
BOWLING GREEN TOWN COUNCIL MEETING 
 A G E N D A 

 
December 7, 2017 

7:30 P.M.  
 

I. CALL TO ORDER AND QUORUM ESTABLISHED: 
 
II. DELEGATIONS: 

 
III. PUBLIC COMMENTS: 

 
IV. CONSENT AGENDA: 

(1)   A. Bills – November 2017 
(2)   B. Minutes – November 2, 2017 Town Council Meeting 
(3)   C. Part-Time Office Assistant and Police Chief Job Descriptions 
(4)   D. Town Council Meeting Schedule for Calendar Year 2018 
(5)   E. Authorize Town Manager to Advertise for a Public Hearing on Planning 
Commission Composition, Appointments, Compensation and Removal. 
(6)   F. December 2017 and Calendar Year 2018 Holiday Schedule 
  

 
V. STAFF REPORTS: 

     (7)   A. Events Coordinator’s Report – November 2017 
     (8)   B. Police Chief’s Report – November 2017 
     (9)   C. Clerk/ Treasurer’s Report – November 2017 
     (10) D. Public Works and Utilities Report – November 2017 
     (11) E. Town Manager’s Report – November 2017 
 
VI. NEW BUSINESS: 

  
  
VII. REPORT OF COUNCIL COMMITTEES/MEMBER COMMENTS: 
    

 
VIII. INFORMATIONAL ITEMS: 
 

 
XI.     ADJOURNMENT 



 
 
 
 
 
 
 

TYPE OF AGENDA ITEM: PURPOSE OF ITEM: 
 CONSENT AGENDA  INFORMATION ONLY 
 PRESENTATION  DISCUSSION ONLY 
 ACTION ITEM DISCUSSION AND/ OR DECISION 
 TOWN MANAGER & STAFF COMMENTS  Introduction Resolution 
 PUBLIC HEARING  Ordinance  Grant/ MOU 

 Duly Advertised  By Motion  Bylaws 
 Certificate 

 
PRESENTER: Melissa Lewis PRESENTER TITLE: Clerk/Treasurer 

 
AGENDA ITEM: Bills from November 2017 

 
BACKGROUND / SUMMARY: Invoices for work done/items purchased in November 2017. 
Requesting approval of invoices so check may be disbursed. 

 
 
 

ATTACHMENTS: 
Check Reports: 
• 11/06/17 
• 11/10/17 
• 11/13/17 
• 11/17/17 
• 11/24/17 
• 11/28/17 

 
 

REQUESTED ACTION: 
 

Approve the Invoices  
 
 

FOR MORE INFORMATION, CONTACT: 
Phone #: 

 Name: 
E-mail: 

 

FOR USE DURING MEETING  VOTE:  PASSED   NOT PASSED 
Y N Y N     
  Coleman   McDearmon    

 
 
 
 
 
 
 

  Davis   Wright    
  Gaines   Gibson 
  Hauser   Satterwhite 
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  Coleman   McDearmon    

 
 
 
 
 
 
 

  Davis   Wright    
  Gaines   Gibson 
  Hauser   Satterwhite 

Form updated 11-17 by ARP 

          
         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: December 7, 2017 
Agenda Item:  IV. Consent Agenda 
                              A. Bills 

 



MINUTES –11-02-2017 Meeting        1 
 

 
   

  

                   Mayor                                                                      Clerk___________________________________                                                      

TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

MINUTES 
 

November 02, 2017 
 
MEMBERS PRESENT: Mayor Jason Satterwhite, Vice-Mayor Glenn McDearmon, Otis 
Wright, Mark Gaines, Martin Hauser, Mary Frances Coleman, Jean Davis, and Tyler 
Gibson. 
MEMBERS ABSENT:  None 
OTHERS PRESENT:  Town Manager Reese Peck, Town Attorney Andrea Erard, Town 
Clerk/Treasurer Melissa Lewis, Accounts Clerk Judy Beazley, Police Chief Darrell 
Beazley, Director of Public Works and Utilities Billy Deavers, and Events Coordinator 
Jo-Elsa Jordan. 
AUDIENCE:  Jeff Voit, Katie Gibson, Justin Jordan, Kathy Burchell, Robyn Sieg, 
Theresa Satterwhite, Justin Cecil, David Lipscomb, Isabell Rivera, Wayne Brooks, and 
Bonnie Cannon. 

I.  CALL TO ORDER AND QUORUM ESTABLISHED: 
The Mayor called the meeting to order at 7:30 P.M. and noted a quorum was present. 
 
II. DELEGATIONS: 
There were no Delegations. 
 
III. PUBLIC COMMENTS: 
     A.   Wayne Brooks, President of Caroline Historical Society – Thanked Council for its 
$1000 donation to the Caroline Historical Society. 
     B.    Robyn Sieg, Director of Sidney E. King Foundation for the Arts – Thanked 
Council for its $1000 donation and informed Council of upcoming events the Sidney E 
King Foundation for the Arts has planned. 
     C.    Laurie Woolfort, Madison Elementary School Hospitality Committee -  Asked 
Council for free rental of Town Hall on December 8 to host a faculty appreciation dinner. 
     D.    Bonnie Cannon, 123 S. Main Street – Ms. Cannon spoke on her concerns about 
traffic on Main Street, parking at the Harvest Festival, and once a week trash pick-up. 
 
