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SECTION 1 ADMINISTRATIVE 

1.01 ADA Grievance Policy 

The County of Lancaster hereby establishes an internal grievance procedure to provide for 
equitable and prompt resolution of complaints alleging any violation of United States 
Department of Justice regulations implementing Title II of the Americans with Disabilities 
Act. Title II states, in part, that “no otherwise qualified disabled individual shall, solely by 
reason of such disability, be excluded from participation in, be denied the benefits of, or be 
subjected to discrimination” in programs or activities sponsored by public entity. 
Complaints should be addressed to: ADA Coordinator 

County of Lancaster 
P O Box 1809 
Lancaster SC  29721-1809 

A. Complaints must be filed in writing within thirty (30) days after the complainant
becomes aware of the alleged violation, contain the name and address of the person
filing it, and briefly describe the circumstances surrounding the alleged violation of the
regulations.

B. An investigation, as may be appropriate, shall follow a filing of the complaint and shall
be conducted by the ADA Coordinator. Such investigation shall be informal, but
thorough, and shall afford the complainant and his/her representatives, if any, an
opportunity to submit evidence relevant to the complaint.

C. A written determination as to the validity of the complaint and a description of the
resolution, if any, shall be issued by the ADA Coordinator and a copy forwarded to the
complainant no later than thirty (30) days after its filing.

D. The complainant, in instances where he/she is dissatisfied with the initial resolution,
may appeal the decision of the ADA Coordinator to the County Administrator. Such
requests should be in writing and submitted within thirty (30) days following receipt of
the coordinator’s decision. The request for reconsideration of the case should be
addressed to:
County Administrator
County of Lancaster
P O Box 1809
Lancaster SC  29721-1809

E. Files and records of the County of Lancaster relating to the complaints filed shall be
maintained by the ADA Coordinator.

F. Use of this grievance procedure by a complainant is not prerequisite to the pursuit of
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other remedies, such as the filing of an ADA complaint with the responsible Federal 
department or agency. 

G. These rules shall be construed to protect the substantive rights of interested persons to
meet appropriate due process standards, and to assure that the County of Lancaster
complies with the ADA and implementing regulations.

1.02 ADA Section 504 Plan 

Lancaster County Council adopted the Lancaster County Section 504 Plan on May 18, 
2009.  It is attached as Appendix A to this manual. 

1.03 Identity Theft Prevention Policy 

PURPOSE  

To establish an Identity Theft Prevention Program designed to detect, prevent and mitigate 
identity theft in connection with the opening of a covered account or an existing covered 
account. To provide for continued administration of the Program in compliance with Part 
681 of Title 16 of the Code of Federal Regulations implementing sections 114 and 315 of 
the Fair and Accurate Credit Transactions Act (FACTA) of 2003, and South Carolina Act 
190 of 2008; Financial Identity Fraud and Identity Theft Protection Act. 

Any department of the County may adopt its own Identity Theft Prevention Policy to meet 
their particular needs provided that: 
1. The requirements shall be at least as stringent as this policy.
2. Such policy is approved by the County Administrator and Register of Deeds/ Records

Manager

DEFINITIONS 

Covered Account: means an account that an entity or department of Lancaster County 
offers or maintains, primarily for personal, family, or household purposes that involves or is 
designed to permit multiple payments or transactions for which there is a reasonably 
foreseeable risk to customers or to the safety and soundness of account information from 
identity theft, including financial, operational, compliance, reputation or litigation risks. 

Financial Identity Fraud: as defined in SC Code of Laws §16-13-510. 
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I. General Policy 
 

A. Applicability 
This Section 504 Compliance Policy establishes procedures and guidelines that shall be 
used to effectuate compliance with nondiscrimination based on handicap to the end that 
no otherwise qualified individual with handicaps in the United States shall, solely by 
reason of his or her handicap, be excluded from the participation in, be denied the 
benefits of, or be subjected to discrimination under any program or activity receiving 
Federal financial assistance from the Department of Housing and Urban Development 
(HUD).  Compliance with Section 504 does not assure compliance with requirements for 
accessibility by physically handicapped persons imposed under the Architectural 
Barriers Act of 1968.  All HUD Federally financed activities shall be accomplished in 
compliance with applicable state and federal laws.   

 
B. Section 504 Law and Regulations 

Laws relative to nondiscrimination based on handicap in federally assisted programs of 
HUD, in general, may be found in Section 504 of the Rehabilitation Act of 1973 (as 
amended), Section 109 of the Housing and Community Development Act of 1974 (as 
amended), and 24 CFR, Part 8.  The provisions of these nondiscriminatory procedures 
shall not be construed to conflict with or supersede the requirements of any other 
applicable state or federal laws or regulations.  In regard to programs or activities in 
connection with Community Development Block Grants (CDBG), the HUD grant 
administration regulations relating to nondiscriminatory practices are promulgated in the 
Uniform Accessibility Standard (UFAS).  This document, which sets standards for 
facility accessibility by physically handicapped persons for federally funded facilities, 
programs, and/or activities, is hereby incorporated by reference.  Future state or federal 
regulations applicable to nondiscriminatory practices under the CDBG Program shall 
supersede and/or supplement this policy. 

 
C. Definitions 

1. Accessible, when used with respect to the design, construction, or alteration of a 
facility or a portion of a facility other than an individual dwelling unit, means that the 
facility or portion of the facility when designed, constructed or altered, can be 
approached, entered, and used by individuals with disabilities. 

2. Accessible, when used with respect to the design, construction, or alteration of an 
individual dwelling unit, means that the unit is located on an accessible route and 
when designed, constructed, altered, or adapted can be approached, entered, and 
used by individuals with disabilities. 

3. Accessible route means a continuous unobstructed path connecting accessible 
elements and spaces in a building or facility that complies with the space and reach 
requirements of applicable standards prescribed by 24 CFR, Part 8, Section 8.32. 

4. Adaptability means the ability of certain elements of a dwelling unit, such as kitchen 
counters, sinks, and grab bars, to be added to, raised, lowered, or otherwise altered, 
to accommodate the needs of persons with or without disabilities, or to 
accommodate the needs of persons with different types or degrees of disability. 

