
BOWLING GREEN TOWN COUNCIL MEETING 
 A G E N D A 

 
April 5, 2018 

7:00 P.M.  
 

I. CALL TO ORDER AND QUORUM ESTABLISHED: 
 

II. DELEGATIONS: 
 
III.     PUBLIC HEARINGS: 

(1)     A. Proposed FY19 Water and Sewer Rates  
(2)     B. O-2018-003 -  To amend Chapter 1 – General Provision of the Town Code 
to add a section to collect an electronic summons system fee. 
 

  IV. PUBLIC COMMENTS: 
 
 V. STAFF REPORTS & PRESENTATIONS: 

     (3)     A. Public Works and Utilities Report – March 2018 
     (4)     B. Police Chief’s Report – March 2018 
     (5)     C. Events Coordinator’s Report – March 2018      
     (6)     D. Clerk/ Treasurer’s Report – March 2018      
     (7)     E. Town Manager’s Report – March 2018 
     (8)     F. Town Manager’s FY 2018-FY 2019 Budget Presentation 
 

VI. CONSENT AGENDA: 
(9)    A. Bills – March 2018 
(10)  B. Minutes – March 1, 2018 Town Council Meeting 
(11)  C.  Personnel Policy Update 
(12)  D.  Job Descriptions 
(13)  E.  VML Insurance Renewal Proposal 
(14)  F.  TSYS Merchant Card Processing 

 
VII. NEW BUSINESS: 

(15) A. Designate Newspaper of Record 
(16)  B. Schedule Hearing for FY 2018-FY 2019 Budget & Utility Rates 
(17)  C. Schedule Public Hearing for O-2018-004 – An ordinance allowing annual 
public utility and tax rates to be set annually as part of the Town’s budget process 
and to increase the water reconnection fee. 
 (18) D.    Schedule Public Hearing for O-2018-005 – An ordinance to repeal and 
replace the Town’s sign ordinance. 
(19)  E. R-2018-001 – USDA Resolution of Governing Body  

  
VIII. REPORT OF COUNCIL COMMITTEES/MEMBER COMMENTS: 
    

IX. INFORMATIONAL ITEMS: 
(20)  A.    Invitation to Local Heroes Awards  

 

 X.     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: Reese Peck PRESENTER TITLE: Town Manager 

AGENDA ITEM:  III A- Public Hearing Proposed FY19 Water and Sewer Rates 
BACKGROUND / SUMMARY:  

 

ATTACHMENTS: 
Public Hearing Advertisement run in Caroline Progress 3/22 & 3/29/18 

  REQUESTED ACTION: 
Approve rates for use in FY 2019 Proposed Budget 

 

FOR MORE INFORMATION, CONTACT: 

Phone #:804-633-6212 

Email:Townmanager@townofbowlinggreen.com 

  

Name: 

Reese Peck  

 
 
 

FOR USE DURING MEETING  VOTE:  PASS
ED 

  NOT PASSED 
Y N Y N     
  Coleman   McDearmon    

 
 
 
 
 
 
 

  Davis   Wright    

  Gaines   Gibson 

  Hauser   Satterwhite 

Form updated 4-17 by ARP 

 

Residential Commercial 

In-Town In-Town 

  Water Sewer   Water Sewer 

Base $5 $17 Base $10 $37 

Capital Charge $9 $9 Capital Charge $9 $9 

Administrative $1 $1 Administrative $1 $1 

0-4,000 $1.52 $9.55 0-4,000 $1.52 $9.55 

4,000-8,000 $1.83 $9.85 4,000-8,000 $1.83 $9.85 

8,000-10,000 $4.25 $10.13 8,000-10,000 $4.25 $10.13 

Over 10,000 $4.86 $11.00 Over 10,000 $4.86 $11.00 

            

Out-of-Town Out-of-Town 

  Water Sewer   Water Sewer 

Base $20 $35 Base $20 $35 

Capital Charge $9 $9 Capital Charge $9 $9 

Administrative $1 $1 Administrative $1 $1 

0-4,000 $1.52 $9.55 0-4,000 $1.52 $9.55 

4,000-8,000 $1.83 $9.85 4,000-8,000 $1.83 $9.85 

8,000-10,000 $4.25 $10.13 8,000-10,000 $4.25 $10.13 

Over 10,000 $4.86 $11.00 Over 10,000 $4.86 $11.00 

            

          

         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: April 5, 2018 
Agenda Item: III A- Public Hearing 
Proposed FY19 Water and Sewer Rates 
 
 
 
 
 
 
 
 
 

 



Town of Bowling Green, Virginia 
Notice of Public Hearing 

Proposed Fiscal Year 2019 Water and Sewer Rates 
 

A public hearing will be held by Town Council on Thursday, April 5, 2018, beginning at 7:00 PM in the 
Bowling Green Town Hall, 117 Butler Street, Bowling Green, Virginia, to receive comments on the proposed 
Water and Sewer Rates for Fiscal Year 2019.  All interested persons are encouraged to attend the meeting and 
provide comments.  If special accommodations are needed in order to participate, please contact the Town 
Manager in advance of the meeting.  