IV. CONSENT AGENDA: 

A. Bills – October 2017 (reports attached) 
B. Minutes – October 5, 2017 Town Council Meeting 
C. Budget Amendment 
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D. Approval to submit USDA grant application for Public Works vehicles  
E. Town Manager Contract Amendments 
F. FY 2018-2019 Budget Schedule 
G. Authorize Town Manager to issue a RFP for the recodification of the Town Code 
 

On Motion by Mr. Hauser, seconded by Ms. Davis, Council voted to approve the 
Consent Agenda as presented.  
Voting Aye: McDearmon, Wright, Gaines, Hauser, Coleman, Davis, and Gibson.   
Voting Nay: none.  
 

 
V. STAFF REPORTS: 
The following staff reports were noted: 
     A. Events Coordinator’s Report – October 2017 

      B. Police Chief’s Report – October 2017 
      C. Clerk/ Treasurer’s Report – October 2017 
      D. Public Works and Utilities Report – October 2017 
      E. Town Manager’s Report – October 2017 
 
VI. NEW BUSINESS: 
There was no New Business to be discussed. 
 
VII. REPORT OF COUNCIL COMMITTEES/MEMBER COMMENTS: 

A. Glenn McDearmon – Reported that the Economic Development, Activities, and 
Tourism Committee has not met and that he has joined the organization Strong Towns.   

B. Otis Wright – No report given on the Water, Sewer, and Trash Committee. 
C. Mark Gaines – No report was given on the Streets and Sidewalks Committee.  
D. Martin Hauser – No report was given on the Ordinance, Licenses, and Permits 

Committee. 
E. Mary Frances Coleman – No report was given 0n the Building and Grounds 

Committee. 
F. Jean Davis – Reported on the Budget Committee. 
G. Tyler Gibson – Reported on Public Health, Safety, and Personnel Committee 

and noted that a Personnel matter would be discussed in closed session. 
 

VII. INFORMATIONAL ITEMS: 
No informational items were presented. 

 
 

IX. CLOSED SESSION: 
At 8:12 P.M. On motion by Mr. McDearmon, seconded by Mr. Gibson,  Council 
unanimously voted to go into Closed Session pursuant to VA Code §2.2-3711(A)(1)  for 
the purpose of interviewing candidates for the Chief of Police position and  discussion 
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and consideration of the duties, assignments, appointments, compensation, and 
performance of the Town Police Chief. 
 

X. RECONVENE IN OPEN SESSION:  
At 10:20 P.M., on Motion by Mr. McDearmon, seconded by Mr. Wright, Council 
unanimously voted to come out of closed session.  
 

CERTIFICATION:   
Council certified that only public business matters lawfully exempted from open 
meeting requirements under the Virginia Freedom of Information Act, as stated 
above, and only such public business matters as were identified in the motion by 
which the closed meeting was convened were discussed or considered in the 
meeting by the Council: 
 

Wright…..………………………Aye      Coleman……………………………..Aye                                 
Davis ……………………………Aye     Gaines………………………………..Aye                      
McDearmon…………………….Aye     Hauser………………………………..Aye 
Gibson…………………………..Aye 
 
At 10:21 P.M. Councilman Wright excused himself from the meeting because he was 
not feeling well. 
 
On Motion by Mr. Gibson, seconded by Mr. Hauser, Council voted to appoint W. David 
Lipscomb as Police Chief and offer him part-Time employment with an hourly wage of 
$24 per hour. 
Voting Aye: McDearmon, Gaines, Hauser, Coleman, Davis, and Gibson.   
Voting Nay: none.  
  
 

XI. ADJOURNMENT:  
On motion by Mr. McDearmon, seconded by Mr. Hauser, Council unanimously voted to 
adjourn at 10:25 P.M.  



 
 
 
 
 
 
 

TYPE OF AGENDA ITEM: PURPOSE OF ITEM: 
CONSENT AGENDA  INFORMATION ONLY 
 PRESENTATION DISCUSSION ONLY 
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 PUBLIC HEARING  Ordinance  Grant/ MOU                         
         Duly Advertised  By Motion  Bylaws 

 Certificate 
 

PRESENTER: Reese Peck PRESENTER TITLE: Town Manager 
 
AGENDA ITEM:  IV (C) Part-Time Office Assistant and Police Chief Job Descriptions 

 
BACKGROUND / SUMMARY:  
 
New and updated job descriptions are developed by the Town Manager, reviewed by the 
Personnel Committee and then forward to the full Council for approval.  

 
 
 
 

ATTACHMENTS: 
 
 Proposed job descriptions for Part-Time Office Assistant and Police Chief 
 

REQUESTED ACTION: 
 

 Approve attached proposed job descriptions. 
 

FOR MORE INFORMATION, CONTACT: 
Phone #:804-633-6212 
Email:Townmanager@townofbowlinggreen.com 

 Name: 
Reese Peck  

 
 
 

FOR USE DURING MEETING  VOTE:  PASS
 

  NOT PASSED 
Y N Y N     
  Coleman   McDearmon    

 
 
 
 
 
 
 
 
 
 
 
 
 

 

  Davis   Wright    
  Gaines   Gibson 
  Hauser   Satterwhite 

 
Form updated 4-17 by ARP 

 

          
         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: December 7, 2017 
Agenda Item: IV (C) Part-Time Office 
Assistant and Police Chief Job 
Descriptions 
 
 
 
 
 
 
 
 
 

 



1 Part-Time Office Assistant: November 2017 

   

Town of Bowling Green Job Description 
 

 

POSITION:        Part-Time Office Assistant 
DEPARTMENT:  Town Administration 
PAY RANGE:      $10.00 to $14.00 per hour 
FLSA:                Non-Exempt 

 
 
GENERAL STATEMENT OF JOB: Under supervision, performs administrative and clerical work for 
Town Administration. Employee must exercise independent judgment, discretion, and initiative in 
completing all job responsibilities. Employee must be able to establish and maintain cooperative, 
courteous, and positive communications with fellow employees, other personnel, and the general public. 
Reports to the Town Treasurer/Clerk or other designated supervisor. 
 