5. Auxiliary aids means services or devices that enable persons with impaired sensory, 
manual, or speaking skills to have an equal opportunity to participate in, and enjoy 
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the benefits of, programs or activities receiving Federal financial assistance (i.e., 
communication devices for people with hearing impairments (TDD’s, interpreters, 
etc.) 

6. Individual with handicaps means any person who has a physical or mental 
impairment that substantially limits one or more major life activities; has a record of 
such impairment; or is regarded as having such an impairment. 

7. Qualified individual with disabilities means: 
a. With respect to employment, an individual with disabilities who, with reasonable 

accommodation, can perform the essential functions of the job in question; and 
b. With respect to any non-employment program, an individual with disabilities who 

meets the essential eligibility requirements and who can achieve the purpose of 
the program or activity without modification in the program or activity that the 
County  can demonstrate would result in a fundamental alteration in its nature; 
or  

c. With respect to any other non-employment program or activity, an individual with 
disabilities who meets the essential eligibility requirements for participation in, or 
receipt of benefits from, that program or activity. 

8. Undue hardship means financial or administrative burdens that would be imposed 
on the operation of the County’s program.  Factors to be considered include: 
a. The overall size of the County’s program with respect to number of employees, 

number and type of facilities, and size of budget; 
b. The type of the County’s operation, including the composition and structure of 

the County’s work force; and  
c. The nature and cost of the accommodation needed. 

 
D. Section 504 Compliance Effort Summary 

In compliance with Section 504 of the Rehabilitation Act of 1973, as amended, and the 
Americans with Disabilities Act of 1990, the County  has begun an effort to provide all 
citizens with disabilities with equal access and opportunity to employment, facilities, 
programs, activities and services provided by the City.  A brief description of the 
compliance process has been included in this report. 
To this end, all appropriate properties owned by the County, policies adopted by the 
County and practices engaged in by County employees, have been examined as part of 
this process.  The results of this examination are contained in two major sections: 
A Self Evaluation Plan:  an inventory and analysis of County programs, services and 
activities and their related policies and practices, to ensure compliance with Section 504 
and the ADA. 
A Transition Plan:  an identification of those physical barriers that must be eliminated to 
ensure physical accessibility, and provides a schedule for barrier removal. 
This report also includes a sample public notice, guidelines for public meetings, a 
sample public meeting notice and a grievance procedure. 
 

E. Scope of Services and Liability 
The Americans with Disabilities Act of 1990 is a complex law.  It contains many 
concepts and terms that have yet to be tested by actual experience or defined in the 
courts with respect to particular factual stipulations.  Accordingly, Lancaster County 
makes no claim, expressed or implied, that, in performing the services set out in this 
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section, it will locate every barrier to individuals with disabilities whose removal might be 
required by Section 504 of the Rehabilitation Act of 1973, as amended, and the 
Americans with Disabilities Act, commonly known as ADA. 
Further, the County  acknowledges that the County  is solely responsible for non-
discrimination under Section 504 and the ADA and other applicable law(s) and that civil 
lawsuits under Section 504 and the ADA (frivolous or otherwise) remain possible 
regardless of the number or types of barriers, if any, that the responsible public entity 
decides to remove.   

 
F. Section 504/ADA Compliance Process 

Summary of steps for compliance: 
1. Designated the Building Official to serve as ADA Coordinator; 
2. Provided public notice of ADA requirements (County has over 15 employees); 
3. Appointed a review committee, and held meetings;  
4. Established a grievance procedure; 
5. Conducted a Self Evaluation; 
6. Developed a Transition Plan; 
7. Adopted plans. 

 
II. Communications 

 
A. Auxiliary Aids 

  The County shall furnish appropriate auxiliary aids where necessary to afford an 
individual with disabilities an equal opportunity to participate in, and enjoy the benefits 
of, a program or activity receiving Federal financial assistance.  The County is not 
required to provide individually prescribed devices or other devices of a personal 
nature.  The County shall adopt and implement procedures to ensure that interested 
persons (including persons with impaired vision or hearing) can obtain information 
concerning the existence and location of accessible services, activities, and facilities.  
People using wheelchairs should call ahead for assistance, people with vision 
impairments should call ahead for escorts, and people with hearing impairments should 
call ahead for an interpreter.  In brief, if the person with impairment calls 72 hours prior 
to the event and communicates to a County employee the particular problem that he or 
she has, assistance will be provided accordingly.  However, Section 504 does not 
require the County to take any action that the County can demonstrate would result in a 
fundamental alteration in the nature of a program or activity or in undue financial and 
administrative burdens. 

 
III. Employment  

 
A. General Prohibitions 
  No qualified individual with disabilities shall, solely on the basis of disability, be 

subjected to discrimination in employment under any program or activity that receives 
Federal financial assistance from HUD. 

 
B. Reasonable Accommodation 

 



   

  DISCLAIMER 
  

 THIS IS NOT A CONTRACT OF EMPLOYMENT. 
EMPLOYMENT REMAINS "AT WILL" AND MAY 
BE TERMINATED BY EITHER PARTY AT ANY 
TIME, WITH OR WITHOUT NOTICE OR REASON. 

  

 

Lancaster County Administrative Policy Manual 29  

 

 

Lancaster County 
 

Administrative Policy Manual 

The County shall make reasonable accommodation to the known physical or mental 
limitations of an otherwise qualified applicant with disabilities or employee with 
disabilities, unless the County can demonstrate that the accommodation would impose 
an undue hardship on the operation of its program.  The County may not deny any 
employment opportunity to a qualified handicapped employee or an applicant if the 
basis for the denial is the need to make reasonable accommodation to the physical or 
mental limitations of the employee or applicant. 

 
C. Employment Criteria 

The County will not use any employment test or other selection criterion that screens 
out individuals with disabilities nor make any pre-employment inquiry of an applicant to 
determine whether the applicant is an individual with a disability or the nature or severity 
of a disability.  The County may, however, make pre-employment inquiry into an 
applicant’s ability to perform job related functions. 

 
IV. Program Accessibility 

 
A. General Requirements 

  No qualified individual with a disability shall, because the County’s facilities are 
inaccessible to or unusable by individuals with disabilities, be denied the benefits of, be 
excluded from participation in, or otherwise be subjected to discrimination under any 
program or activity that receives Federal financial assistance. 

