
























ATTEST: 

Shannan Parrish, TotMi Clerk 

CDBG Policy Guideline Resolutions 

Town of Smithfield 
Community Development Block Grant Program 

Section 504 
Compliance Officer/Greviance Procedure 

The Town of Smithfield Town Town Council, North Carolina, hereby designates the Town 
Manager to serve as the Section 504 Compliance Officer throughout the implementation of the 
Town of Smithfield's Community Development Block Grant Program. 

Citizens with Section 504 grievances may do so at any point in the program. The Town will 
respond in writing to written citizen grievances. Citizen grievances should be mailed to the 
Town Manager, P.O. Box 761, 305 East Market Street, Smithfield, NC 27577. The Town will 
respond to all written citizen grievances within ten (10) calendar days of receipt of the 
comments. 

Should any individual, family, or entity have a grievance concerning any action prohibited under 
Section 504, a meeting with the compliance officer to discuss the grievance will be scheduled. 
The meeting date and time will be established within five (5) calendar days of receipt of the 
request. Upon meeting and discussing the grievance, a reply will be made, in writing, within five 
(5) calendar days. 

If the citizen is dissatisfied with the local response to a Small Cities Community Development 
Block Grant - Economic Development Program, he/she should write to the North Carolina 
Department of Commerce, Rural Economic Development Division, Community Development 
Block Grant, 4346 Mail Service Center, Raleigh, North Carolina 27699-4346, Attention: Detra 
Purcell, Section Chief or Attention: Iris Payne, Director. 

The NC Department of Commerce will respond only to written comments within ten (10) 
calendar days of the receipt of the comments. 

Adopted this the 4th  day of September, 2018 in Smithfield, North Carolina. 



 

 
 
 
 
 
 
 
 
Date:    February 13, 2020 

 
To: Skip Green 

 
From:  Tim Kerigan, Human Resource Director 

 
Subject: CDBG 504 Information 
 
Pursuant to the Town of Smithfield Personnel Policy, Article IV, Recruitment and Employment: 
 
Section 1. Equal employment opportunity policy. 
It is the policy of the Town to foster, maintain and promote equal employment opportunity. The Town shall 
select employees on the basis of the applicant's qualifications for the job and award them, with respect to 
compensation and opportunity for training and advancement, including upgrading and promotion, without 
regard to age, sex, sexual orientation, race, color, religion, national origin, disability, political affiliation, or 
marital status. Applicants with disabilities shall be given equal consideration with other applicants for 
positions in which their disabilities do not represent an unreasonable barrier to satisfactory performance of 
duties. 
 
Section 2. Implementation of equal employment opportunity policy. 
All personnel responsible for recruitment and employment will continue to review regularly the 
implementation of this personnel policy and relevant practices to assure that equal employment opportunity 
based on reasonable, job-related job requirements is being actively observed to the end that no employee 
or applicant for employment shall suffer discrimination because of age, sex, sexual orientation, race, color, 
religion, disability, national origin, political affiliation, or marital status. Notices with regard to equal 
employment matters shall be posted in conspicuous places on Town premises in places where notices are 
customarily posted. 
 
In addition, Town job descriptions and job postings (advertisements) include the physical requirements for 
the position. During the interview process candidates are asked if they can perform the essential functions 
of the job with or without reasonable accommodations. 
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Dear Employee: 

Introduction Letter 

The Town of Smithfield Personnel Regulations Handbook, Annual 2018-2019, includes all Personnel Regulations. 
This handbook does not constitute an employment contract, expressed or implied. The Town Council and 
Administration of the Town want to insure that each employee has in his or her possession a copy of the rules 
governing employment with the Town of Smithfield. 

It is important that all employees understand and adhere to the regulations set forth in this handbook. For this 
reason, you, as an employee, will be asked to sign a departmental sheet which means that you have received the 
handbook and are aware that it is your responsibility to review the policies established there and if any questions 
arise in relation to the regulations or employment, it is your responsibility to ask your supervisor, department head 
or myself. 