ESSENTIAL JOB FUNCTIONS: 

 
• Furnishes information to the public on a variety of matters relating to Town operation. 
• Answers telephone and greets all customers entering Town Hall. 
• Performs a wide variety of clerical and related tasks. 
• Screens and routes oral and written communications; opens, sorts and distributes incoming mail; 

prepares outgoing mail and correspondence; delivers and picks up daily mail. 
• Assists in the preparation of various meetings; prepares meeting documents and packets. 
• Inventories and orders supplies. 
• Assists with special projects and programs. 
• Performs other duties as assigned. 

 

EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY CONDITIONS 
 
All Town employees are subject to being assigned to specific positions and tasks during a “Declared 
Emergency” as support personnel, by the Town Manager. Once assigned, this would be the same as a 
regular work assignment and all policies and procedures for duty assignments apply.  
 
JOB LOCATION AND CONDITIONS: 
 
Work is typically performed in an office setting. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 
• Knowledge of data entry, and various microcomputer software packages; standard office 

procedures, practices, and equipment; principles and processes for providing customer service 
including setting and meeting quality standards for services, and evaluation of customer 
satisfaction.  

• Ability to communicate effectively, both orally and in writing; establish and maintain effective 
working relationships with other Town employees and the public.  
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• Ability to prepare correspondence, reports, forms, purchase orders, etc., using prescribed 
formats and conforming to all rules of punctuation, grammar, diction, and style. 
 

 
EDUCATION AND EXPERIENCE: 

 
Position requires any combination of education and experience equivalent to a high school diploma. 
Some experience working in utility billing or accounts receivable/payable including experience involving 
public contact and customer service preferred.  
 
 
 
To perform this job successfully, an individual must be able to perform each essential job function satisfactorily. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the primary job functions herein described. 
Since every duty connected with this position may not be described herein, employees may be required to perform duties not 
specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performing of 
their duties just as though they were actually written out in this job description.
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PHYSICAL REQUIREMENTS: 
 

C= Continuous – over 6 hours a day 
F= Frequent – between 3 and 6 hours a day 

O= Occasional – less than 3 hours a day 
I= Intermittent–several times a week/month 

P= Periodic – several times a year 
N/A= Not applicable to position 

 

 
 
 
 
 
 
 
 
 
 
 
 

LIFT/CARRY C F O I P N/A 

1 to 10 lbs. ☐ ☐ ☒ ☐ ☐ ☐ 
11 to 20 lbs. ☐ ☐ ☐ ☒ ☐ ☐ 
21 to 50 lbs. ☐ ☐ ☐ ☐ ☒ ☐ 
51 to 75 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 

76 to 100 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 
 

EQUIPMENT USAGE & 
OPERATION C F O I P N/A 

Standard Office Equip. ☒ ☐ ☐ ☐ ☐ ☐ 
Motor Vehicle ☐ ☐ ☐ ☐ ☒ ☐ 

Vehicle requiring CDL ☐ ☐ ☐ ☐ ☐ ☒ 
Other (explain) ☐ ☐ ☐ ☐ ☐ ☒ 

 

MOVEMENT C F O I P N/A 

Carrying ☐ ☐ ☒ ☐ ☐ ☐ 
Bend/Stoop/Twist ☐ ☐ ☐ ☒ ☐ ☐ 

Kneel/Crawl ☐ ☐ ☐ ☐ ☐ ☒ 
Reach Above 

Shoulders ☐ ☐ ☒ ☐ ☐ ☐ 
Reach Below 

Shoulders ☐ ☐ ☒ ☐ ☐ ☐ 
Grasp/Squeeze ☐ ☒ ☐ ☐ ☐ ☐ 

Climb Stairs/Ladder ☐ ☐ ☐ ☐ ☒ ☐ 
Uneven Walking 

Surface ☐ ☐ ☐ ☐ ☒ ☐ 
Even Walking 

Surface ☐ ☐ ☒ ☐ ☐ ☐ 
 

ENVIRONMENT C F O I P N/A 

Indoors ☒ ☐ ☐ ☐ ☐ ☐ 
Outdoors ☐ ☐ ☐ ☐ ☐ ☒ 

Extreme Heat ☐ ☐ ☐  ☐ ☐ ☒ 
Extreme Cold ☐ ☐ ☐  ☐ ☐  ☒ 

Dusty ☐  ☐ ☐ ☐ ☐  ☒ 

Excessive Noise ☐  ☐ ☐ ☐ ☐  ☒ 

Other (explain) ☐ ☐ ☐ ☐ ☐ ☒ 
 

WORK WITH/NEAR C F O I P N/A 

Machinery ☐ ☐ ☐ ☐ ☐ ☒ 
Electricity ☐ ☐ ☐ ☐ ☐ ☒ 

Power Tools ☐ ☐ ☐ ☐ ☐ ☒ 
Chemicals ☐ ☐ ☐ ☐ ☐ ☒ 

Fumes ☐ ☐ ☐ ☐ ☐ ☒ 
Heights ☐ ☐ ☐ ☐ ☐ ☒ 

 