 
B. Non-Housing Facilities 

New non-housing facilities shall be designed and constructed to be readily accessible to 
and usable by individuals with disabilities.  Alterations to existing non-housing facilities 
shall, to the maximum extent feasible, be made to make them more readily accessible 
to and usable by individuals with disabilities.  The County shall operate each non-
housing program or activity receiving Federal financial assistance so that the program 
or activity, when viewed in its entirety, is readily accessible to and usable by individuals 
with disabilities. 
 
1. Methods 

The County may comply with the requirements of this section through such means 
as location of programs or services to accessible facilities or accessible portions of 
facilities, assignment of aides to beneficiaries, home visits, the addition or re-design 
of equipment, changes in management policies or procedures, acquisition or 
construction of additional facilities, or alterations to existing facilities.  The County is 
not required to make structural changes in existing facilities where other methods 
are effective in achieving compliance with this section. 

2. Historic Preservation Programs or Activities 
In meeting Section 504 requirements in historic preservation programs or activities, 
the County shall give priority to methods that provide physical access to individuals 
with disabilities.  However, in cases where a physical alteration to an historic 
property would substantially impair the “significant historic features” of the property 
or result in undue financial and administrative burdens, the structural modifications 
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need not be made.  In unique cases where this occurs, the precise alterations, 
impact and reasons for non-compliance shall be completely documented. 

3. Time Period for Compliance 
The County shall comply with the obligations established under this section 
immediately, except that where structural changes in facilities are undertaken, such 
changes shall be made within the time frames established by the transition plan.  If 
structural changes to non-housing facilities will be undertaken to achieve program 
accessibility, the County shall develop a transition plan setting forth the steps 
necessary to complete such changes.  The plan shall be developed with the 
assistance of interested persons, including individuals with disabilities or 
organizations representing those individuals.  A copy of the plan shall be available 
for public inspection, and at a minimum, shall: 
a. Identify physical obstacles in the County’s facilities that limit the accessibility of 

its programs or activities to individuals with disabilities; 
b. Describe in detail the methods that will be used to make the facilities accessible; 
c. Specify the schedule for taking the steps necessary to achieve compliance with 

this section and identify steps that will be taken during each year of the transition 
period; 

d. Indicate the official responsible for implementation of the plan; and 
e. Identify the persons or groups with whose assistance the plan was prepared. 
 

C. Housing Facilities 
 

New housing facilities constructed with Federal funds shall be designed and 
constructed to be readily accessible to and usable by individuals with disabilities.  A 
minimum of five percent of the total dwelling units shall be made accessible for persons 
with mobility impairments.  An additional two percent of the units shall be accessible for 
persons with hearing or vision impairments.  If substantial alterations are undertaken to 
a project that has 15 or more units and the cost of the alterations is 75 percent or more 
of the replacement cost of the completed facility, then the provisions of 24 CFR, Part 8, 
Section 8.22 shall apply.  Other alterations to dwelling units shall, to the maximum 
extent feasible, be made to be readily accessible to and usable by individuals with 
disabilities with a total of five percent of the total dwelling units made accessible for 
persons with mobility impairments.  The County shall operate each existing housing 
program or activity receiving Federal financial assistance so that the program or activity, 
when viewed in its entirety, is readily accessible to and usable by individuals with 
disabilities. At this time Lancaster County does not operate any housing facilities. 
 
1. Methods 

The County may comply with the requirements of this section through such means 
as re-assignments of services to accessible buildings, assignment of aides to 
beneficiaries, provision of housing or related services at alternate accessible sites, 
alteration of existing facilities and construction of new facilities.  The County is not 
required to make structural changes in existing facilities where other methods are 
effective in achieving compliance with this section. 

2. Time Period for Compliance 
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The County shall comply with the obligations established under this section 
immediately, except where structural changes in facilities are undertaken, such 
changes shall be made within the time frames established by the transition plan.  If 
structural changes to housing facilities will be undertaken to achieve program 
accessibility, the County shall develop a transition plan setting forth the steps 
necessary to complete such changes.  The plan shall be developed with the 
assistance of interested persons, including individuals with disabilities or 
organizations representing those individuals.  A copy of the plan shall be available 
for public inspection, and at a minimum, shall: 

a. Identify physical obstacles in the County’s facilities that limit the 
accessibility of its programs or activities to individuals with disabilities; 

b. Describe in detail the methods that will be used to make the facilities 
accessible; 

c. Specify the schedule for taking the steps necessary to achieve compliance 
with this section and identify steps that will be taken during each of the 
transition periods; 

d. Indicate the official responsible for implementation of the plan; and 
e. Identify the persons or groups with whose assistance the plan was 

prepared. 
 
V. Enforcement 

 
A. Assurances 

  An applicant for Federal financial assistance for a program or activity to which Section 
504 applies shall submit an assurance to HUD on a form specified by the responsible 
civil rights official that the program or activity will be operated in compliance with 
Section 504.  In the case of Federal financial assistance extended in the form of real 
property or to provide real property or structures on the property, the assurance will 
obligate the County of the period during which the real property or structures are used 
for the purpose for which Federal financial assistance is extended.  In the case of 
Federal financial assistance extended to provide personal property, the assurance will 
obligate the County for the period during which it retains ownership or possession of the 
property.  In all other cases, the assurance will obligate the County for the period during 
which Federal financial assistance is extended 

 
B. Self Evaluation 

The County shall, as expeditiously as possible, and after consultation with interested 
persons, include individuals with disabilities or with organizations representing those 
individuals: 

a. Evaluate its current policies and practices to determine whether they do not or 
may not meet the requirements of Section 504; 

b. Modify any policies and practices that do not meet the requirements of Section 
504; and  

c. Take appropriate corrective steps to remedy the discrimination. 
 

Since the County employs fifteen or more persons, it shall, for at least five years 
following the completion of the evaluation, maintain on file, make available for 
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public inspection, and provide to the responsible civil rights official, upon 
request, a list of the interested persons consulted, a description of the areas 
examined and any problems identified, and a description of any modifications 
made and/or any remedial steps taken. 

 
C. Remedial and Affirmative Action 

If the County has discriminated against persons on the basis of disability, the County 
shall take such remedial action as the responsible civil rights official deems necessary.  
The County may be made to take remedial action in the following instances: 

a. With respect to individuals with disabilities who are no longer program 
participants but who were participants when such discrimination occurred; or 

b. With respect to individuals with disabilities who would have been program 
participants had the discrimination not occurred? 