 
Proposed Monthly Rates 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The proposed FY 2019 rates are 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 rates may 
be directed to A. Reese Peck, Town Manager. 804-633-6212 
 
A. Reese Peck 
Town Manager 

Residential Commercial 

In-Town In-Town 

  Water Sewer   Water Sewer 

Base $5 $17 Base $10 $37 

Capital Charge $9 $9 Capital Charge $9 $9 

Administrative $1 $1 Administrative $1 $1 

0-4,000 $1.52 $9.55 0-4,000 $1.52 $9.55 

4,000-8,000 $1.83 $9.85 4,000-8,000 $1.83 $9.85 

8,000-10,000 $4.25 $10.13 8,000-10,000 $4.25 $10.13 

Over 10,000 $4.86 $11.00 Over 10,000 $4.86 $11.00 

            

Out-of-Town Out-of-Town 

  Water Sewer   Water Sewer 

Base $20 $35 Base $20 $35 

Capital Charge $9 $9 Capital Charge $9 $9 

Administrative $1 $1 Administrative $1 $1 

0-4,000 $1.52 $9.55 0-4,000 $1.52 $9.55 

4,000-8,000 $1.83 $9.85 4,000-8,000 $1.83 $9.85 

8,000-10,000 $4.25 $10.13 8,000-10,000 $4.25 $10.13 

Over 10,000 $4.86 $11.00 Over 10,000 $4.86 $11.00 

            



 
 
 
 
 
 
 

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:  III B - O-2018-003 - To amend Chapter 1 – General Provision of the Town Code to 
add a section to collect an electronic summons system fee. 
 
BACKGROUND / SUMMARY: Ordinance to allow the Town to collect a $5 fee for each summons 
issued by the Bowling Green Police Department as allowed by State code. 
 
 
 
 
 
 
 

 
ATTACHMENTS: 
Public Hearing Advertisement run in Caroline Progress 3/22 & 3/29/18. 
Draft Ordinance. 

   
REQUESTED ACTION: 
 
Approve ordinance as proposed 

 

FOR MORE INFORMATION, CONTACT: 

Phone #:804-633-6212 

Email:Townmanager@townofbowlinggreen.com 

  

Name: 

Reese Peck  

 
 
 

FOR USE DURING MEETING  VOTE:  PASS
ED 

  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: April 5, 2018 
Agenda Item: III B - O-2018-003 - To 
amend Chapter 1 – General Provision of 
the Town Code to add a section to collect 
an electronic summons system fee. 
 
 
 
 
 
 
 
 
 

 



BOWLING GREEN TOWN COUNCIL
PUBLIC HEARING

The Bowling Green Town Council will conduct a 
public hearing on Thursday, April 5, 2018, at 7:00 
PM in Town Hall, 117 Butler Street.  The purpose of 
the hearing will be for the Council to receive public 
comment on and consider the following matter:

Amend Chapter 1 – General Provision of 
the Town Code to add a section to collect 
an electronic summons system fee.

All interested persons may attend the hearings and 
be heard.  Copies of the proposals are available for 
review in Town Hall during business hours.  Any per-
son requiring assistance in order to participate in the 
hearings is asked to contact the Town Manager in 
advance so appropriate arrangements can be made.

A. Reese Peck
Town Manager



 

 

ORDINANCE NO. O-2018-003 
ELECTRONIC SUMMONS SYSTEM FEE 

 
 
BE IT ORDAINED pursuant to Va. Code § 17.1-279.1 on this 5th day of April, 

2018, that the Bowling Green Town Code shall be amended by adding Section 1-113, to 
read in its entirety as follows: 

 
“Section 1-113. ELECTRONIC SUMMONS SYSTEM  
 

The respective Clerks of the General District Court and the Clerk of the Circuit 
Court of the Caroline County shall initially assess and collect an additional sum of $5.00 as 
part of the costs in each criminal or traffic case in the district or circuit courts located within 
its boundaries in which the defendant is charged with a violation of any statue or ordinance.  

 
The Bowling Green Town Council shall, on an annual basis, review the fee, and if 

sufficient funds are available to maintain the system, the fee shall be adjusted to an amount 
that provides an amount to cover maintenance and replacement cost. The assessment shall 
be collected by the Clerk of each of the respective courts, which shall be remitted to the 
Town Treasurer. The Treasurer shall maintain a separate internal record, and funds shall be 
held by such Treasurer subject to disbursements by the governing body to purchase and 
maintain an electronic summons system.  
 

All funds received by the Town as a result of this section may be appropriated by the 
governing body for disbursements for an electronic summons system located within the 
Town of Bowling Green solely to fund software, hardware, associated equipment costs for 
the development, maintenance, and installation of an electronics summons system. The 
funds shall be held by the Treasurer until such funds are adequate as determined by the 
Town Manager to fully implement the electronic summons system.”  
 
Adopted this __ day of __________, 2018 by a recorded vote as follows:  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

§ 17.1-279.1. Additional assessment for electronic summons system. 

 

Any county, city, or town, through its governing body, may assess an additional sum not in 
excess of $5 as part of the costs in each criminal or traffic case in the district or circuit courts 
located where such cases are brought in which the defendant is charged with a violation of 
any statute or ordinance, which violation in the case of towns arose within the town. The 
imposition of such assessment shall be by ordinance of the governing body, which may 
provide for different sums in circuit courts and district courts. The assessment shall be 
collected by the clerk of the court in which the action is filed, remitted to the treasurer of the 
appropriate county, city, or town, and held by such treasurer subject to disbursements by the 
governing body to a local law-enforcement agency solely to fund software, hardware, and 
associated equipment costs for the implementation and maintenance of an electronic 
summons system. The imposition of a town assessment shall replace any county fee that 
would otherwise apply. 