PUSH/PULL C F O I P N/A 

1 to 10 lbs. ☐ ☐ ☒ ☐ ☐ ☐ 
11 to 20 lbs. ☐ ☐ ☐ ☒ ☐ ☐ 
21 to 50 lbs. ☐ ☐ ☐ ☐ ☒ ☐ 
51 to 75 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 

76 to 100 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 
 

 
VISION REQUIREMENTS 

(Check all that apply) 

Depth Perception  ☐ 
Color Vision  ☐ 

Peripheral Vision  ☐ 
Uncorrected/Corrected vision 
20/40 or better in one or both 
eyes; 100 degrees, or better, 

horizontal vision in one or both 
eyes 

 ☐ 

 

ENDURANCE C F O I P N/A 

Stationary Position 
(stand or sit) ☒ ☐ ☐ ☐ ☐ ☐ 

Move, Traverse 
(walk) ☐ ☐ ☒ ☐ ☐ ☐ 

Operate, Activate, 
Use, Prepare, 
Inspect, Place, 
Detect, Position 

(use of 
hands/fingers) 

 
☒ 

 
☐ 

 
☐ 

 
☐ 

 
☐ 

 
☐ 
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Town of Bowling Green Job Description 
 

 

POSITION: Chief of Police 
DEPARTMENT: Police 
PAY RANGE:           $20.00-$30.00 per hour 
FLSA: Exempt 

 
 
GENERAL STATEMENT OF JOB: The Chief of Police, under the general direction of the Town 
Manager, shall be the commanding officer of the police force of the Town of Bowling Green.  He shall 
be responsible for the administration, training, discipline and morale of the members of the Town Police 
Force.  The Chief shall be responsible for the effective deployment and employment of the force in 
order to preserve and maintain law and order in the Town of Bowling Green.  He is responsible for 
enforcement of all applicable provisions of State law, the Town Charter, and the Town Code and other 
applicable ordinances and resolutions of the Town Council. 
 
 
ESSENTIAL JOB FUNCTIONS: 

 
• Duties as directed by the Mayor and Town Council and in accordance with State and local laws 
• Duties as directed by the Town Manager and in accordance with State and local laws 
• Day and night patrol duty – protecting businesses and homes 
• Directing traffic and enforcing traffic laws of the State and Town 
• Enforce parking another appropriate ordinance and issuing citations for violation of said laws 
• Maintain a daily log and other administrative documents as required and directed.   
• Prepare and submit reports and documentation to the Commonwealth of Virginia as required 
• Responsible for the maintenance, operation, repair and cleaning of all police vehicles 
• Responsible for appropriate functioning of all equipment used by the police force 
• Supervise all personnel of the police force, paid and volunteer 
• Develop and maintain close working relationship with Caroline County Sheriff and Deputies 
• Assist Caroline County Sheriff’s Department upon request and in emergencies 
• Conduct crime prevention and police public relations activities 
• Prepare and conduct training for auxiliary officers as required.  This includes annual weapons 

qualification program and ensuring that auxiliary officers maintain an appropriate level of 
physical fitness 

• Check Town Hall after events and secure building and parking area 
• Evidence protection and record keeping as required 

 
EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY CONDITIONS 

 
All Town employees are subject to being assigned to specific positions and tasks during a “Declared 
Emergency” as support personnel, by the Town Manager. Once assigned, this would be the same as a 
regular work assignment and all policies and procedures for duty assignments apply.  
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JOB LOCATION AND CONDITIONS: 
 
Duties are performed indoors in an office and at assigned Town location outdoors in all types of weather 
conditions. Occasionally responds to after-hours calls on nights, weekends, and holidays, if needed. 

 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 
A working knowledge of Federal, State and local statutes and laws related to police activities.  The 
Chief of Police shall be certified and shall qualify in appropriate areas of police activity and 
investigation.   
 
EDUCATION AND EXPERIENCE: 
Possession of a high school diploma/GED and four (4) years of experience in law enforcement, with 
one (1) to two (2) years of supervisory experience or any equivalent combination of training and 
experience which provides the required skills, knowledge and abilities. 

NECESSARY SPECIAL QUALIFICATIONS: 

A Virginia Law Enforcement Certificate is required. Prefer candidates who have completed nationally 
recognized advanced leadership training, such as the FBI National Academy or similar program. 
Experience with a Town or County law enforcement agency is also highly preferred, as is experience at 
the level of chief, assistant/deputy chief or equivalent. 