 
The County may take non-discriminatory steps to overcome the effects of 
conditions that limited participation in the County’s program by qualified 
individuals with disabilities. 
 

D. Designation of Responsible Employee 
Since the County employs fifteen or more persons, it shall designate at least one 
person to coordinate its efforts to comply with Section 504.  The County has elected to 
appoint the Building Official as ADA Coordinator.  The responsibilities of the ADA 
Coordinator might include the following: 

1. Coordinate and direct the activities and efforts to comply with the ADA and 
Section 504; 

2. Serve as the County’s primary contact and liaison for the County’s 
departments on compliance issues regarding the County’s ADA and Section 
504 compliance program; 

3. Communicate to the public and interested individuals information regarding the 
County’s ADA and Section 504 compliance program; 

4. Serve as the primary point of services for and the overall coordinator of the 
County’s response to all grievances filed against the County regarding non-
compliance with ADA and Section 504 and allegations of discrimination in its 
services, policies and practices; 

5. Develop and coordinate a continuing training plan for departments to ensure 
that they are aware of their responsibilities under ADA and Section 504; 

6 Supervise the ADA and Section 504 grievance procedures and ensure that, for 
any grievance communicated alleging non-compliance with ADA and Section 
504 law, an investigation is conducted and the complaint is resolved promptly 
and equitably; and 

7. Maintain the County’s self-evaluation plan and transition plan on file and make 
it available for public inspection. 

 
 

VI. Grievance Procedures/Complaints Resolution 
 

A. General Provisions 
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The Grievance Procedure is established to meet the requirements of Section 504 of the 
Rehabilitation Act of 1973, as amended. 

 
B. Notice 

Lancaster County, as a recipient of Community Development Block Grant Funds, has 
adopted an internal grievance procedure providing for prompt and equitable resolution 
of complaints alleging any action by Department of Housing and Urban Development 
regulations implementing Section 504. 

 
C. Compliance Notice 

Complaints should be addressed to Building Official, 101 N. Main St., PO Box 1809, 
Lancaster SC 29721 (and subsequent County employees appointed to the position of 
ADA Coordinator), Voice Telephone:  803-285-1969, who has been designated to 
coordinate all Section 504 compliance efforts. 
 

D. Discrimination Complaints 
1. A complaint should be filed in writing, (alternative methods of communication such 

as personal interview, tape recording, Braille, etc. are acceptable) containing the 
name and address of the person filing it, and describing the alleged violation. 

2. A complaint should be filed within thirty (30) days after the complainant becomes 
aware of the violation.  (Processing of allegations of discrimination that occurred 
prior to adoption of this grievance procedure will be handled on a case-by-case 
basis.) 

3. An investigation, as appropriate, shall follow a filing of a complaint.  The 
investigation shall be conducted by the Section 504 Grievance Committee, which 
shall be appointed by the Chief Elected Official and headed by the designated 
Section 504 Coordinator.  These procedures will allow all interested persons and 
their representatives, if any, an opportunity to submit evidence relevant to a 
complaint. 

4. A written determination as to the validity of the complaint and a description of the 
resolution, if any, shall be issued by the Section 504 Grievance Committee and a 
copy (in the complainant’s preferred format) forwarded to the complainant no later 
than fifteen days after its filing. 

5. The Section 504 Coordinator shall maintain the files and records relating to the 
complaint filed. 

6. The complainant can request a reconsideration of the case in instances where he or 
she is dissatisfied with the resolution.  The request for reconsideration must be 
made within fifteen (15) days of receipt of the Grievance Committee’s written 
determination.  The Request for Reconsideration may be mailed or hand delivered 
to any Lancaster County office.  The request will be promptly reviewed and a final 
determination issued. 

7. The right of a person to a prompt and equitable resolution of the complaint filed 
hereunder shall not be impaired by the person’s pursuit of other remedies, such as 
filing a Section 504 complaint with the U.S. Department of Housing and Urban 
Development.  Utilization of this grievance procedure is not a prerequisite to the 
pursuit of other remedies. 
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8. These rules shall be construed to protect the substantive rights of interested 
persons, to meet appropriate due process standards, and to assure that Lancaster 
County complies with Section 504 and its implementing regulations. 

 
 

 
VII. Self-Evaluation 
 

A. Introduction  
  In order to comply with the American with Disabilities Act of July 1990 and Section 504 

of the Rehabilitation Act of 1973, this plan was completed as the first step in addressing 
the requirements the County or County must meet.   

 
  The County has formed a Section 504 Compliance Committee that shall serve as the 

basis for consulting with interested persons, including individuals with handicaps or with 
organizations representing those individuals.  The purpose of the committee was as 
follows: 

a. Evaluate it current policies and practices to determine whether they do not or 
may not meet the requirements of Section 504; 

b. Recommend modifications to policies and practices that do not meet the 
requirements of Section 504; and  

c. Recommend appropriate corrective steps to remedy the discrimination. 
 

Since the County employs more than fifteen or more persons, it shall be required 
that for at least five years following the completion of the evaluation, the County 
maintain on file, make available for public inspection, and provide to the 
responsible civil rights official, upon request, a list of the interested persons 
consulted, a description of the areas examined and any problems identified, and 
a description of any modifications made and/or any remedial steps taken.  
However, the County shall maintain these records along with all other CDBG 
records for at least a five-year period. 

 
B. Process 

The County Council voted to appoint the Building Official as Section 504 Coordinator.  
Each building, activities and service programs were individually evaluated with respect 
to possible barriers to their accessibility by handicapped individuals. 

 
C. Buildings, Programs and Activities 

1. Buildings 
The County is currently renovating its historic courthouse which was damaged by arson 
fire. This structure, which was designed by famed architect Robert Mills, is listed on the 
National Register of Historic Buildings and will be restored following guidelines for such 
restoration. Temporary courthouse facilities have been secured which meet ADA 
regulations.  The following County-owned public buildings that have public access have 
been determined to meet UFAS/ADAAG guidelines: 

a. County Administration Building, 101 N. Main St. 
b. Del Webb Indian Land Library, Charlotte Hwy., Indian Land, SC. 
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c. Kershaw Parks and Recreation Building, 6354 N. Matson St., Kershaw, SC 
d. Buford Parks and Recreation Building 
e. Lancaster County Centralized Magistrates Court, Hwy 9 Bypass East. 
f. Lancaster County Temporary Court Facilities, Hwy 9 Bypass West. 
g. Springdale Recreation Complex, Springdale Rd. 
h. Indian Land Recreation Complex, Charlotte Hwy, Indian Land SC 
i. Lancaster County Council on Aging, Springdale Rd  

 
2. Programs and Activities 

 Individual self-evaluation forms for each department of the County are attached. 
 

