Orangeburg County

Its a great day in

ORANGEBURG
COUNTY

Title: Deputy Coroner - Coroner

We are ficre to serve you!

Class Code: D030 O FT ® PT
J Exempt X Non-Exempt

Physical Demands:

Performs medium work that involves walking, standing, virtually all of the time. Ability to safely
move 150+ pounds on a regular and recurring basis. Exceptional skill, adeptness and speed in
the use of the fingers, hands or limbs in tasks involving close tolerances or limits of accuracy.

Unavoidable Hazards (Work Environment):

o Ability to work in and around deceased individuals that may have been exposed to
communicable diseases, environmental factors (i.e. radiation) and advanced
decomposition.

Special Certifications and Licenses:

e NA

Americans with Disabilities Act Compliance

Orangeburg County is an Equal Opportunity Employer. ADA requires Orangeburg County to
provide reasonable accommodations to qualified persons with disabilities. Prospective and
current employees are encouraged to discuss ADA accommodations with management.

| have read the above duties associated with the position of Deputy Coroner, Part-Time. |
understand this job description is not all-inclusive, and | may be asked to perform additional duties.
| understand | will be evaluated on my knowledge and understanding of the duties and task listed
in this document. The position | hold with The County of Orangeburg is an at-will position, which
means, either the County of Orangeburg, or |, may terminate employment, with or without notice,
and with or without cause.

Michael E. Bartley 10/04/2021
Print Employee Name Date

y N 10/04/2021
Employee Si Date
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This Class Description does not constitute an employment agreement
between Orangeburg County and an employee and is subject to change
by the County as its needs change.




Orangeburg County

Its a great diry m

ORANGEBURG
Title: Deputy Coroner - Coroner OUNTY

93 dre here to serve you!

Class Code: D030 O FT PT
O Exempt Non-Exempt

General Description

The purpose of this job is to conduct investigations to determine the cause and manner of death
and the identity of decedents in cases under the Coroner's jurisdiction.

This class works formulates long-range goals for the organization, develop policy and position
papers and negotiates with the chief administrative officer and/or elected officials.

Duties and Responsibilities

The functions listed below are those that represent the majority of the time spent working in this
position. Management may assign additional functions related to the type of work of the position
as necessary.

e Supervise examinations on deceased individuals to determine the cause of death.

s Overseeing the collection of physical, scientific, pathological, and all related evidence.

» Request medical records, speak with family/friends and physicians of the deceased and
complete death certificates.

e Order autopsies and collect and submit specimens for toxicological analysis.
e Testify in court when called upon to do so regarding the content and validity of findings.
¢ Photographs, receives, releases, and moves decedents; cleans autopsy suite.

¢ Documents, impounds, examines and identifies all medications prior to proper disposition
within a controlled manner.

¢ Maintains and updates files and records related to investigations and enforcement
activities; completes required project documentation, daily iogs and reports.

e Gathers, documents and maintains the chain of evidence; maintains accurate records
and files. Prepares written reports of findings and distributes to the proper authorities.

» Interview individuals at the scene to obtain relevant information; reports any unusual or
suspicious circumstances to the appropriate law enforcement agency and provides
appropriate information to their personnel.

¢ Performs other duties and related work as instructed and assigned.

Minimum Education and Experience Requirements:

Requires graduation from. high school. Experience within the medical field, law enforcement
and/or funeral service is helpful, but not required.
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This Class Description does not constitute an employment agreement
between Orangeburg County and an employee and is subject to change
by the County as its needs change.




Q DEPARTMENT OF HUMAN RESOURCES
1437 Amelia St. + Suite 205 » Orangeburg, South Carolina 29115 = 803.533.1000

Sandra Aiken,
Director

Sherry Grubbs,
Benefits Administrator

February 27, 2019
Re:  Offer of Employment
Dear Michael Bartley:

Orangeburg County is pleased to offer you the position of Deputy Coroner, reporting to Samuetta Marshall,
effective March 18, 2019.

This position offers an hourly rate of $85.00 per on-call assignment, which is paid on a bi-weekly basis.
This position will be considered a part-time, nonexempt position, which means that you will be eligible for
overtime time pay for hours worked in excess of 40 within the seven (7) day defined workweek.

We recognize that you retain the option, as does the County of Orangeburg, of ending your employment with
the County of Orangeburg at any time, with or without notice and with or without cause. As such, your
employment with the County of Orangeburg is at will, and neither this letter nor any other oral or written
representations may be considered a contract.