 
 
To perform this job successfully, an individual must be able to perform each essential job function satisfactorily. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the primary job functions herein described. 
Since every duty connected with this position may not be described herein, employees may be required to perform duties not 
specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performing of 
their duties just as though they were actually written out in this job description.
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PHYSICAL REQUIREMENTS: 
 

C= Continuous – over 6 hours a day 
F= Frequent – between 3 and 6 hours a day 

O= Occasional – less than 3 hours a day 
I= Intermittent–several times a week/month 

P= Periodic – several times a year 
N/A= Not applicable to position 

 

 
 
 
 
 
 
 
 
 
 
 
 

LIFT/CARRY C F O I P N/A 

1 to 10 lbs. ☒ ☐ ☐ ☐ ☐ ☐ 
11 to 20 lbs. ☐ ☒ ☐ ☐ ☐ ☐ 
21 to 50 lbs. ☐ ☐ ☒ ☐ ☐ ☐ 
51 to 75 lbs. ☐ ☐ ☐ ☐ ☒ ☐ 

76 to 100 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 
 

EQUIPMENT USAGE & 
OPERATION C F O I P N/A 

Standard Office Equip. ☐ ☐ ☒ ☐ ☐ ☐ 
Motor Vehicle ☐ ☒ ☐ ☐ ☐ ☐ 

Vehicle requiring CDL ☐ ☐ ☐ ☒ ☐ ☐ 
Other (explain) ☐ ☐ ☐ ☐ ☐ ☒ 

 

MOVEMENT C F O I P N/A 

Carrying ☐ ☒ ☐ ☐ ☐ ☐ 
Bend/Stoop/Twist ☐ ☒ ☐ ☐ ☐ ☐ 

Kneel/Crawl ☐ ☐ ☒ ☐ ☐ ☐ 
Reach Above 

Shoulders ☐ ☐ ☐ ☒ ☐ ☐ 
Reach Below 

Shoulders ☐ ☐ ☒ ☐ ☐ ☐ 
Grasp/Squeeze ☐ ☒ ☐ ☐ ☐ ☐ 

Climb Stairs/Ladder ☐ ☐ ☐ ☒ ☐ ☐ 
Uneven Walking 

Surface ☐ ☐ ☒ ☐ ☐ ☐ 
Even Walking 

Surface ☐ ☒ ☐ ☐ ☐ ☐ 
 

ENVIRONMENT C F O I P N/A 

Indoors ☐ ☐ ☒ ☐ ☐ ☐ 
Outdoors ☐ ☒ ☐ ☐ ☐ ☐ 

Extreme Heat ☐ ☐ ☐ ☒ ☐ ☐ 
Extreme Cold ☐ ☐ ☐ ☒ ☐ ☐ 

Dusty ☐ ☒ ☐ ☐ ☐ ☐ 
Excessive Noise ☐ ☒ ☐ ☐ ☐ ☐ 
Other (explain) ☐ ☐ ☐ ☐ ☐ ☒ 

 

WORK WITH/NEAR C F O I P N/A 

Machinery ☐ ☐ ☒ ☐ ☐ ☐ 
Electricity ☐ ☐ ☐ ☒ ☐ ☐ 

Power Tools ☐ ☐ ☒ ☐ ☐ ☐ 
Chemicals ☐ ☐ ☐ ☒ ☐ ☐ 

Fumes ☐ ☐ ☐ ☒ ☐ ☐ 
Heights ☐ ☐ ☐ ☐ ☒ ☐ 

 

PUSH/PULL C F O I P N/A 

1 to 10 lbs. ☒ ☐ ☐ ☐ ☐ ☐ 
11 to 20 lbs. ☐ ☒ ☐ ☐ ☐ ☐ 
21 to 50 lbs. ☐ ☐ ☒ ☐ ☐ ☐ 
51 to 75 lbs. ☐ ☐ ☐ ☒ ☐ ☐ 

76 to 100 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 
 

 
VISION REQUIREMENTS 

(Check all that apply) 

Depth Perception ☒ 

Color Vision ☒ 

Peripheral Vision ☒ 

Uncorrected/Corrected vision 
20/40 or better in one or both 
eyes; 100 degrees, or better, 

horizontal vision in one or both 
eyes 

 
☒ 

 

ENDURANCE C F O I P N/A 

Stationary Position 
(stand or sit) ☐ ☒ ☐ ☐ ☐ ☐ 

Move, Traverse 
(walk) ☐ ☒ ☐ ☐ ☐ ☐ 

Operate, Activate, 
Use, Prepare, 
Inspect, Place, 
Detect, Position 

(use of 
hands/fingers) 

 
☐ 

 
☒ 

 
☐ 

 
☐ 

 
☐ 

 
☐ 
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PRESENTER: Reese Peck PRESENTER TITLE: Town Manager 
 
AGENDA ITEM:  IV (D) Town Council Meeting Schedule for Calendar Year 2018 

 
BACKGROUND / SUMMARY:  
 
The 2018 meeting schedule reflects changing the Council’s starting time from 7:30 pm to 7:00 
pm.  

 
 
 
 

ATTACHMENTS: 
 
 Town Council Meeting Schedule for Calendar Year 2018 
 

REQUESTED ACTION: 
 

 Approve attached Town Council Meeting Schedule for Calendar Year 2018 
 

FOR MORE INFORMATION, CONTACT: 
Phone #:804-633-6212 
Email:Townmanager@townofbowlinggreen.com 

 Name: 
Reese Peck  

 
 
 

FOR USE DURING MEETING  VOTE:  PASS
 

  NOT PASSED 
Y N Y N     
  Coleman   McDearmon    

 
 
 
 
 
 
 
 
 
 
 
 
 

 

  Davis   Wright    
  Gaines   Gibson 
  Hauser   Satterwhite 

 
Form updated 4-17 by ARP 

 

          
         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: December 7, 2017 
Agenda Item: IV (D) Town Council 
Meeting Schedule for Calendar Year 
2018 
 
 
 
 
 
 
 
 

 



 