Departmental Programs and Activities 
 
The County Administrator’s Office is the chief administrative office of the County.  
This office executes and enforces all ordinances, resolutions, and orders of the County 
Council and plans, directs, and supervises the activities of County departments to 
ensure fiscal responsibility, administrative effectiveness and operational efficiency.  
Additionally, the Administrator is the liaison for Council and departments headed by 
elected and appointed officials. 
 
Airport Operations administers and operates one county-owned General Aviation 
Airport efficiently and effectively in accordance with Federal Aviation Administration and 
State Aeronautics Division directives. This department provides safety inspections and 
equipment inspection and repair; negotiates and executes leases with airport 
businesses; collects airport lease payments, etc. 
 
The Assessor's Office appraises and assesses all taxable real estate and mobile 
homes in the county, including new land parcels and construction; updates tax maps, 
property ownership records, and mobile home files; processes special assessment 
requests and roll-back taxes; addresses property assessment and valuation questions; 
reviews property valuations; and performs a county-wide reassessment. 
 
The Auditor's Office is responsible for levying ad valorem taxes for real and personal 
property under the jurisdiction of the county, state and municipalities. Additionally, the 
Auditor's Office compiles the assessed value of all taxable property to establish the 
value of one mill and calculates the number of mills required to collect enough revenue 
for budgets to ensure our tax system is equitable to all. 
 
The Clerk of Court's Office is responsible for the administration and supervision of the 
General Sessions and Common Pleas courts, including courtroom duties such as 
administering oaths and publishing verdicts; docket management; preparing trial 
rosters; receiving and disbursing revenue from bonds, restitution, fines, and fees; and 
juror related matters such as summons. 
 
The Coroner's Office is solely responsible for determining the cause and manner of 
every death occurring within Lancaster County. This office oversees death scenes, 
schedules autopsies, performs removal and notification services, and works 
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cooperatively with law enforcement agencies and funeral homes in an effort to provide 
competent and compassionate services to families of decedents. 
 
The Delinquent Tax Collector's Office is responsible for collecting delinquent taxes, 
penalties and costs, including mailing notices, physically placing a sign on property to 
notify the owner, advertising in local newspapers and conducting a Tax Sale. The 
mission of the Delinquent Tax Collector's Office is to treat the citizens of Lancaster 
County with dignity and respect while following the guidelines of SC Code of Law. 
 
The Economic Development Department helps improve the job market, increase 
Lancaster County residents' wealth, and build the County's tax base by developing 
plans to improve infrastructure; working to improve industrial sites and parks; managing 
industrial projects; marketing County buildings, sites, and parks; preparing economic 
development incentive programs; and working with community allies. 
 
The Emergency Management Department's programs include the County’s 
Emergency Management (EM) function.  EM's mission is to provide a program through 
which Response and Recovery operations are coordinated, risks reduced, and 
consequences of events managed.  
 
The EMS Department provides emergency ambulance response to all emergency 
requests for assistance within Lancaster County.  This agency operates advanced life 
support ambulances providing emergency medical care, stabilization, and transport in 
order to preserve the lives of the citizens and visitors of the County. The EMS 
department also provides a wide variety of injury prevention programs to the public and 
to other public safety agencies in the County. 
 
The Finance Department is responsible for all financial management of the County. 
This includes preparation of and monitoring of the annual budget, working with the 
annual audit, establishing and maintaining controls over all financial activities, providing 
information to departments and the public, processing accounts payable on a weekly 
basis, grants coordination, and various other duties as necessary. 
 
The Geographic Information Systems (GIS) Department coordinates all GIS services 
of the county.  This office researches, executes and coordinates GIS implementation 
and maintenance of related software, database design, and data standards while 
providing analytical and cartographic services in an effective, efficient, and accurate 
manner to county departments and the public. 
 
The I.T. Department provides guidance and support to Lancaster County on the 
effective use of hardware and software system components ensuring the most efficient, 
cost effective and performance oriented solutions for its information processing 
systems.  I.T. is tasked with providing the County with technical solutions to daily 
business needs, thus providing optimum support for its citizenry. 
 
The Magistrate's Court seeks to provide the citizens of Lancaster County with a well-
run, efficient court system, utilize the newest technology available to streamline its 



   

  DISCLAIMER 
  

 THIS IS NOT A CONTRACT OF EMPLOYMENT. 
EMPLOYMENT REMAINS "AT WILL" AND MAY 
BE TERMINATED BY EITHER PARTY AT ANY 
TIME, WITH OR WITHOUT NOTICE OR REASON. 

  

 

Lancaster County Administrative Policy Manual 37  

 

 

Lancaster County 
 

Administrative Policy Manual 

operations, and assist other county agencies. Judges and staff are constantly 
increasing their training and level of expertise by attending seminars and schools 
offered by the South Carolina Court Administration. 
 
The Human Resources Department directs, plans, coordinates, and implements a 
comprehensive personnel program including benefits, employment, unemployment 
appeal cases, personnel policies, and special work programs. Additionally, Human 
Resources provides information on policy issues necessary to maintain compliance with 
federal labor and wage and hour laws. 
 
Planning is responsible for the administration, enforcement, interpretation, and 
updating of the County's Zoning and Development Standards Ordinance/Subdivision 
Ordinance.  Additionally, Planning serves as the administrative office for the Planning 
Commission and Board of Zoning Appeals.  
 