On your first day, March 18, 2019, we will be discussing with you the County’s policies and benefits at your
mandatory New-Hire Orientation on Monday, March 18, 2019 at 8:30 a.m. in the Human Resources
Department, Room 205 at the Orangeburg County Administrative Center 1437 Amelia Street, Orangeburg,
SC 29115.

This New-Hire Orientation will include completing employment forms, reviewing and discussing benefits. A
summary of company benefits is enclosed with this letter. In preparation for New-Hire Orientalion, please
bring the following documentation below for completion of your new hire forms.

o Voided check or form from bank for direct deposit
o Drivers License and social security card OR passport for Citizenship verification for -9 form.
e Beneficiary Information such as Social Security Number and Date of Birth for your beneficiaries

Piease indicate your acceptance of our offer by signing below and returning the letter, to me no later than
Friday, March 8, 2019.



”

<® DEPARTMENT OF HUMAN RESOURCES

g |
1437 Amelia St. * Suite 205 ¢ Orangeburg, South Carolina 29115 + 803.533.1000

T

\‘»’_/

Sandra Atken,
Dircstor

Sherry Grubbs,
Henefits Admntstrator

We look forward to having you as part of our team and believe you will find this opportunity both challenging
and rewarding. Please feel free t0 contact Lillian Watson, HR Generalist at (803) 531-2178 or me at {803)

533-6152 should you have any additional questions or concems.

Sincerely,

Ao Bl

Sandra Aiken
Director of Human Resources

11’1}M}.ﬁaﬁl¢&}—— accept employment with the County of Orangeburg with under
the terms and conditions of this letter.

M&@F—— 2-g2-/9

Signature Date




Employee information

Name: }30[ /\é/Lﬁ "/ /v))'c LLM/ Ef\lr/ 3 i

Last Name First Name Middle Name Suffix

Current Address: 56[7/ /Y _Lf,f‘f\b[ j”[’
OFZUQ/‘OLM& SC— A 7//5/

City o State Zip Code

Home Phone Number:_ Mobile Phone:

Demographics
oos N .../

Ethmc Data/Educatcon

Social Security Number:

Ethnic Data : ... |Highest Level of Education Achieved

D White Less Than High School Diploma
E Black ] High School Diploma/GED
D Hispanic D Two-Year Degree
E Asian/Pacific islander 'E Bachelor’s Degree

American Indian/Alaskan Native Master’s Degree

] Doctoral Degree
“ T Jother:_om s ¥ ¢ B

Retirement System information

Are you a member of the South Carolina Retirement System? Yeslzl NoD
Are you a RETIRED member of the South Carolina Retirement System? Yesg NOD
Are you retired under the TERI plan (South Carolina Retirement System)? Yes Nom

Do you use tobacco? Yesl:l NOE

County of Orangeburg Pre-Employment Packet PEPQ000QS
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New Hire Checklist

Candidate Name: MJ d{t\t\ EILY‘\\Q’L\
)

Position:
1 DR Covorey

Department: )

Coroe s~

Orientation Date: 5 l l ?// q

Full ’I‘ime/_lzir_t__'_l_‘l;r_l_le Temporary/ Regular Exempt/Non-Exempt

\/,_/Personnel Action (PA) Form Signed by Department Head

Prg-Employment Packet Completed by Applicant
river's License
Social Security Card g

Drug Test Passed

‘/Background Check Passed ~

—_ MVR Check (if applicable)

L Reference Checks

_l[ HR Director’s Signature on PA Form

__l?)eputy Administrator's Signature on PA Form
C

ounty Administrator's Signature on PA Form

/ ffer Letter Sent
Signed Offer Letter Received

PORS  3d]. a0~
RTN -

Comments:
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ORANGEBURG COUNTY PERSONNEL ACTION FORM