 



 

Town of Bowling Green – Public Works 
and Utilities Council Monthly 
Report/Project Update 
For March 2018 

Prepared By: Billy Deavers Date: March 29, 2018 
Additional and/or Support Materials Attached:  Yes X No   

 
 
 

Ongoing: 
 
Wastewater Operations: 

     ●   White Oak Electric working on Control Panel and communication errors on UV Lights 
 Some parts still on order.   
     ●    Continuing to work on sludge drying beds to keep solids inventory 
 Low 
 
 
Water Operations: 

      ●  Working on Lead and Copper Materials Survey for VDH 
      ●  Chlorine Pumps being Repaired at Well #1 
 
Public Works: 

• Shawn and Frank have attended classes, and will soon test to obtain Pesticide  
Applicator License 

Completed: 
 
Wastewater Operations: 

• Pumps at Heritage Pines Lift Station have been pulled and de-ragged, Wetwell  
Was pumped prior, to remove large amounts of rags and build up 
●  New Alternator switch was installed on Bowling Green Meadows Lift Station 
●  Had Sand Filter #3 Reject line jetted and filter back online 
●  Billy and Alicia attended DEQ’s Permit Reporting Class 
   
 
 

Water Operations: 
• All Hydrants have been flushed 
●   Meters were read March 5th and 6th 
 
 

 

Heads up: 
 

        ●. Propane Service has been switched from Amerigas to E.M.Gray and Son.  
Tanks switched out at Town Hall and The WWTP 

 





 

Town of Bowling Green – Police Department 
Council Monthly Report/Project Update 
For March 2018 

Prepared By: Chief David Lipscomb  Date: March 30, 2018 
Additional and/or Support Materials Attached:  Yes X No   

 

  
 Activity Report:  
 
Total Calls for service: 24 
 
BGPD 18 total calls for service. One of which required an incident-based report. One mental subject turned  
 
Officer Honeycutt: 
6 none reportable calls for service 
1 reportable call for service. (Vandalism)  
1 attempted suicide transport 
7 summonses issued 
 
Chief Lipscomb:  
17 calls for service (none reportable)  
70 Summonses issued (Speeding, Expired Inspections, Defective Equipment, Seat Belt) 
12 Verbal warnings given, 7 Fire Lane Warnings  
2 Driving Suspended 
2 Alarm call 
2 FMCSA commercial vehicle inspection was conducted with the vehicle being placed out of service for 
critical safety violations. One of which had to towed due to lack of brake application.  
 
 
Assisted Virginia State Police with a motor vehicle crash at the intersection of Rt. 301 and Broaddus Ave. 
Crash involved two vehicles with injuries requiring medical transport.  
 
Attended weekly staff meetings.  
 
Attended two-day in-service for commercial motor vehicle inspectors. Training was located in Chesterfield 
and was conducted by the Virginia State Police. All inspectors are required to attend this in-service once a 
year to remain certified 
 
Conducted traffic enforcement throughout the Town.  
 
Conducted extra patrols of Town resident’s homes who advised they were on vacation.  
 
Attended four-day training in Henrico. This training was specific to new chiefs / deputy chiefs. This training 
was conducted by the VACP. Focus areas included political environments, budget development & 
management, freedom of information, law and order, fair labor act, Americans with disabilities  
act, Family medical leave act, things to do first for new police chiefs, ethics & personnel actions, building 
organizational safety, media relations, and legislative updates.  
 



Purchased new summons booklets for traffic enforcement. The last time these documents were ordered 
was in 2014. These booklets were purchased through a new vendor as a cost saving measure.  
 
Met with CCSO personnel in reference to their armored personnel carrier and the toxic exhaust that has be 
emitted into the Town Police building when they start it up.  
 
Started a log and sign-up sheet used for logging Town Hall events that include alcohol.  
 
Continued process of refurbishing the Town’s parking violation documents.  
 
Advised a citizen in reference to his trailer being parked on Main St. The trailer was removed and the 
citizen was educated on the Town’s ordnance requiring vehicles left more than 24 hours to be removed. No 
enforcement action was required.  
 
Met with several candidates wishing to become auxiliary officers. Started the background process for one 
candidate.  
 
Obtained several quotes for purchase of records management system. (See attached)  
 
Washed and vacuumed patrol SUV three times per week.  
 
Met with personnel in preparation of National Night Out in August.  
 
Conducted more research in relation to 599 funding and specific requirements related to securing this 
funding.  
 
Researched available grants available for federal, state, and corporate sources.  
 
Began planning process for National Night Out.  
 
Checked Virginia State Police sex offender registry for new entries. None located.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Surplus of Items no longer being utilized: 
 
Nothing to report.  

 
 
 



 
 
Pending Actions:  

Secure funding for the purchase of police equipment to be utilized by auxiliary officers as we 
incorporate this program into existence. 
 
Secure funding to revamp our parking summons. (Currently none exist)  
 
Police building renovations still in progress.  
 
 
 
Decisions Needed: 

 

Ordinance for the acceptance of $5 fee associated with summons fee for electronic software used for 

electronic summons equipment. State code allows this fee which is currently being charged on all 

summons issued by BGPD. This is money set aside by the state and not a cost issue to the Town. Currently 

these monies are going to the county. Forwarded county ordinance to Town Manager for review.  

 

Decision needed on full time police chief position.  See attached Virginia Code 9.1-165 (Definition of police 

department) This definition pertains to 599 funding which the town presently receives in the amount of 

$26,000 a year.  

 

 

 

 

 

 

Heads Up Items:  
 
Working with Town Manager towards solution to a records management system. (RMS)  
 
 
  
 

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. 

 



§ 9.1-165. Definitions. 
 