Building and Zoning is responsible for the interpretation and administration and 
enforcement of the County ordinances and State laws pertaining to building permits, 
contractor's licenses, manufactured home permits, field inspections for compliance of 
the building, electrical, mechanical, plumbing and gas codes and unsafe structures. 
This is done to promote the public health, safety, morals, convenience, prosperity, 
efficiency, economy and general welfare of the County. 
Codes Enforcement is responsible for the interpretation and administration and 
enforcement of the Unified Development Ordinance  
 
Animal Control is responsible for enforcing the Lancaster County Animal Control 
Ordinance and State Statues that prohibit animals at large, animal abuse and 
abandonment, control of dangerous animals, nuisance and mistreatment of animals. 
The purpose of the Ordinance is to ensure public safety by enforcement, keeping 
vicious animals from roaming and becoming a nuisance or life threatening to the 
general public. 
 
The Probate Court is the Judicial and Administrative arm over estates, trusts, 
conservators, guardianships, marriage licenses and those incapacitated by mental 
illness, addiction or retardation; presiding over matters according to statute, holding 
hearings as needed. The Probate Court's mission is to handle matters with competence 
and compassion while maintaining a docket and allowing for expedient resolution of 
cases. 
 
Facilities Maintenance is a part of Lancaster County Public Works. The mission of 
the Facilities Maintenance Department is to provide a clean, comfortable, productive, 
and environmentally safe place for the citizens and employees of Lancaster County to 
meet and work.  
 
The mission of the Public Works Solid Waste Department is to encourage 
preservation of Lancaster County's, the state's, and the nation's resources by 
emphasizing not only recycling, but also reuse and reduction in order to minimize waste 
disposal. 



   

  DISCLAIMER 
  

 THIS IS NOT A CONTRACT OF EMPLOYMENT. 
EMPLOYMENT REMAINS "AT WILL" AND MAY 
BE TERMINATED BY EITHER PARTY AT ANY 
TIME, WITH OR WITHOUT NOTICE OR REASON. 

  

 

Lancaster County Administrative Policy Manual 38  

 

 

Lancaster County 
 

Administrative Policy Manual 

 
Public Works Vehicle Maintenance provides safe, high-quality, and low-cost repairs 
and preventive maintenance for all County vehicles and equipment including, 
emergency, ambulance and law enforcement vehicle repair to minimize down time.  
 
Public Works Road Maintenance is responsible for maintenance of all County 
roadways whether paved, gravel or dirt.  This department also approves and accepts 
new roads for inclusion into the county system. 
 
As the central buying authority for Lancaster County government, the Purchasing 
Department is responsible for the procurement of quality equipment, supplies, and 
services in support of operational needs. Additionally, Purchasing ensures the 
maintenance of county insurance policies, provides fixed asset management, records 
management and property disposal services, monitors equipment maintenance 
contracts, etc. 
 
In accordance with the South Carolina Code of Laws, the Register Of Deeds Office 
records land records. This includes the collecting of filing fees and document recording 
fees; producing accurate and timely reports and hard copies of land records for use by 
other county departments, the South Carolina Archives, and the public; maintaining the 
Document Imaging System; and assisting in the researching of land records both 
electronically and manually. 
 
The Sheriff of Lancaster County, as specified by state law, is the senior law 
enforcement official within the county.  It is the Sheriff's responsibility to patrol 
roadways, waterways, and public areas of the county; enforce local, state, and federal 
law within the county; enforce civil remedy as specified by the Court of Common Pleas; 
and is responsible for all jail operations.  Additionally, the Sheriff is responsible for all 
emergency communications within the county including fire service, Emergency 
Medical Services, and law enforcement. All standards and requirements for the 
Detention Facility (Jail) are set forth by the Minimum Standards for Local 
Detention Facilities in South Carolina as delineated in South Carolina Code 
Section 24-9-10 through 35. The Sheriff is responsible for the Detention Facility. 
The Sheriff is tasked with the safe keeping and well-being of those individuals 
detained with violations of State and/or Federal statutes. 
 
The Treasurer's Office collects, invests and disburses all county funds 
including taxes, vehicle registration fees, and miscellaneous department 
revenue.  
 
The Veterans Affairs office advises and assists veterans and their families, and 
surviving family members of benefits available to them from the state and US 
Department of Veterans Affairs.  The long-term goal is to work with the 
appropriate state and federal agencies and departments to make the system 
more responsive to the veterans' needs and to increase the revenue to the 
county. 
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In compliance with all applicable State Election Commission rules and 
regulations, the Voter Registration office registers any citizen of Lancaster 
County, South Carolina, who is eligible and applies, issues absentee voting 
applications and ballots, serves as the absentee precinct, provides registration 
lists, and checks the validity of voter petitions for nominations and referendums.  

 
 
VIII.  Transition Plan  

 
A. Introduction 

This report provides information for the modification and improvement of physical 
facilities, programs and activities to provide the disabled access to programs, facilities 
and services. 

 
 All County properties that are accessed by the public have been examined and have 
been documented and the related barriers identified from the accessibility analysis.  
These barriers represent some level of liability to the County, in terms of safety and risk 
of suit.  Thus, it is in the County’s best interest, realizing that the barrier removal 
process will take several months or in some instances years that steps be taken to 
manage the removal of such barriers and limit the liability exposure of the County as 
quickly as is possible. 

 
 All references to compliance with UFAS (Uniform Federal Accessibility Standards) as 
well as ADAAG (Americans with Disabilities Act Accessibility Guidelines) must be in 
accordance with UFAS; that is, the set of guidelines that have been set forth for Section 
504 compliance.  ADAAG is the set of guidelines set forth for ADA compliance.  In 
general, both sets are the same.  But exceptions exist in which ADAAG is more 
stringent and should be followed in place of UFAS.  There may be certain instances in 
which local or state regulations supersede either UFAS or ADAAG in which case(s) 
those specifications should be followed. 

 
 The State of South Carolina, through the Board of Barrier Free Design, has adopted 
ANSI (American National Standards Institute) A117.1-1986 as its guidelines for 
handicap accessible compliance.  ANSI is very similar to both UFAS and ADAAG; it is 
also presently under federal revision.  Again, the most stringent specifications should be 
followed in order to ensure complete compliance.  But for all intents and purposes, this 
report will only cite UFAS and ADAAG for technical assistance. 