% Date: 02/11/2019
Effective Date: 211112019

Name Michael Bartley
Address 564 Mulberry St Check Here For: (Explain)
City,State,Zip  Orangeburq. SC 29118 O Change of Name
Employee No. Howe [J Change of Address
Cost
Department Coroner Number i - Deapartment No.
Type Employment FLSA Status
Position Title Deputy Coroner Full Time Exempt
Grade/Step | Pay Rate 85,00/ call [CITemporary
[@Part-time Non-Exempt
Paosition No. CIcther
ENew Postion [JReplacement — JI& = S
APPOINTMENT L —
Shift: shif 1: 7.5 Hour Day E| REPORTS TO: Coroner
ADJUSTMENTS e . Explanation BeiNg added as a deputy
O Promation Position Title To |Deputy Coroner coroner in addition to
O Transfer Department To o ‘ transport services
i Reclassification | Grade/Step or
0 Demotion Pay Rate To Releasing Department Head's Signature (Transfer
: wir o S 0 o & ==alOnt
O__ Merit Change | Position No. To | & Fonzr)ard to Receiving Department for approval
[J  Other (Explain) Below (Transfer Only)
LEAVES OF ” Date Expected 1o
ABSENCE OR Kind Return:
SUSPENSION Reason HPCUUE ARRCHRIE | N
OVERTIME OlPermission [Payment  pates Hours
REQUEST Reason:
Reason %
Services were: [JSatisfactory [Junsatisfactory
Would You Rehire?  [dYes [ONo I no, expain
A
SEPARATION [} Was notice given? OYes [ONo  Resignation letler altached? [CYes [ONo
EMPLOYMENT [] Credentials, Keys, & Equipment Surrendered? Oves [INeo
Pay for: OJAnnual Leave  [[JCompensable Time [Holiday Time
(Payment is subject to the applicable policies, laws and the County Administrator’s approval)

Conducted Exit lnterview: QBO
Remarks: : |
Oientakien Slhelig @g

Dlncomplc(c (Please Resubmit) | REQUEST THE ACTION INDICATED ABOVE. FOR “"APPOINTMENT “ OR “ADJUSTMENT™ ACTIONS. [ HERERY CERTIFY THAT
SALARY FUNDS ARE INCLUDED IN MY DEPARTMEN- TAL BUDGKT FOR THE CURRENT YEAR AS APPFORVED BY ORANGEBURG
COUNTY COUNCIL AND THAT SUFFICIENT UNENCUMBERED SALARY FUNDS REMAIN IN MY BUDGET TO PAY FOR SAME,

Mecka? /\&WW 44 ‘-‘K\%

Employee Date

Director ' Date

Cqunty Administrator




COUNTY ADMINISTRATOR
Harold Young

COUNCIL. MEMBERS

Johnnie Wright Sr., CHM

Janie Cooper-Smith, VICE CHM
Deloris Frazier

Joseph Garvin

Ketineth M. McCaster

Willie B. Owens

Johnny Ravenell

ORANGEBURG COUNTY

WORKING HARD FOR YOU

TO: ALL EMPLOYEES
FRCM: SANDRA AIKEN, HUMAN RESOURCES DIRECTOR
SUBJECT: NOTICE REGARDING PERFORMANCE EVALUATIONS FOR CALENDAR YEAR 2019

DATE: MARCH 25, 2021

Notice Regarding Performance Evaluations for Calendar Year 2019

What. The County has decided to skip employee performance appraisals for work performed in
calendar year 2019. For this reason, an employee’s personnel file will not contain a performance
appraisal for work performed in calendar year 2019.

Why. In general, County employee performance appraisals occur in March of the year following the
calendar year in which work was performed. For example, performance appraisals for work performed
during calendar year 2018 occurred in March 2019 and performance appraisals for work performed
during calendar year 2020 will occur in March 2021,

Performance appraisals for calendar year 2019 were scheduled to occur in March 2020; however, as
is universally known, March 2020 was also the month that the pandemic commonly referred to as
COVID-19 caused U.S. employers, including the County, to radically adjust employee work in an effort
to carry out the County's mission while minimizing the health threats brought on by COVID-19. For
almost a year, employee work and hours have continued to evolve in response to the fluid COVID-19
situation that continues to this day. As a result, the County did not carry out the usual cycle of
performance appraisals for work performed in calendar year 2019. Given that calendar year 2020
performance appraisals are scheduled to begin now, the County has decided to skip employee
performance appraisals for work performed in calendar year 2019.