"Police department" means that organization established by ordinance by a local 
governing body that is responsible for the prevention and detection of crime, the 
apprehension of criminals, the safeguard of life and property, the preservation of 
peace and the enforcement of state and local laws, regulations, and ordinances. 
Such department shall have a chief of police, which in the case of counties may be 
the sheriff, and such officers, privates, and other personnel as may be provided for 
in the ordinance, one sworn member of which shall be a full-time employee. All 
law-enforcement officers serving as members of such police department, whether 
full-time or part-time, and whether permanently or temporarily employed, shall 
meet the minimum training standards established pursuant to §§ 9.1-102 and 9.1-
114, unless such personnel are exempt from the minimum training standards as 
provided in §§ 9.1-113 and 9.1-116. Any police department established subsequent 
to July 1, 1981, shall also have, at a minimum, one officer on duty at all times for 
the purposes set forth above. 
 

 

http://law.lis.virginia.gov/vacode/9.1-102/
http://law.lis.virginia.gov/vacode/9.1-114/
http://law.lis.virginia.gov/vacode/9.1-114/
http://law.lis.virginia.gov/vacode/9.1-113/
http://law.lis.virginia.gov/vacode/9.1-116/










 

 
Town of Bowling Green – Clerk/Treasurer’s  
Council Monthly Report/Project Update 
For March 2018 

Prepared By: Melissa Lewis Date: 4/3/2018 
Additional and/or Support Materials Attached:  Yes X No   

 
 

Utility Billing: 
• Prepared utility bills from handheld meter readings, reviewed for accuracy, sent file to printing 

company for mailing. 
• Set up accounts for 12 new customers. 
• Researched customer accounts based on customer-initiated inquiries to determine possible 

leaks, billing errors, etc. 
• Issued work orders for replacement of meters for customers with chronic usage issues. 
• Made adjusting entries when necessary based on research of customer accounts. 
• Entered 64 work orders into Mobile 311 for Public Works and Utilities. 
• Worked with customers to understand the proposed new rate structure. 

 
 

Payroll/Human Resources: 
• Received and reviewed employee’s time cards for accuracy. 
• Prepared 3 bi-weekly payrolls to include: initiating of bank file for Direct Deposit payments, 

independent tracking of leave, preparation and distribution of direct deposit and leave 
statements to staff. 

• Reported and paid State and Federal Withholding, Social Security, and Medicare following 
each payroll. 

• Prepared, reconciled, and submitted payment to ICMA-RC for VRS Hybrid Retirement 
Employees following each payroll. 

• Prepared, reconciled, and submitted a monthly report and payment to Virginia Retirement 
System. 

• Researched and provide information to Town Manager on VRS Hybrid Disability Insurance 
program. 

• Attended training on VACORP Disability Insurance. 
• Held meeting with employees affected by new Disability Insurance and conversion of Sick and 

Annual leave to Paid Time Off Leave. 
• Met with Public Works and Utilities Superintendent and staff member regarding a personnel 

issue. 
• Reviewed Personnel Manual for discrepancies and reported findings to Town Manager. 

 
 

Treasurer/Financial: 
• Processed Real Estate and Personal Property Tax abatements issued by Caroline County and 

issued refund checks as necessary. 
• Worked extensively with CPA to provide documentation for monthly bank reconciliations for 

July 1, 207 to December 31,2017. 
• Responded to USDA’s request for financial statements to proceed with grant for Public Works 

and Utilities trucks. 
• Prepared and provided numerous FY17 general ledger, accounts payable, cash receipts, 

payroll, asset, and tax reports to CPA that is preparing Financial Statements for audit. 
• Researched and answered questions for CPA in his preparation of the Financial report. 



• Scheduled Annual Audit 
• Reviewed and posted Accounts Payable transactions prepared by the Accounts Clerk. 
• Reviewed and posted Accounts Receivable transactions prepared by the Accounts Clerk. 
• Reviewed and reconciled bank deposits prepared by the Accounts Clerk. 
• Entered and reconciled tax and utility payment made online. 
• Research and provided information to Town Manager for FY19 Budget Preparation. 
 
Town Clerk: 

• Responded to more than 800 public in-person, telephone, and email inquiries regarding taxes, 
utilities, zoning, and other miscellaneous inquiries and complaints. 

• Assisted Town Manager, Police Chief, and Public Works and Utilities staff in researching 
information pertaining to Town Code, policy, accounts payable transactions, and customer 
usage. 

• Maintained a list of Agenda items for Town Council, Planning Commission, and EDA 
• Prepared Packets for monthly Town Council, Planning Commission, and EDA 
• Prepared Meeting Minutes for Town Council Meeting. 
• Responded to VML questionnaire and provided additional information needed to obtain an 

accurate quote for insurance coverage. 
• Updated the Town’s website with current news items, meeting agendas and items, business 

license applications, Commission members. 
• Prepared and distributed letters to newly appointed and re-appointed EDA members informing 

of their need to be sworn in by the Clerk of the Circuit Court. 
• Prepared and delivered correspondence to the Clerk of the Circuit Court on EDA appointments. 
• Filed an insurance claim with VML in regards to damage to a resident’s vehicle due to a fallen 

street sign. 
• Corresponded with VML about a previously denied claim in efforts to have the claim reopened. 
• Organized kitchen store room to prepare it for use as our immediate storage area. Zoning records 

will be kept in the area for ease of access, allowing the stage storage area to remain for long 
term storage. 