 

Town Manager, 

Disclaimers: 
• The handbook does not create a contract, expressed or implied. 
• The handbook is not all inclusive, and is only a set of guidelines. 
• The handbook does not guarantee employment for any definite period of time. 
• The handbook can be changed by the Town of Smithfield unilaterally, at any time. 

 

Revisions: 
1999, January 2000, January 2003, October 2004, July 2006, July 2007, July 2008, March 2010, September 
2012, June 2017, December 2017, July 2018 
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Section 24. Payroll Deduction 
Deductions shall be made from each employee’s salary, as required by law. Additional deductions may 
be made upon the request of the employee on determination by the Town Manager as to capability of 
payroll equipment and appropriateness of the deduction. 

 

Section 25. Hourly Rate of Pay 
Employees working in a part-time or temporary capacity with the same duties as full-time employees 
will work at a rate in the same salary range as the full-time employees. The hourly rate for employees 
working other than 40 hours per week, such as police officers working an average 43 hours per week, 
will be determined by dividing the average number of hours worked scheduled per year into the annual 
salary for the position. 
 
Section 26. Pay Day 
Employees are paid bi-weekly. Pay day falls on Friday for all employees. Should a regular pay day fall on 
a holiday, automatically deposited pay checks shall be deposited on the workday that precedes the 
holiday. All employees will be required to have payroll checks automatically deposited. 
 
Section 27. Career Ladders 
Because of the variety of training and educational requirements for each department, the Department 
Head from each department may recommend to the Town Manager a specific career ladder program 
and/or certification increase plan for his or her department. Career Ladder programs are generally 
designed to provide guidance for employees within a department to fulfill the specific requirements for 
education, training, and advancement to the next higher rank or position. Such programs must be 
reduced to writing and are only effective upon the written approval of the Town Council. Such programs 
are subject to available funds. 
 

ARTICLE III: Reserved  
 
ARTICLE IV: Recruitment and Employment 

Section 28. Equal Employment Opportunity Policy 
It is the policy of the Town to foster, maintain and promote equal employment opportunity. The Town 
shall select employees on the basis of the applicant’s qualifications for the job and award them, with 
respect to compensation and opportunity for training and advancement, including upgrading and 
promotion, without regard to age, sex, race, color, religion, national origin, disability, political affiliation, 
sexual orientation or marital status. Applicants with physical disabilities shall be given equal 
consideration with other applicants for positions in which their disabilities do not represent an 
unreasonable barrier to satisfactory performance of duties with or without reasonable accommodation. 

Section 29. Implementation of Equal Employment Opportunity Policy 
All personnel responsible for recruitment and employment will continue to review regularly the 
implementation of this personnel policy and relevant practices to assure that equal employment 
opportunity based on reasonable, job-related requirements is being actively observed to the end that no 
employee or applicant for employment shall suffer discrimination because of age, sex, race, color, 
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religion, disability, national origin, political affiliation, sexual orientation or marital status. Notices with 
regard to equal employment matters shall be posted in conspicuous places on Town premises in places 
where notices are customarily posted. 

Section 30. Recruitment, Selection and Appointment 
Recruitment Sources. When position vacancies occur, the Human Resources Department shall publicize 
these opportunities for employment, including applicable salary information and employment 
qualifications. Information on job openings and hiring practices will be provided to recruitment sources, 
including organizations and news media available to minority applicants. In addition, notice of vacancies 
shall be posted at designated conspicuous sites within Town Buildings in order that qualified employees 
and other interested candidates may apply for vacant positions. Individuals shall be recruited from a 
geographic area as wide as necessary to ensure that well-qualified applicants are obtained for Town 
service. Equally qualified internal applicants may be given first priority for the position. 
 
Job Advertisements. When a vacancy occurs and the Department Head and Human Resources Officer 
believe that current employees are or may be qualified for the position(s), the job(s) will be posted 
internally. In the event that there are no qualified employees for the position, jobs will be advertised in 
local newspapers, professional publications, and other relevant publications in order to establish a 
diverse and qualified applicant pool. Employment advertisements shall contain assurances of equal 
employment opportunity and shall comply with Federal and State statutes. 
 
Application for Employment. All persons expressing interest in employment with the Town shall be 
given the opportunity to file an application for employment for positions which are vacant. 
 