1437 Amelia Street * Orangeburg, South Carclina 29115
803-533-1000 » FAX 803-533-6104 ¢« www.orangeburgcounty.org
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PRE-EMPLOYMENT
APPLICANT
QUESTIONNAIRE

Office of Human Resources

1437 Amelia Street
Suite 205 Orangeburg, 5C

803-268-2462

THE COUNTY OF ORANGEBURG IS AN AT-WILL EMPLOYER

County of Orangeburg Pre-Employment Packel PEP0OQ0001






Employee Information
Contact Information

/V})CLLOLZ/

First Name

E{\[(

Middle Name

5r

Suffix

Name:

;Eqmé/d/v

Last Name

Current Address: 5é17/ MZA l Jﬂﬂp(\“;f 437
; SE-

State

29/)8

Zip Code

r)

@Qﬁ tﬂggkq

City

Home Phone Number:_ Mobile Phone:

Demographics

0.0 NG

Ethnic Data/Education

....... ———
]

)

State of Birth: //\) ('/

Sex: Male{X] Female{j

|

| Ethnic Data | Highest Level of Education Achieved

D Less Than High School Diploma

l':l High School Diploma/GED

D Two-Year Degree

D Asian/Pacific Islander

‘D American Indian/Alaskan Native

Are you a member of the South Carglina Retirement System?
Are you a RETIRED member of the South Carolina Retirement System?

Are you retired under the TERI plan (South Carolina Retirement System)?

E Bachelor’s Degree
E] Master’s Degree

D Doctoral Degree

g
>
®

Retirement System Information

Yesm NOD
YesE Nol:'
Yesl__—l NolpX

Do you use tobacco?

County of Orangeburg Pre-Employment Packet

ves[ | Nof¥']
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Theft from Employers/Honesty

This agency is interested in any incidents of theft or misappropriation from an employer in which you may have
been involved.

In the space provided below, please list everything you have ever taken from an employer, which you did not
have permission to take. Please include any items taken such as cash, merchandise, or property. Also include
the value, the date (as close as possible) the item was take, and the location where the property was taken from.

1. Have you ever stolen any money from a place of employment, regardless of the amount?

[vesfno

If yes, how much and when?

2. Have you ever stolen any equipment, tools or merchandise or supplies from any of your employers,
including unauthorized gifts or discounts?

DvssmNo

Please list.

Item Taken Value Date Location

3. Have you ever submitted a false expense report?

[Jves[y]no

County of Orangeburg Pre-Employment Packet PEPO00007




Traffic and Driving Record

The position of peace officer and fire fighter require an individual have good driving skills. We wish to know
what your current traffic and driving record is, and it will be checked. However, we do wish you to be honest in
this area. Answer the questions listed below:

1. Have you received more than three (3) moving traffic citations in the last three (3 Years)?

I:IYES «f|no

2. Haveyou been at fault in any motor vehicle accidents in the last three (3) years?

[ves[y]no

3. Have you ever had your driver’s license suspended?

DYESEZINO

4. Have you ever been convicted of driving while license suspended?

DYES[Z[NO

5. Do you have liability insurance on all vehicles you drive, at this time?

EYESDNO

6. Have you ever driven a vehicle without insurance

DYES‘ENO

7. Have you ever been involved in any accident (minor or major) where you did not leave identification, or you
failed to render aid to anyone who was injured?

DYEs:END

8. Have you ever been licensed as a driver anywhere except South Carolina? DYes mNo

If yes, list the state and note status of the license {active, suspended, expired, etc.)

County of Orangeburg Pre-Employment Packet PEP000008
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New Hire Checklist

Candidate Name: M

Idoel Bty
Position: W\ P )
Department: C)D( ) tr -
Orientation Date: 3 / Iﬁ / C]
Full Time/we Temporary/ Regular Exempt/Non-Exempt

\/(Personnel Action (PA) Form Signed by Department Head

Preg-Employment Packet Completed by Applicant
river's License

Social Security Card
¥  Drug Test Passed
_‘/Background Check Passed -
___ MVR Check (if applicable)
L Reference Checks

|

HR Director’s Signature on PA Form

M/eputy Administrator’s Signature on PA Form
C

ounty Administrator’s Signature on PA Form
/ ffer Letter Sent
Signed Offer Letter Received

PoRS  39]. 300
R7TiN -~

Comments:

D)

&



PHOTO TO RELEASE FORM

| hereby give my employer County of Orangeburg consent to record, videotape and
photograph my image and/or voice to be used in the following ways below:

= Use as New-Hire Welcome Announcement

« Company intranet accessible by employees only

» Company internet accessible via the World Wide Web to anyone
« Printed employee newsletter

« Printed client/customer newsletter

»  Other . ) o )

| further understand that no special compensation will be provided to me for use of my
image and that | may not be informed in advance of the specific use of my image.