 
Meeting attended: 
• March Town Council Meeting 
• 4 weekly staff meetings 
• VACORP Disability Insurance Training 
• Met with Caroline Commissioner of Revenue and Staff to discuss Supplement billing of taxes 

 

Attachments: 
 

• Town Hall Rental Report 
 
Heads Up Items: 
 
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 
 

March, 2018 
 

#USES  NAME OF USER    ACTIVITY                FEES 
 
19   Activities Program    Yoga/Pitaiyo     250.00 
 
 1  Jackson, Michelle   Baby Shower     175.00
               
 1  Escobar, Tammy   Baby Shower     175.00 
      
 1  US DEPT Census   Testing     N/C 
 
 1  Town Council Meeting  Meeting     N/C 
  
 3  Budget & Personnel Committee Meeting     N/C 
  
 1  Ordinances & Policies  Meeting     N/C 
 
 1  Planning Commission   Meeting     N/C 
 
 1  EDA     Meeting     N/C 
   
  
   
    
      
 
 
               
    
  
   
______________________________________________________________________________ 
 
29                                                        Total                                                                  $600.00 
 
 
  



 

Town of Bowling Green – Town Manager Town 
Council Monthly Report/Project Update 
For March 2018 

Prepared By: A. Reese Peck Date: 3/30/18 

Additional and/or Support Materials Attached:  Yes x No  

Meetings Attended: 
Town Council: February 1st regular meeting. 

Town Council Committees:  Ordinance and Policy Committee, Facilities, and Budget & Personnel 
(twice). 

Commission and Authority Meetings: Planning Commission and EDA meetings.  
 
Other Meetings:  Briefed Jean Davis and Mary Coleman on April’s Council packet issues. Weekly 
staff meetings.  
 

Main Street & Commercial Corridor Revitalization: 
Submitted DHCD survey to qualify for Opportunity Zone designation. 

Planning/Zoning/Siting Issues: 
 
Sign Ordinance public hearing. 
Handled two trash complaints. 
 

Other: 
 

Pending Actions: 
Sign and Homestay ordinance. 

Decisions Needed: 

Designation of official newspaper, set dates of budget work session(s) and public hearing, 
authorization to advertise Public Hearings on Budget and Rates for FY 2019 & amendment to the 
underlining ordinances. 

Heads Up Items:    
An SUP application for a Minor Event venue at Magnolia Morning Suites.  
Nominations for VLM Committee Assignments are due April 18th (see attached 
materials).  

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 

Town Council Meeting 

 

 

Date: April 5, 2018 

Agenda Item: V-F Town Manager’s 

FY 2018- FY 2019 Budget 
Presentation 

TYPE OFAGENDA ITEM: PURPOSE OF ITEM: 

 CONSENTAGENDA INFORMATION ONLY 

PRESENTATION   DISCUSSION ONLY 
 ACTIONITEM DISCUSSION AND/OR DECISION 
 TOWN MANAGER & STAFF COMMENTS Introduction  

 PUBLIC HEARING  Ordinance Grant/ MOU 
 Duly Advertised  By Motion  Bylaws 

 Certificate 

 
PRESENTER: Reese Peck PRESENTER TITLE: Town Manager 
 
AGENDA ITEM: V-F Town Manager’s FY 2018- FY 2019 Budget Presentation 

 
BACKGROUND / SUMMARY: The proposed Budget and Tax and Utility Rates have been developed in 

conjunction with the Budget and Personnel Committee. PowerPoint presentation will be handed out at the 
April 5th Council Meeting. 

 

 

 

 

 

 

 
ATTACHMENTS: Balance Sheet and Budget Summary 
 
REQUESTED ACTION: Set Council Work Session for April 19th at 7:00pm at Town Hall. 

 

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 

mailto:Townmanager@townofbowlinggreen.com
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Town of Bowling Green, Virginia 
BALANCE SHEET – GOVERNMENTAL FUNDS 

As of June 30, 2017 
 

Exhibit III 

 
 
 

 
 
Adjustments for Statement of Net Position:    
   
Total fund balance above $     921,390 
   
Capital Assets used in governmental activities are not financial resources, and, therefore, 
are not reported in the funds. 

  
336,949 

   
Long-term liabilities, including leases payable, are not due and payable in the current 
period and, therefore, are not reported in the funds. 

  
(227,149) 

   
Deferred Inflows and Outflows of Resources related to the pension plan are not   
reported in the governmental funds  (16,809) 
   
Deferred revenue in governmental funds is susceptible to full accrual on the entity-wide 
statements. 

  
231,386 

Net position of governmental activities $ 1,245,767 

  

      
Assets    

Pooled cash and investments  $ 923,340 
Receivables, net   290,776 

Total Assets  $  1,214,116 
    
Total Liabilities and Fund Balance    
Liabilities    

Accounts payable and accrued expenses  $ 61,340 
Deferred revenue   231,386 

Total Liabilities   292,726 
    
Fund Balance    
     Restricted   131,627 

     Unassigned     789,763 

Total Fund Balance   921,390 

Total Liabilities and fund balance  $ 1,214,116 

The accompanying notes are an integral part of these financial statements. 







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 TITLE: Clerk/Treasurer PRESENTER: Melissa Lewis 

AGENDA ITEM: Bills from March 2018 

BACKGROUND / SUMMARY: Invoices for work done/items purchased in February 2018. 
Requesting approval of invoices so check may be disbursed. 

ATTACHMENTS: 
Check Reports: 
• 3/8/18
• 3/16/18
• 3/23/18
• 3/28/18
• 4/5/18 (will be ready day of meeting)

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

Form updated 11-17 by ARP

   Town of Bowling Green 

          Town Council Meeting 
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TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

MINUTES 
 

March 1, 2018 
 
MEMBERS PRESENT: Mayor Jason Satterwhite, Vice-Mayor Glenn McDearmon, Otis 
Wright, Mark Gaines, Martin Hauser, Mary Frances Coleman, and Tyler Gibson. 
MEMBERS ABSENT:  Jean Davis 
OTHERS PRESENT:  Town Attorney Andrea Erard, Town Manager Reese Peck, 
Clerk/Treasurer Melissa Lewis, Accounts Clerk Judy Beazley, Police Chief David 
Lipscomb, Public Works and Utilities Director Billy Deavers, and Events Coordinator Jo-
Elsa Jordan. 
AUDIENCE:  None 

I.  CALL TO ORDER AND QUORUM ESTABLISHED: 
The Mayor called the meeting to order at 7:00 P.M. and noted a quorum was present.  
II. DELEGATIONS: 
There were no Delegations. 
 