TOWN COUNCIL 

 TOWN OF BOWLING GREEN 

VIRGINIA 

 
MONTHLY MEETING SCHEDULE FOR 2018 

 

     
 

Month 
 

Date 
 

 
Type 

 
Time 

 
Place 

January Thursday, January 4th  Regular 7:00PM Town Hall 
February Thursday, February 1st  Regular/Budget 7:00PM Town Hall 
March Thursday, March 1st  Regular /Budget 7:00PM Town Hall 
April Thursday, April 5th  Regular 7:00PM Town Hall 

 Thursday, April 19th
 Budget 7:00PM Town Hall 

May Thursday, May 3rd  Regular 7:00PM Town Hall 
June Thursday, June 7th  Regular 7:00PM Town Hall 
July Thursday, July 5th  Regular 7:00PM Town Hall 
August Thursday, August 2nd  Regular 7:00PM Town Hall 
September Thursday, September 6th  Regular 7:00PM Town Hall 
October Thursday, October 6th

 Regular 7:00PM Town Hall 
November Thursday, November 1st  Regular 7:00PM Town Hall 
December Thursday, December 6th  Regular 7:00PM Town Hall 

 
 
 
 
 
 
NOTE: 
The Town Council Meeting Room is located in the Town Hall on 117 Butler Street in Bowling 
Green. 

 
 



 
 
 
 
 
 
 

TYPE OF AGENDA ITEM: PURPOSE OF ITEM: 
 CONSENT AGENDA  INFORMATION ONLY 
 PRESENTATION  DISCUSSION ONLY 
 ACTION ITEM DISCUSSION AND/ OR DECISION 
 TOWN MANAGER & STAFF COMMENTS  Introduction Resolution 
 PUBLIC HEARING  Ordinance  Grant/ MOU 

 Duly Advertised  By Motion  Bylaws 
 Certificate 

 
 

PRESENTER: Reese Peck PRESENTER TITLE: Town Manager 
 
AGENDA ITEM:  Authorize Town Manager to Advertise for a Public Hearing on Planning 
Commission Composition, Appointments, Compensation and Removal. 
 
BACKGROUND / SUMMARY: In recent months the Planning Commission has lost 3 members 
leaving only 4 members on the Commission. The vacancies have been advertised but no interest 
from the public has been received. With only 4 of 7 seats being filled, a quorum can be hard to 
maintain. If only one member is unable to attend, the meeting must be canceled. A Public Hearing in 
November had to be canceled due to lack of a quorum. Reducing the Planning Commission from 7 to 
5 will alleviate this problem. An ordinance be passed to make this change. 

 
 
 

ATTACHMENTS: 
  Proposed Public Hearing Advertisement 
 
 

REQUESTED ACTION: 
 

Authorize Town Manager to Advertise for a Public Hearing on Planning Commission 
Composition, Appointments, Compensation and Removal. 

 
 

FOR MORE INFORMATION, CONTACT: 
Phone #:804-633-6212 
Email:Townmanager@townofbowlinggreen.com 

 Name: 
Reese Peck  

 
 
 

FOR USE DURING MEETING  VOTE:  PASS
 

  NOT PASSED 
Y N Y N     
  Coleman   McDearmon    

 
 
 
 
 
 
 
 

  Davis   Wright    
  Gaines   Gibson 
  Hauser   Satterwhite 

Form updated 4-17 by ARP 

 

          
         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: December 7, 2017 
Agenda Item: IV. Consent Agenda 
                       E. Planning Commission 
Public Hearing Advertisement 
 
 
 
 
 
 
 
 
 

 



NOTICE OF PUBLIC HEARING 
ON A PROPOSED ORDINANCE REGARDING THE 

COMPOSITION, APPOINTMENTS, COMPENSATION AND REMOVAL OF THE 
TOWN’S PLANNING COMMISSION MEMBERS  

BY THE TOWN OF BOWLING GREEN, VIRGINIA 
 
 

The Council of the Town of Bowling Green, Virginia (the “Council”) will hold a 

public hearing on the Town of Bowling Green Planning Commission’s composition, 

appointments, compensation and removal of its members. The public hearing, which may be 

continued or adjourned and at which persons may appear and present their views on the 

proposed ordinance, will be held at 7:00 p.m. on January 1, 2018, or as soon after that time 

as the matter may be heard, before the Council in the Town Hall, located at 117 Butler Street 

Bowling Green, Virginia. If special accommodations are needed in order to participate, 

please contact the Town Manager in advance of the meeting. 

A complete copy of Ordinance Number O-2018-001 is available for public inspection 

weekdays from 9:00 AM until 5:00 PM at the Bowling Green Town Hall, 117 Butler Street, 

Bowling Green, Virginia, 22427.  Questions about the proposed ordinance may be directed to 

A. Reese Peck, Town Manager. 804-633-6212 

 
[To be published on December 21 and 28, 2017] 

 
 
 



 
 
 
 
 
 
 

TYPE OF AGENDA ITEM: PURPOSE OF ITEM: 
CONSENT AGENDA  INFORMATION ONLY 
 PRESENTATION DISCUSSION ONLY 
 ACTION ITEM DISCUSSION AND/ OR DECISION 
 TOWN MANAGER & STAFF COMMENTS  Introduction Resolution 
 PUBLIC HEARING  Ordinance  Grant/ MOU                         
         Duly Advertised  By Motion  Bylaws 

 Certificate 
 

PRESENTER: Reese Peck PRESENTER TITLE: Town Manager 
 
AGENDA ITEM:  IV (F) December 2017 and Calendar Year 2018 Holiday Schedule 

 
BACKGROUND / SUMMARY:  
 
The Town offices have been following the “Virginia State Holiday Schedule” rather than the one 
referenced in Town’s Personnel Manual.  Until I can update the Personnel Manual to reflect the 
Town’s current practices, I am requesting the Town Council to ratify the use of the state 
schedule from now until the end of 2018. 