Michar! Bersjey

Employee Name (Please Print)

7Y 5ty S-/9 /9
Emv yee Signature 4 Date

County of Orangeburg New Employee Orientation Part Time EE 4






DEPARTMENT OF HUMAN RESOURCES
1437 Amelia St. = Suite 205 » Orangeburg, South Carolina 29115 » 803.533.2462

Sandra Alken
tluman Resources
Director

st Terms of Employment Notice

e r/l ichael 601‘H€v1

Sherry Grubbs,

:::‘::::ﬁ““" Date of Hire: 4/ J_g_/dQ}ﬂ_ Social Secunty Number: _
Address: 5&”-{' Mu b—fﬁl/l S,- ‘ Om@jebu(? SC oZQIg

In compliance with 41-10-3041‘ the South Carolina Code of Laws, 1976,
as amended, you are hereby notified of the terms of employment.

Melvin Davs,
H'R Admin Asst

[J Full-Time W—Time (J Seasonal

Normal hours of work: Varies due to departmental scheduling.
Rate of pay per hour: $ % .CP / per heur CQ”
Pay days are Friday: bi-weekly.

> 0 R

Place of Payment: Checks are directly deposited into the bank accounts
you've provided.

5. Deductions to be made from wages such as, but not limited to: Documented
debts/offsets, etc. (excluding income taxes and FICA). South Carolina
Retirement and/or Police Officer Retirement will be deducted from your
wages if you are a full-time permanent, part-time permanent employee,
rehired retiree, or if you have contributed to the South Carolina Retirement

System, and have not withdrawn your contributions.

Any changes in these terms shall be made in writing and at least seven
days before they become effective.

Emplo%jt; Signature % Date County of Orangeburg
PO Drawer 9000
6'!&}4 (\ 1437 Amelia Street
Orangeburg, SC 29116
\/\) d w O 5\\%\‘&-0 ‘0] 803-533-6150
Date

Employor Signature

County of Orangeburg New Employee Orientation Part Time EE 7



ORANGEBURG COUNTY PERSONNEL ACTION FORM

Date: 02/11/2019
Effective Date: g2/11/2019

Name MiChael Barﬂey
Address 564 Mulberry St Check Here For: (Explain)
City,State,Zip  QOranqeburg, SC 29118 [ Change of Name
Employee No. Home CJ Changs of Address
Cost
Department Coroner Number - 5 Department No.
Type Employment FLSA Status
Position Title Deputy Coroner CFull Time Exempt
Grade/Step | Pay Rate 85.00/ call (JTemporary
EPart-time Non-Exempt
Pasition Nao. Cother
[W]New Postion [JReplacement i
APPOINTMENT (Name) ~ (Position No.)
Shift: hift 1: 7.5 Hour Day [-] REPoRTS TO: Coroner
ADJUSTMENTS Explanation B€iNg added as a deputy
0 Promotion Position Title To |Deputy Coroner coroner in addition to
O Transfer Department To transport services
X1  Reclassification | Grade/Step or
O Demotion Pay Rate To Releasing Department Head's Signature (Transfer
} . Only)
0 Merit Change Position No. To Forward to Receiving Department for approval
L1 Other (Explain) Below (Transfer Only)
LEAVES OF ; Date Expected to
ABSENCE OR Kind Retumn:
SUSPENSION Reason Documents Attached? \'s N
OVERTIME OPermission  [JPayment Dates Hours
REQUEST Reason:
Reason
Services were: [Isatisfactory [unsatistactory
Would You Rehire? [Ives [No If no, explain
P
SEPARATION D Was notice given? [Oves [JNo  Resignation ietler atiached? Cyes [ONo
EMPLOYMENT D Credentials, Keys, & Equipment Surrendered? DYBS DND
Pay for: CJAnnual Leave [(JCompensable Time [JHoliday Time
(Payment is subject to the applicable policies, laws and the County Administrator's approvat)
Conducted Exit Interview: Yes [INo

Remarks: U’]tﬂ‘\'ﬂ;\"\m 5{\8ﬂq

Dlncomplctc (Please Resubmit) | REQUEST THE ACTION INDICATED ABOVE. FOR “APPOINTMENT “ OR “ADJUSTMENT” ACTIONS. [ HEREBY CERTIFY THAT
SALARY TUNDS ARC INCLUDED IN MY DEPARTMEN- TAL BUDGET FOR THE CURRENT YEAR AS APPORVED BY ORANGRBURG
COUNTY COUNCIL AND THAT SUFFICIENT UNENCUMBERED SALARY FUNDS REMAIN IN MY BUDGET TO PAY FOR SAME,

W&‘ﬂm Al

Employee Date 1
\:i‘gm@ .M.M/f
Director Date

Cqunty Administrator