III. PUBLIC HEARINGS 

A. Proposed Amendment and Appropriation to FY18 Budget – The amount of the 
proposed amendment is $50,000.  Such funds would come from Town’s 
unassigned fund balance.  The reason for the amendment is to provide funds for 
water system repairs. 
 

At 7:01 P.M. the Mayor called for public comment on Proposed Amendment and 
Appropriation to FY18 Budget, he called a second and third time. Hearing none, he 
closed the Public Hearing. 
 

On Motion by Mr. Gaines, seconded by Mr. Hauser, Council voted to Amend and 
Appropriate the FY18 Budget to assign $50,000 of unassigned funds to the Water fund 
for the purpose repairs and maintenance.  
Voting Aye: McDearmon, Wright, Gaines, Hauser, Coleman and Gibson.   
Voting Nay: none. 
 

B. O-2018-002 – To amend the Zoning Ordinance to add “Minor Event Facilities 
with conditions” as uses permitted by Special Use Permit in residential zoning 
districts. 
 

At 7:03 P.M. the Mayor called for public comment on O-2018-002 – an ordinance to 
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amend the Zoning Ordinance to add “Minor Event Facilities with conditions” as uses 
permitted by Special Use Permit in residential zoning districts.  
 

1. Tammie Gaines, 115 E. Braoddus Ave – Ms. Gaines spoke in favor of the 
proposed amendment and asked that Council adopt the Ordinance. 
 

Mr. Hauser voiced his concerns over the Town’s ability to enforce the conditions 
that may be placed on a property during the application process if the ordinance were to 
be adopted. 

Mr. Gaines was in favor of the Ordinance because it gave Council the ability to 
review each request and approve Minor Event Facilities on a case by case basis. 

Mr. Gibson agreed that by adding the Ordinance to Town Code Council would 
have the ability to regulate the Minor Event Facilities. 

Mr. McDearmon questioned whether Councilman Gaines could vote on the 
matter as he has a property for which he intends to apply for a Special Use Permit 
should the Zoning Ordinance be amended to add “Minor Event Facilities with 
conditions” in residential districts. The Town Attorney said that it was not a conflict of 
interest because the Ordinance was not specific to his property. 
 

On Motion by Mr. McDearmon, seconded by Mr. Wright, Council voted to postpone a 
decision on the Public Hearing to adopt O-2018-002 - an ordinance to amend the 
Zoning Ordinance to add “Minor Event Facilities with conditions” as uses permitted by 
Special Use Permit in residential zoning districts. 
Voting Aye: McDearmon and Wright 
Voting Nay: Gaines, Hauser, Coleman and Gibson.   
 

The motion did not carry. 
 

On Motion by Mr. Gaines, seconded by Mr. Gibson, Council voted to adopt O-2018-002 
- an ordinance to amend the Zoning Ordinance to add “Minor Event Facilities with 
conditions” as uses permitted by Special Use Permit in residential zoning districts. 
Voting Aye: Gaines, Coleman, Gibson, and Satterwhite 
Voting Nay: McDearmon, Wright, and Hauser.   
 
IV. PUBLIC COMMENTS: 
There were no Public Comments. 
 
V. STAFF REPORTS: 
The following staff reports were noted: 
 

A. Public Works and Utilities Report – February 2018 
B. Police Chief’s Report – February 2018 
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C. Events Coordinator’s Report – February 2018      
D. Clerk/ Treasurer’s Report – February 2018      
E. Town Manager’s Report – February 2018 

 
VI. CONSENT AGENDA: 

A. Bills – February 2018 attached to these minutes. 
B. Minutes – February 1, 2018 Town Council Meeting  
C.  Minutes – February 6, 2018 Joint Facilities and Ordinances & Policies Committee 
Meeting 
 

Voting Aye: McDearmon, Wright, Hauser, Gaines, Coleman, and Gibson.   
Voting Nay: none.  

 
VII. NEW BUSINESS: 

A. Set Public Hearing on Proposed Water and Sewer rates -  The Town Manager 
asked that Council schedule a Public Hearing for the proposed Water and Sewer 
Rates and authorize him to advertise. 
 

On Motion by Mr. Hauser, seconded by Mr. Gibson, Council voted to set a Public 
Hearing for the proposed Water and Sewer Rates on April 5, 2018 at 7:00 P.M. and 
authorized the Town Manager to publish notices to so advertise. 
Voting Aye: McDearmon, Wright, Hauser, Gaines, Coleman, and Gibson.   
Voting Nay: none 
 

B. EDA Appointments  
 

On Motion by Mr. McDearmon, seconded by Mr. Wright, Council voted re-appoint John 
Lane to the EDA with his new term expiring November 3, 2021 and appoint David 
Storke to the unexpired term left vacant by the resignation of Gary Moore to end 
November 2, 2020. 
Voting Aye: McDearmon, Wright, Hauser, Gaines, Coleman, and Gibson.   
Voting Nay: none 
 

C. Authorize Town Manager to sign VACORP Disability Insurance for VRS Hybrid 
Employees Participation Agreement 

 

On Motion by Mr. Hauser, seconded by Mr. Gaines, Council voted to Authorize the 
Town Manager to sign VACORP Disability Insurance for VRS Hybrid Employees 
Participation Agreement. 
Voting Aye: McDearmon, Wright, Hauser, Gaines, Coleman, and Gibson.   
Voting Nay: none 
  
VIII. REPORT OF COUNCIL COMMITTEES/MEMBER COMMENTS: 
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A. Glenn McDearmon – Mr. McDearmon noted that the Facilities Committee met to 
set a list of priorities. 