 
 
 

ATTACHMENTS: 
 
 Proposed Holiday Schedule 
 

REQUESTED ACTION: 
 

 Approve attached Holiday Schedule. 
 

FOR MORE INFORMATION, CONTACT: 
Phone #:804-633-6212 
Email:Townmanager@townofbowlinggreen.com 

 Name: 
Reese Peck  

 
 
 

FOR USE DURING MEETING  VOTE:  PASS
 

  NOT PASSED 
Y N Y N     
  Coleman   McDearmon    

 
 
 
 
 
 
 
 
 
 
 
 
 

  Davis   Wright    
  Gaines   Gibson 
  Hauser   Satterwhite 

 
Form updated 4-17 by ARP 

 

          
         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: December 7, 2017 
Agenda Item: IV (F) December 2017 
and Calendar Year 2018 Holiday 
Schedule 
 
 
 
 
 
 
 
 

 



Town of Bowling Green December 2017  
And  

Calendar Year 2018 Holiday Schedule 
 
 

2017 
 

DECEMBER 22 
4 hours additional holiday time 

DECEMBER 25 
Christmas 

DECEMBER 26 
8 hours additional holiday time 

 
2018 

 
JANUARY 1 

New Year’s Day 
JANUARY 2 

8 hours additional holiday time 
JANUARY 12 

Lee-Jackson Day 
JANUARY 15 

Martin Luther King, Jr. Day 
FEBRUARY 19 

George Washington Day 
MAY 28 

Memorial Day 
JULY 4 

Independence Day 
SEPTEMBER 3 

Labor Day 
OCTOBER 8 

Columbus Day 
NOVEMBER 12 

Veterans Day (observed) 
NOVEMBER 21 

4 hours additional holiday time 
NOVEMBER 22 

Thanksgiving 
NOVEMBER 23 

Day After Thanksgiving 
DECEMBER 24 

8 hours additional holiday time 
DECEMBER 25 

Christmas 
DECEMBER 31 

8 hours additional holiday time 



































































 

Town of Bowling Green – Police Department 
Council Monthly Report/Project Update 
For November 2017 

Prepared By: Chief David Lipscomb  Date: 11/30/17 
Additional and/or Support Materials Attached:  Yes X No   

 

  
 Activity Report:  
BGPD 48 total calls  
CCSO 12 Summons issued, 4 calls for service   
 
Officer Honeycutt: 
1 Summons 
1 Verbal warning  
 
Chief Lipscomb:  
35 Summons issued 
5 Verbal warnings given 
1 Drug possession arrest 
1 Embezzlement arrest (Food Lion $520) 
2 Driving without a license  
2 Alarm calls  
All evidence left by prior administrations has been destroyed  
Took Delivery of new police SUV  
 
 
 
 
   
Surplus of Items no longer being utilized: 
2003 Crown Victoria Police Interceptor has been turned over to public works.  

 
  Old speed trailer has been removed for BGPD building awaiting sale.  
Pending Actions:  
Cleaning of BGPD building to prepare for painting this winter. Several loads of garbage taken to 
landfill.  

 
  Creation on an operations manual (SOP) to maintain working guidelines for all police employees.  
  Liability issue.  Working with CCSO and Ashland Police Department  
 
  Updating and creation of forms utilized for police activity.  
 
  Purchase and updating of police equipment. (gun belt, holster, duty gear and uniforms) Most  
  items have already been received.  
 
 
 
 



 

Decisions Needed: 
1. Need one new computer. (Currently working two units on the same Toughbook)  
2. Need new issued firearms. Current model Glock model 21 is not interchangeable with other 

agencies. Officer safety issue. Current models are old and becoming increasingly worn. See attached 
proposal.  

3. Need one new intoximeter for DUI enforcement. (Only one owned by BGPD) 
4. Part time clerical help for the creation of operations manual and DCJS certifications.  

 
Heads Up Items:  
 
No recent sex offenders found on VSP public website  
 
Christmas Parade on 12/16 
 
Start planning process for next budget and the implementation of full time police chief position.  
 

The employees of Bowling Green, Virginia are committed to providing the highest quality service to the 
community as directed by the Town Council within the constraints of the town’s resources and will do so 

without regard to personal gain or privilege. 
 





 

 
Town of Bowling Green – Clerk/Treasurer’s  
Council Monthly Report/Project Update 
For November 2017 

Prepared By: Melissa Lewis Date: 12/1/17 
Additional and/or Support Materials Attached:  Yes X No   

 

Ongoing: 
- Working with Caroline County Commissioner of the Revenue to find a solution for a glitch 
that was discovered in the transfer of tax records form the County to the Town. The 
Commissioner’s office is conducting an audit to capture all records that were missed. 
- Real Estate and Personal Property Taxes are due Tuesday December 5th and we have 
received high volumes of in-person inquires and payments. 
- Attended online training with Taxing Authority Consulting Services (TACS) to begin the 
process of delinquent collections. 
- Working with Pam Webb, Treasurer of Bath County, to organize a BAI Treasurers’ User 
Group quarterly meeting to be held at Town Hall in March. BAI Treasurers’ User Group is 
an organization made up of localities to share info and insight in using the Treasurer’s 
module of BAI Municipal Software (Bright Accounting). 

