vehicle. 

Actual Mileage – Actual mileage is reimbursable.  The total number of miles should be measured from the duty station 
to the destination and return. A minimal amount of additional use, such as driving the vehicle to and from meals, is 
allowed. 

City Vehicles – City vehicles should be used when practical and for authorized travel in accordance with Section 4-24 
(c) of the City of Gastonia Code of Ordinances. A minimal amount of additional use, such as driving the vehicle to and 
from meals, is allowed. 

Parking Fees and Tolls – Reimbursable when accompanied by receipt(s). 

Rental Vehicle - Travel Authorization/Expense Form should include prior approval for use of a rental car and an itemized 
receipt is necessary for reimbursement. 

Commuting – No reimbursement shall be made for the use of a personal vehicle in commuting from an employee’s 
home to his/her duty station. 
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Travel to/from Airport (from Employee's Duty Station): Reimbursement for travel between the employee's duty station 
and the nearest airline terminal and for appropriate parking may be made under the following circumstances. For travel 
by: 

a. Taxi - limited to reimbursement rate for use of private vehicle; 

b. Private vehicle - The approved mileage rate for a maximum of two round trips with parking charges. 
Receipts are required. 

Travel to/from Airport (at Travel Destination):  Reimbursement for travel to and from the airline terminal at the 
employee's destination may be made as listed below: 

a. Airport or hotel shuttle - one round trip fare; 

b. Bus or mass transit - one round trip fare; 

c. Taxi (when shuttle service is not available) actual fare to and from airline terminal or 

d. Rental vehicles - as defined above. 

Taxis and Shuttles other than trips to and from the Airport - The actual cost of taxi and shuttle fares are reimbursable 
when required for travel on official City business.  

Lodging 

Reimbursement - Employees should request and utilize government and/or the lowest lodging rates where applicable, 
as well as, seek reasonably priced accommodations while considering personal safety and total cost to the City. 
Additional expenses incurred for personal preference are not reimbursable.  Specific dates of lodging must be listed on 
the Travel Authorization/Expense Form and include an itemized receipt from a commercial lodging establishment.  

Tips - Baggage handling tips may be claimed for porters at terminals and hotels as "Other Expenses" up to $3 for each 
instance. 

Meals 

Travel Requiring an Overnight Stay - If the travel period is a full day, the daily amount allotted for meals and all snacks 
may be broken up as the traveler chooses. However, if the travel period is only a partial day (see definitions for Partial 
Days and Local Travel) and is outside the Local Travel area, the following limits for each meal shall be observed. These 
amounts are inclusive of tips. Receipts for meals are not required when within the allotted amount. 
 

Breakfast $14.00 
Lunch  $15.00 
Dinner  $26.00 
Full Day $55.00 

 
The standard per diem meal allowance is based upon the IRS Standard (CONUS) rate for Meals and Incidental Expenses 
for all non-high-cost areas as defined by the IRS and shall be adjusted annually as applicable. For travel to high-cost 
areas as listed in the Per Diem Rates Chart on CityNet the per diem meal allowance shall be based upon the IRS Standard 
(CONUS) rate for Meals and Incidental Expenses as specified in the chart. Allowances for specific meals or banquets 
that are provided at conferences, schools, or seminars shall not be reimbursed unless otherwise approved by the 
Authorizing Individual. Continental breakfasts are not considered to be a breakfast meal. 

Reimbursement - Each meal reimbursement rate must be listed on the Travel Authorization/ Expense Form.  Actual 
meal costs that exceed the meal allowance identified must be approved by the City Manager. Detailed meal receipts 
must accompany these exceptions. Under these circumstances, meal “tips” are limited to 20%. Expenses for alcoholic 
beverages are not eligible for reimbursement under any circumstances. 
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Partial Days - Requesting parties may receive allowances for meals for partial days of travel when the partial day is the 
day of departure or the day of return: 

Breakfast - Depart duty station prior to 7:00 am. 

Lunch - Depart duty station prior to 11:30 am (day of departure) or return to duty station after 1:00 pm (day 
of return). 

Dinner - Return to duty station after 6:00 pm. If stopping for dinner would cause the employee to return after 
6:00 pm, when he/she would otherwise have returned before 6:00 pm, dinner will not be reimbursed. 

Reimbursement for Meals (Required Employee Attendance) – An employee may be reimbursed for meals, including 
lunches, when the job requires his/her attendance at a meeting or conference in his/her official capacity, or when the 
meal is included as an integral part of a conference. 

Travel Not Requiring an Overnight Stay - Travel events that do not require an overnight stay may still be reimbursed 
for meals at the per diem rates as shown above. However, the IRS considers such meal reimbursements to be taxable 
to the employee. Therefore, meal reimbursements for travel that do not involve an overnight stay will be considered 
income to the employee and taxed appropriately. 

Telephone Calls 

Long distance - Requesting parties will not be permitted to charge long distance phone calls to the City for calls made 
of a personal nature, except for one "safe arrival" and one daily call of a personal nature, not to exceed $7.50 per call. 

Reimbursement - Official City business phone calls are reimbursable. Each call must be identified as to destination 
and/or business nature. Employees with issued City cellular telephones are expected to use them for calls while 
traveling whenever possible.   

Emergency Calls - Requesting parties may be reimbursed for personal long distance calls in excess of the $7.50 per call 
limit or in excess of the one daily call limit if such calls are of an emergency nature as determined by the Authorizing 
Individual.  