B. Otis Wright – Stated that the Ordinances and Policies Committees had met and 
would like Council to consider an Ordinance that would allow the Town to collect an e-
summons fee for tickets written by Town police. 

C. Mark Gaines – had no comments. 
D. Martin Hauser – Mr. Hauser noted that the Budget and Personnel Committee had 

met and would be discussing personnel matters during closed session. 
E. Mary Frances Coleman – had no comments. 
F. Tyler Gibson –  had no comments. 
 

On Motion by Mr. McDearmon, seconded by Mr. Wright, Council voted to set a Public 
Hearing for the proposed collection of e-summons fees on April 5, 2018 at 7:00 P.M. 
and authorized the Town Manager to publish notices to so advertise. 
Voting Aye: McDearmon, Wright, Hauser, Gaines, Coleman, and Gibson.   
Voting Nay: none 
   
IX. INFORMATIONAL ITEMS: 

A. Free or Discounted Town Hall Rental Request form CCPS - After reviewing the 
letter received from Superintendent of Caroline County Public Schools, Council 
agreed to waive the rental fee of $575 for the use of a recognition dinner to be 
held by CCPS. 

 
X.       CLOSED MEETING:  
At 8:59 P.M. On motion by Mr. McDearmon, seconded by Mr. Gibson, Council 
unanimously voted to go into Closed Session in accordance with Section 2.2-3711 A1 of 
the Code of Virginia for the purpose of discussion and consideration of schedules, 
duties, and assignments of the Police Chief and Clerk/Treasurer. 
 

XI. RECONVENE IN OPEN SESSION:  
At 9:35 P.M., on Motion by Mr. McDearmon, seconded by Mr. Gibson, 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                                 
Gaines…………………………..Aye      Gibson………………………………..Aye                  
McDearmon…………………….Aye     Hauser………………………………..Aye 
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XI. ADJOURNMENT:  
On motion by Mr. Gaines. Coleman, seconded by Mr. Wright, Council unanimously 
voted to adjourn at 9:36 P.M.  
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Section 1. Authority and Application 
 

1.1. Authority for and Adoption of Personnel Policies 
 

A. Title 15.2, Chapter 15, Article 1, of the Code of Virginia and the Charter of the Town of 

Bowling Green, enables the Town Council to adopt personnel policies, establish departments, 

employ personnel, and fix compensation for its employees. 

 

B. This Personnel Policies and Procedures Manual (the “Manual”) supersedes all previous 

personnel policies adopted by the Town Council. 

 

C. This Manual includes those policy statements and procedures that establish the framework 

for the administration of a personnel system.  As such, it is deemed to require legislative review by 

the Town Council.  As a framework, it contains the generally applicable rules and regulations for the 

employment of personnel. It does not include all departmental operational policies related to 

personnel.  The authority to adopt departmental operating policies is delegated to the Town 

Manager.  Moreover, any actions not reserved to the Council and not inconsistent with what is 

contained herein are reserved to the Town Manager. 

 

1.2. Purpose of Personnel Policies 
 

These Personnel Policies are intended to: 

 

 Foster effective and efficient service to the public; 

 

 Provide and maintain equitable conditions of employment; 

 

 Establish and maintain uniform standards of employment and compensation; and 

 

 Aid employees and supervisors with personnel matters. 

 

1.3. At-Will 
 

Employees serve at the will and pleasure of the Town Council.  This means that the employment 

relationship may be terminated by either the employee or the Council and at anytime with or without 

notice or cause.  Nothing contained in this Manual shall alter that status. 

 

1.4. Federal, State and Local Laws 
 

The personnel policies or procedures contained in this Manual are to be read consistent with federal, 

state, and local law and any provisions that are in conflict with such laws shall be superseded by the 

pertinent law.  If any part, section, subsection, sentence, clause or phrase is for any reason held to be 

unconstitutional or invalid, that part only shall be deemed severable and shall not affect the 

constitutionality or validity of the remainder. 
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1.5. Changes in Personnel Policies 
 

These personnel policies may be amended or changed at any time by the Town Council.  

Notification of changes or amendments shall be provided to all employees of the Town of Bowling 

Green. 

 

1.6. Applicability 
 

The personnel policies contained in this Manual apply to all departments, positions, and employees 

of the Town of Bowling Green.  Department Directors may implement standard operating 

procedures (SOPs) provided they are consistent with these personnel policies and approved by the 

Town Manager. 

 

1.7. Compliance 
 

Within their respective departments, Department Directors shall take necessary and prompt action to 

ensure compliance with these personnel policies.  Employees who fail to adhere to the requirements 

set forth in these policies may be subject to disciplinary action including termination of employment. 

 

1.8. Availability of Personnel Policies and Procedures Manual 
 

In order to make the Manual readily accessible to all employees, a copy shall be provided to each 

employee. 

 

1.9. Duties May Be Delegated 
 

Whenever an activity is to be exercised by the Town Manager or a Department Director, such 

activity may be delegated to a subordinate employee.  All activities so delegated remain the 

responsibility of the delegating authority. 