Application Reserve File. Applications shall be kept in an inactive reserve file for a period of two years, 
in accordance with Equal Employment Opportunity Commission guidelines. 
 
Selection. Department Heads and the Human Resources Department shall make such investigations and 
conduct such examinations as necessary to assess accurately the knowledge, skills, and experience 
qualifications required for the position, including criminal history where job-related using the DCI when 
needed and applicable. All selection devices administered by the Town shall be valid measures of job 
performance. 
 
Post-Offer Drug Screen, Physical Exam, Driver’s License Check and Criminal History Check. All job 
applicants that are offered a position with the Town will be required to submit to a driver’s license check, 
criminal history check, physical exam and drug screen, performed by a physician of the Town’s choice 
and at the Town’s expense, prior to beginning work. The Town shall rescind any offer of employment to 
any applicant who refuses to (1) take a drug screen or physical exam, (2) has a positive drug screen, 
urinalysis or blood test or breathalyzer/toxalyzer, and/or (3) if the physical exam indicates that the 
candidate is unable to perform the essential functions of the position, and/or (4) unacceptable driver’s 
license check and/or criminal history check results. 
 
Appointment. Before any commitment is made to an applicant either internal or external, the 
Department Head and Human Resources Department shall make recommendations to the Town 
Manager with a recommendation of the position to be filled, the salary to be paid, and the reasons for 



 
 

TOWN OF SMITHFIELD  
CDBG PROJECT # 18-C-3076  
SECTION 504 ASSISTANCE 

 
 
The Town of Smithfield has received a Small Cities Community Development Block Grant – 
Neighborhood Revitalization (CDBG-NR) to perform Neighborhood Revitalization activities 
in the Southeast Smithfield Neighborhood that include: rehabilitate substandard owner-
occupied homes; demolish/clear vacant dilapidated structures; and legal/administration 
activities. As a CDBG grant recipient, the Town of Smithfield has designated staff listed 
below to provide audio/visual assistance and to address CDBG Project #18-C-3076 Section 
504 compliance and grievance issues for individuals with a disability. 
 
TOWN OF SMITHFIELD – TOWN HALL: 
 
Administration – Town Clerk 
350 East Market Street  
Smithfield, NC 27527 
 
Phone for the Town Clerk – (919) 230-3590 
 
Additional assistance may be found at: 
 
AUDIO/VISUAL ASSISTANCE: 
 
Raleigh Regional Center, NC Department of Health and Human Services 
4900 Waters Edge Drive 
Raleigh, NC 27606 
 
Voice: (919) 859-8526 
Toll Free Voice: (800) 999-5737 
TTY: (919) 233-7082 
Video Phone: (919) 890-0858 
Fax: (919) 233-7083 
 
Citizens with Section 504 grievances may do so at any point in the CDBG program. 
The Town will respond in writing to written citizen grievances. Citizen grievances 
should be mailed to the Town Manager, PO Box 761, 350 East Market Street, 
Smithfield, NC 27527. The Town Manager has designated the Town Attorney to 
review and respond in writing to non-employment Section 504 complaints within 10 
working days of receiving the written grievance. 

Should any individual, family, or entity have a grievance concerning any action 
prohibited under Section 504, a meeting with the compliance officer to discuss the 
grievance will be scheduled. The meeting date and time will be established within five 
(5) calendar days of receipt of the request. Upon meeting and discussing the 
grievance, a reply will be made, in writing, within five (5) calendar days. 
 
Town employees or individuals seeking Town employment should contact the Town 
Manager, 350 East Market Street, Smithfield, NC 27527 who will handle employee 
related 504 complaints as per the Town’s Personnel Policy. 
 
This information is available in Spanish or any other language upon request. Please contact 
Michael Scott, Town Manager at (919) 230-3590 or at 350 East Market Street, Smithfield, 
NC 27527 for accommodations for this request. 
 
Esta información está disponible en español o en cualquier otro idioma bajo petición. Por 
favor, póngase en contacto con Michael Scott, Town Manager al (919) 230-3590 o en 350 
East Market Street, Smithfield, NC 27527 de alojamiento para esta solicitud. 
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