Miscellaneous 

On occasions, employees may be attending events as representatives of the City which allow the use of alcohol after 
their regular work hours, or when not officially on duty nor acting in an official capacity as a representative of the City. 
These occasions may include lunches, dinners and business conferences. On any such occasion, only the moderate and 
limited use of alcoholic beverages is acceptable. All employees are expected to remain responsible and professional at 
all times. Employees attending events on behalf of the City which allow the use of alcohol must adhere to the following 
guidelines: 

1. No employee may operate a City owned, rented or leased vehicle or personal vehicle (when being used for City 
business) while under the influence of alcohol as defined in Section 3 of this Policy; 

2. All other requirements of the City’s Substance Abuse Policy remain applicable.  

 

SECTION IV. FORMS 

All requests for travel authorization, cash advances, travel expense reimbursements, and mileage reimbursements 
should be filed on City forms available on the City intranet. 

Mileage Reimbursement Form  

This form is to be used to record mileage traveled by an employee on City business using their personal vehicle when 
no other trip expenses are incurred. Employees receiving a Car Allowance (defined below) may not submit local mileage 
on a Mileage Reimbursement Form. This form should be submitted to the Finance Department at least annually, no 
later than June 15th of each year, and no more often than monthly. The Authorizing Individual reviews and signs the 
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Mileage Reimbursement form.  

Travel Authorization/Expense Form 

This form is required to obtain authorization to travel, to request a cash advance, and to report actual expenses.  
Estimated expenses for registration, transportation, lodging and meals are calculated and approved by the 
Authorizing Individual. Copies of documents showing estimated costs for lodging, registration fees, mileage (such as 
from Map Quest), transportation, and conference brochures with dates and schedules should also be attached. The 
Total Cash Advance requested may be any amount up to the total estimated expenses shown on the form.  If a cash 
advance is requested, the approved travel authorization form is submitted to Finance for processing.  

Upon return all actual expenses are added to the authorization form with the required receipts attached. Travelers 
using their personal vehicle should record the total miles driven in the “Auto Allowance” category. The total expense 
is calculated less any accounts payable checks, and/or purchasing card charges and cash advances. A check will be 
issued if there is a "Balance Due to Employee."  If money is owed to the City, the employee shall make the required 
payment to the Customer Services Division and attach the receipt for the payment to the Travel 
Authorization/Expense Form. 

 

ADDENDUM NO.1: CAR ALLOWANCE POLICY 

An employee who uses his or her personal vehicle to travel locally on behalf of the City on a regular basis may qualify 
to receive a Car Allowance in lieu of local mileage reimbursement as shown below for travel expenses incurred in the 
conduct of City business. All eligible employees of the City are subject to this policy. The effective date of this policy is 
July 1, 2008. 

Employee Responsibility 

City employees may receive reimbursement for their local travel expenses incurred on behalf of the City. A Car 
Allowance is one option for that reimbursement and is available to those employees who meet the criteria for 
eligibility. Under no circumstances may duplicate reimbursement be made for that portion of an employee’s expenses 
paid or reimbursed from other City or non-City sources. 

Local Travel 

Local travel is defined as any official business travel that would have a round trip of less than 30 miles from the 
employee’s primary position assignment location to another destination and back. Multiple destinations within one 
travel event do not add together to become one round trip for the purposes of this definition. For example, an 
employee leaves City Hall and travels to three recreation centers and two fire stations for a total of 45 miles. This is 
still considered local travel as the round trip mileage from City Hall to any one of the destinations and back is less than 
30 miles.    

Eligibility 

An employee may be eligible for a Car Allowance if the employee’s position with the City requires that he or she travel 
locally on a regular basis as part of his or her job duties and the local mileage reimbursement to the employee equals 
or exceeds a minimum of $240 per year. The local mileage reimbursement must be documented by a minimum of 12 
months of actual local mileage reimbursements. Receipt of a Car Allowance is in lieu of submission and reimbursement 
through Mileage Reimbursement Forms. 
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Amount of Allowance 

A City of Gastonia Car Allowance falls into one of three tiers based on the biweekly average amount of local mileage 
reimbursements. Those tiers are: 

Amount of Biweekly Allowance                      Range of Biweekly Expenses  

Tier 1                          $29                                                                    Up to $31 

Tier 2                          $49                                                                    > $32 - $50 

Tier 3                          $67                                                                    > $50 

  

Determination of Eligibility 

The Finance Department will determine the eligibility of employees and the Car Allowance amount for affected 
employees on an annual basis.  

Applicable Period of Car Allowance 

If an employee chooses to receive a biweekly Car Allowance instead of Local Mileage Reimbursement, that choice is 
effective for a minimum of one year, unless the employee’s position no longer has the same travel requirements. The 
choice of reimbursement method must be made during the month of December each year and is effective beginning 
January 1 for the following calendar year.  

Payment of Car Allowance 

All Car Allowances will be included in the employee’s pay on a biweekly basis and will be subject to all applicable 
withholdings and taxes. All other travel expense reimbursements fall under the City of Gastonia Travel Policy. 
Employees receiving a Car Allowance should consult their tax advisor regarding the deductibility of related employee 
business expenses. 

A chart containing City of Gastonia Out-of-State Per Diem Rates is available on City-net. 
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