  - Responding to public in-person, telephone, and email inquiries regarding taxes, utilities, 
zoning, and other miscellaneous inquiries and complaints. 
 - Entering Work Orders into Mobile 311. 
 - Working with Town Manger to make Journal Entries and Budget Transfers. 
 - Preparing delinquent BPOL and Meals Tax letters using letter templates supplied by the 
Town Attorney. I will be supplying the Town Attorney with a list of recipients and updating her 
on the statuses.  
 - Reviewing and posting Accounts Payable transactions prepared by the Accounts Clerk. 
 - Reviewing and posting Accounts Receivable transactions prepared by the Accounts Clerk. 
 - Reviewing and reconciling bank deposits prepared by the Accounts Clerk. 
 - Maintaining list of Agenda items for Town Council, Planning Commission, and EDA 
 - Preparing Packets for monthly Town Council, Planning Commission, and EDA 
  
Pending Actions:  
None. 
Decisions Needed: 
None. 
 
Heads Up Items: 

- A supplemental tax billing will be sent out in February or March to those resident’s whose 
records were missed in the original 2017 Tax book sent by Caroline County. 
 

Reminder: The night of the meeting an Expense Summary report will be placed on the table. 
The report is to inform Council of our current Budget status and will be produced monthly the 
day of the Council Meeting to give the most up to date figures. 

The employees of Bowling Green, Virginia are committed to providing the highest quality service to the 
community as directed by the Town Council within the constraints of the town’s resources and will do so 

without regard to personal gain or privilege. 

 



TOWN HALL RENTALS 
 

November   2017 
 
 

#USES  NAME OF USER    ACTIVITY                FEES 
 
19   Activities Program    Yoga/Pitaiyo     430.00 
 
 1  Bailey, Kelly     Wedding Reception    600.00
               
 1  Key, Lamar    Wedding Reception    600.00
        
 1  Fells-Rollins, JoWanda  Thanksgiving Dinner   575.00  
 
 1  Johnson, Sabrina   Baby Shower    150.00 
             
 1  Town Council Meeting  Meeting     N/C 
  
 1  Fredericksburg Area Realtors  Meeting     N/C 
  
 1  General Election   Meeting     N/C 
 
 1  Personnel Committee   Meeting     N/C 
 
  
   
    
      
 
 
               
    
  
   
______________________________________________________________________________ 
 
27                                                        Total                                                                  $2355.00 
  
  



 

Town of Bowling Green – Public Works 
and Utilities Council Monthly 
Report/Project Update 
For November 2017 

Prepared By: Billy Deavers Date: November 30, 2017 
Additional and/or Support Materials Attached:  Yes  No X  

 
 
 

Ongoing: 
 
Wastewater Operations: 

     ●   Cold weather and fluctuating temperatures have created some operational issues  
           and personnel are working hard to increase pH and monitor Dissolved oxygen to  
           Ensure constant compliance 
 
Water Operations: 

      ●   Well # 1 is in process of having pump replaced, should be completed the 1st week of                        
          December 
Public Works: 
• Still working on leaf collection 
• Christmas decorations just came in and will be up within the week 
• Repaired the ditch that was washing out at Maury Heights lift station 

Completed: 
 
Wastewater Operations: 

• Plant personnel filled holes and low spots with fill dirt and seed.  Everything is  
     Coming in nicely     
 

Water Operations: 
• Leak repaired at Heritage Pines 
• Leak repaired at Travis St 
●   Leak repaired at Elm St 
●   Leak repaired at Hoomes Circle 

 

Heads up: 
• Plant Operator Nik Reidl passed his Wastewater class 4 exam 
• Chevrolet Blazer will be surplused, going up for bid 
. 

 



Town of Bowling Green – Town Manager Town 
Council Monthly Report/Project Update 
For November 2017 

Prepared By: A. Reese Peck Date: 11/30/17 

Additional and/or Support Materials Attached:  Yes No x 

Meetings Attended: 
Town Council: November 2nd regular meeting. 

Town Council Subcommittee:  Safety and Personnel. 

Commission and Authority Meetings: Planning Commission and EDA meeting canceled. 

Other Meetings:  Downtown Building Owners Workgroup 

Main Street & Commercial Corridor Revitalization: 
EDA/Downtown Building Owners Work Group met. 

Planning/Zoning/Siting Issues: 
Minor Events Text Amendment Planning Commission public hearing set for November 20, 2017 cancelled due 
to a lack of a quorum. Public Hearing rescheduled for December 18, 2017. 

Other: 

Pending Actions: 
Sign ordinance and purchase order guidelines. 

Decisions Needed: 

Approval of Town Holidays, approval of 2018 meeting schedule, approval of Part-Time Office 
Assistant and Police Chief job descriptions and authorization to advertise for a Public 
Hearing on Planning Commission Composition, Appointments, Compensation and Removal. 

Heads Up Items:  

The employees of Bowling Green, Virginia are committed to providing the highest quality service to the 
community as directed by the Town Council within the constraints of the town’s resources and will do so 

without regard to personal gain or privilege. 
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