 
B. Transition Plan 

 
1. Buildings  

The following are the County owned public buildings that have public access and 
have been determined to meet UFAS/ADAAG guidelines: 

a. County Administration Building, 101 N. Main St. 
b. Del Webb Indian Land Library, Charlotte Hwy., Indian land SC. 
c. Kershaw Parks and Recreation Building, 6354 N. Matson St., Kershaw, SC 
d. Buford Parks and Recreation Building 
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e. Lancaster County Centralized Magistrates Court, Hwy 9 Bypass East. 
f. Lancaster County Temporary Court facilities, Hwy 9 Bypass West. 
g. Springdale Recreation Complex, Springdale Rd. 
h. Indian Land Recreation Complex, Charlotte Hwy, Indian Land SC 
i. Lancaster County Council on Aging, Springdale Rd. 
 

This Compliance Plan did not examine Fire stations, EMS facilities, vehicle 
maintenance shops or the Detention Center as they are not considered to normally 
be accessible to the public. 
 

C. Transition Plan Schedule 
A plan of action will be formulated by the Lancaster County Section 504 Compliance 
Plan Committee regarding facility needs and potential cost.  Upon this recommendation, 
the County Administrator, in conjunction with County Council, will fund renovations 
required to bring noncompliant facilities to a fully compliant status.  Some facilities have 
little or no public access. Buildings such as the Historic Lancaster County Courthouse 
will be renovated within guidelines for structures on the National Register.  

 
LANCASTER COUNTY SECTION 504 COMPLIANCE PLAN COMMITTEE 
 
The following individuals were appointed as members of the Section 504 Compliance Plan 
Committee Members: 
 

1. The Lancaster County Administrator as ex officio member. 
 

2. Lancaster County Director of Public Works. 
 

3. Lancaster County Building Official. 
 

4. A Plan Review Specialist from the Building Department. 
 

5. The Executive Director, Chester-Lancaster Disabilities and Special Needs Board. 
 

6. Lancaster County Human Resources Director. 
 

7. Lancaster County Senior Accountant.  
 

8. Lancaster County Public Works Director. 
 

9. Lancaster County Facilities Maintenance Director. 
 

10. Lancaster County Risk Management Director/ Safety Officer. 
 
 
Potential Barriers and Solutions 
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A review of the above Lancaster County departments and their responsibilities it was determined 
that most departments and their programs were reasonably accessible.  There were however; 
potential barriers that were identified and conditions that could be possibly improved primarily in 
the area written material provided. 
 
 

Potential Barriers Solutions 

Persons with visual impairments may not 
be able to access visual or written 
information. 
 
Persons with cognitive or mental 
impairments may not be able to 
understand visual, written or audible 
information. 
 

Provide written information in alternative 
format upon request. 
 
Provide staff assistance and written 
information in alternative format upon 
request. 
 
 

Persons with speech impairments may not 
be able to communicate (ask questions) 
regarding forms and applications in 
person. 
 

Provide auxiliary aids and services upon 
request, provide assistance and provide 
TDD telephone access via relay system. 

 
 
In order to familiarize all Lancaster County Departments with “reasonable accommodation” 
policies, the Procedural Guidelines for Assisting Citizens with Disabilities will be distributed to all 
Department Heads in order that they familiarize themselves and their employees with Lancaster 
County policies. 
 
PROCEDURAL GUIDELINES FOR ASSISTING CITIZENS WITH DISABILITIES 

Background: 

The federal Americans with Disabilities Act became effective for public agencies on January 26, 
1992. The basic premise of this act is simply to make available to citizens with disabilities the same 
opportunities or services as a person without disabilities. There may be occasions where an 
accommodation must be made to make those opportunities or services available to an individual 
with a disability. There are numerous employment laws and structural provisions in this act that are 
not necessary for all departments to know; however, the provisions apply to all Lancaster County 
employees and must be followed. Lancaster County employees are accustomed to providing 
excellent service to the general public, so the provisions we must comply with should not be 
difficult for us to follow. 
 

General Guidelines:  

1. Do not use the word "handicapped" when referring to a disabled person.  The word to use 
is disabled. 

2. Do not ask a person with a disability about their disability if the disability is noticeable. It is 
natural for people to be curious and sympathetic about a disability, but that is no longer 
appropriate for the workplace. 
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3. Each Department should consider the services it provides and try to modify a procedure for 
a person with a disability. All facilities or services are required to be readily accessible and 
usable. 

 
For example: 

 1. A person with a disability requesting a business license or building permit may need either 

to go into the department's work area or a staff member may need to go into the lobby or 

waiting area to provide assistance. 

2. A person with a disability may not be able to easily enter the Personnel area so an 
application could be taken to them in the hall. 

3. A vendor or bidder for the Purchasing Department may need to have Purchasing personnel 
meet in the hallway if access is restrictive in the Purchasing office. 

4. If a person is using a wheelchair, it is appropriate to be seated when talking to that person if 
at all possible. If a person with a disability is accompanied by another individual, speak to 
the person with the disability and do not speak only to their companion unless requested. 

5. If a person with a visual impairment needs to understand any written information, read it to 
him/her and be sure that it is understood. Complete forms for the person if necessary. 

6. There may be times when we are needed to go to an individual's car to communicate with 
them if they are unable to enter the building. 

7. If we see a person with a disability trying to use the water fountain with no success, obtain a 
cup or similar container for them to use. 

8. The path of travel for a person with a disability is important so we may need to rearrange 
furniture or move other obstacles for their convenience. 

9. Unless you are an employee in the Personnel Department, do not try to assist a person with 
a disability yourself in an employment matter. You may always give out applications, but 
please request assistance from the Personnel Department Director or Personnel Clerk for 
any further questions. The laws involving employment and ADA are very stringent and even 
a well-intended statement may be taken the wrong way by the applicant. 

 

Attitude Toward the Person With A Disability:  

When discussing the issue of discrimination it is important to know that a person may feel that they 
are discriminated against just by an attitude they perceive to be hostile. No overt display of 
discrimination is necessary for the issue to be serious. Therefore, your attitude toward a person 
with a disability is very important. The following information is provided to help all of us understand 
the nature of disabilities a little better. 
When you meet a person with a disability: 

1. Offer help but wait until it is accepted before giving. Offering assistance to someone is only 
polite behavior. Giving help before it is accepted is rude. It can sometimes be unsafe, as 
when you grab the arm of someone using a crutch and the person loses his balance. 

2. Accept the fact that a disability exists. Not acknowledging a disability is similar to ignoring 
someone’s height, but to ask personal questions regarding the disability would be 
inappropriate. 

3. Treat a person with a disability as a healthy person. Because an individual has a functional 
limitation does not mean an individual is sick. Some disabilities have no accompanying 
health problems. 

4. Don't assume that a lack of response indicates rudeness. In some cases a person with a 
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disability may seem to react to situations in an unconventional manner or may appear to be 
ignoring you. Consider that the individual may have a hearing impairment or other disability 
which may affect social or motor skills. 

 
Mobility Impairments:  
Individuals use wheelchairs, crutches or leg braces as a result of a variety of disabilities including 
spinal-cord injury, multiple sclerosis, muscular dystrophy, arthritis, cerebral palsy or polio. 
Wheelchairs provide mobility to persons with paralysis, muscle weakness, lack of coordination, 
nerve damage or stiffness of joints. When you are with a person using a wheelchair: 

1. Do not automatically hold onto the person's wheelchair. It is part of the person's body 
space. Hanging or leaning on the chair is similar to hanging or leaning on a person sitting in 
any chair. 

2. Offer assistance if you wish, but do not insist. The individual will know their limitations better 
than you. 

3. Don't be sensitive about using words like "walking" or "running". People using wheelchairs 
use the same words. 

 
Hearing Impairment:  
A person's failure to respond to a spoken request or warning may be the result of an inability to 
hear. Gestures and guttural sounds made by a person who is hearing impaired are not signs of 
anger, belligerence or intoxication. They may be the individual's only method of communication. 
Keep in mind, however, that many individuals with hearing impairments have very clear speech. 
When communicating with a person who is hearing impaired: 

1. Speak clearly and distinctly, but don't exaggerate. Use normal speed unless asked to slow 
down. Also, be aware that the nod of a head does not necessarily mean "I understand." 

2. Provide a clear view of your mouth so that the person may lip-read if they are able to do so. 
3. Use a normal tone unless you are asked to raise your voice.  Shouting will be of no help. 
4. Speak directly to the person instead of to the side or back of the person. 
5. If you are having trouble understanding each other feel free to repeat or use a paper and 

pen. Communication is your goal and the method does not matter. 
6. Use sign language only if you are qualified. Otherwise, incorrect information may be 

conveyed. 
7. If the person is with an interpreter, speak directly to the disabled person, not the interpreter. 

 
Intellectual Impairment: 
People who have an intellectual disability have limited ability to learn or sometimes have 
difficulty in using what they have learned. Through education and training, however, many 
people who are intellectually impaired can learn to be self -sufficient. Historically an 
intellectual impairment was referred to as “mental retardation”.  When communicating with 
individuals with an intellectual disability: 

1. When talking with someone with an intellectual disability keep your ideas clear and 
concise. The purpose is to communicate as clearly as possible. 

2. Don't assume that a person with an intellectual disability is sick. An intellectual 
impairment is not an illness and is not contagious. 

3. In some cases, a person with an intellectually impairment may seem to react to 
situations in an unconventional manner or may appear to be ignoring you. 
Remember that a lack of response or a slow response does not necessarily mean 
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that a person is being rude to you. A person who has an intellectual impairment may 
simply be slower to respond. 

4. Interact with the person with an intellectual impairment as a person first. Talk to 
adults with an intellectual impairment as ADULTS, not as if they were children. 
Citizens with an intellectual impairment deserve the same respect and dignity as all 
other people. 

 
Visual Impairment: 
People who have a visual impairment rely on their other senses to "see" the world 
around them. When you are with a person who has a visual impairment:  

1. Speak directly to the person, using a normal tone of voice. Visual impairment does 
not affect a person's hearing. 

2. Do not be afraid to use terms such as "See you soon." Everyday words relating to 
vision are used by people who have visual impairments. 

3. Offer assistance but be guided by the person's response. "How can I help you?" is a 
common question used in many areas of business to the general public..  

4. Be specific in giving directions. It is useless to point or give visual landmarks. If the 
individual must make a turn, state whether it should be left or right.  

5. Walk alongside and slightly ahead of the person with a visual impairment when you 
are assisting. Never hold the person's arm while walking. Let the person hold your 
arm. The motion of your body tells that person what to expect.  

6. Never leave a person with a visual impairment in an open area. Instead, lead the 
person to the side of a room or to a chair or some landmark from which he or she 
can obtain a direction for travel. Do not leave the person abruptly without saying 
you are leaving. 

7. Do not pet a guide dog. The dog has an important job to do and petting may be 
distracting. 

 
 
Cerebral Palsy: 
Cerebral palsy is a disability, not a disease and is a result of injury to the central nervous 
system which may occur before, during or anytime after birth. People with cerebral palsy 
have difficulty in controlling large and small muscles. The effects of the cerebral palsy vary 
from mild to severe. In some instances, the condition is barely noticeable. While, in others, 
the person may be unable to speak or speech cannot be readily understood. The use of 
hands or legs may be limited. When dealing with a person with cerebral palsy:  

1. Be yourself. 
2. Give your whole, unhurried attention if the person has difficulty speaking.  
3. Do not complete the speaker's sentences. Let the person finish.  
4. Act courteously. 
5. Do not be afraid to ask the person to repeat. Speak directly to the individual, not to 

a friend or companion. 
 
 
Epilepsy:  
Epilepsy is a hidden disability and is a disorder of the nervous system. Seizures are 
primary characteristic of epilepsy, but they can be controlled or prevented by the use of 
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medication. Most seizures last only a few minutes and many individuals receive enough 
warning to avoid falling or other injury. If an individual has a seizure:  

1. Keep calm. You cannot stop a seizure once it has started. Do not restrain the 
person. 

2. Clear the area of hard, sharp or hot objects which could injure the individual. Place 
a pillow or rolled-up coat under the person's head. 

3. Call 911 for medical help if necessary. 
4. Try to make the person as comfortable as possible. 

 
If you have any questions regarding methods of assisting people with disabilities, please come to 
the Personnel Department or ADA Coordinator for assistance. We will always be able to find an 
answer if one is not readily available. Also, please remember that the ADA is the law of the land 
and will be enforced strictly by federal agencies. In some cases, individuals will be sent out as test 
subjects to see how agencies react, so please continue to be as helpful as possible to all members 
of the general public. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