 

1.10. Situations Not Specifically Covered 
 

This Manual is intended to address most personnel matters.  Situations not specifically covered by 

this Manual shall be handled in a manner consistent with the purposes of these policies as 

determined by the Town Manager and in compliance with all applicable laws. 

 

1.11. Official Copy of Personnel Manual 
 

The official copy of the Manual shall be maintained in the Office of the Town Manager. 



3 

 

Section 2. Administration of Personnel System 
 

2.1. Town Council 
 

Except for what it expressly reserves to itself, the Town Council delegates to the Town Manager the 

responsibility and authority for all personnel matters. 

 

2.2. Town Manager’s Responsibilities 
 

A. The Town Manager shall serve as personnel officer for the Town, and is responsible for 

the administration of the Town’s personnel system.  The Town Manager shall administer these 

personnel policies and may delegate such duties in connection with the administration of these 

policies as deemed appropriate. 

 

B. The Town Manager shall: 

 

1. Fairly and equitably interpret and apply these personnel policies for all employees 

and applicants; 

 

2. Advise the Town Council in matters concerning personnel administration; 

 

3. Recommend sound merit standards of personnel administration; 

 

4. Institute operating procedures for the implementation of these policies; 

 

5. Regularly review and recommend changes to these personnel policies and the 

Town’s position classification and pay plan; 

 

6. Maintain all centralized personnel records and personnel files according to state 

and federal regulations; 

 

7. Perform the duties and functions of Equal Employment Opportunity Officer; 

 

8. Administer and interpret the Town’s personnel policies and procedures and its 

classification and compensation plan; 

 

9. Confer with employees and Town Council for the betterment of working 

relationships as appropriate; 

 

10. Coordinate and be held accountable for employee training and development; and 

 

11. Perform other related activities that provide and support an efficient and effective 

workforce. 

 

C. The Town Manager’s authority specifically includes, but is not limited to: 
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1. The authority, within budgetary limits, to employ, promote, transfer, reclassify, 

discipline, demote, discharge or in any manner deal with personnel matters concerning employees of 

all departments and agencies under the Town’s control; 

 

2. The authority to administer the classification and pay plan and to issue policies and 

procedures for the administration of the plan; 

 

3. The authority, within budgetary limits, to reclassify existing classifications, delete 

or abolish positions or transfer positions to other departments; make changes in employee 

classifications to provide for proper administration of the compensation and pay plan; and establish 

from funds allocated for this purpose, the compensation of each employee within the designated pay 

range; and 

 

4. The authority to interpret and be the final administrative authority with regard to 

the implementation of such policies, and any other policies and procedures, written or unwritten.  
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Section 3. Classification  
 

3.1. Classification Plan Established by Town Council 
 

The Town Council establishes the classification plan for its employees.  The Council may amend or 

temporarily suspend the plan as it deems necessary.  The most recently adopted or amended plan 

remains in effect unless and until it is amended or suspended by the Council.   

 

3.2. Purpose of Classification Plan 
 

A. The Classification Plan is the official system of grouping positions based on established 

classification factors. 

 

B. Classification is the entire process of assigning and reassigning employees to positions.  

For classification purposes, a position contains a group of assigned duties and responsibilities as 

outlined in the position description requiring full or part time employment of one or more persons.  

A position may be occupied or vacant.  Classification factors include essential duties and 

responsibilities, knowledge, skills and abilities needed to perform the job, role within the 

organization and internal and external evaluation criteria. 

 

C. The position description includes, at a minimum: position title and a general statement 

about the position, specific duties and responsibilities of the position, the knowledge, skills, and 

abilities needed to meet the requirements of such a position, and the exempt or non-exempt status of 

the position.  For those positions which require a bond to be established, the position description 

shall state the absolute requirement to obtain and maintain a bond in the designated amount for 

employment in those positions.  The Town Manager has the responsibility of assuring that position 

descriptions are accurate, up to date, and reflect essential functions as agreed upon after discussion 

with Department Directors. 

 

D. A copy of the Classification Plan is on file in the Town Manager’s Office and available 

for review by employees and the public during normal business hours. 

 

3.3. Creation and Maintenance of Classification Specifications 
 

A. Prior to the establishment of a new position or reclassification of an existing position, a 

position description covering the duties, responsibilities, and minimum qualifications for the position 

is developed and submitted to the Town Manager for review.  The Town Manager examines the 

proposed position and determines the proper classification. 

 

B. No person shall be appointed, promoted, demoted, transferred, or paid in any new position 

until the position has been first established with the position description. 

 

C. The classification of each position shall be reviewed periodically as directed by the Town 

Manager or Town Council.  Minimum review requirement shall be annually in conjunction with the 

development of the next fiscal year’s budget. 

 

D. Abolished positions shall be removed from the Classification Plan. 
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E. The Town Manager is responsible for maintaining an official copy of the Classification 

Plan, as approved or amended by the Town Council.  The official copy includes a schematic list of 

positions and any amendments. 

 

3.4. Definitions 
 

Date of Employment (DOE) - The month, day, and year in which an employee began working for 

the Town. 

 

Position Entry Date (PED) - The month, day, and year that an employee enters their current position 

or grade.  This date may be the same as the date of employment or another date as a result of 

promotion, demotion or other action set forth in this policy. 

 

Performance Review Date (PRD) - The performance of each employee shall be reviewed annually.  

Such review shall commence no later than March 1st of each year for the rating period which ends 

with the conclusion of the fiscal year. 

 

3.5. Full-Time Employment 
 

The salary for a regular full-time position is based on a minimum of 40 hours of actual work per 

week or 2,080 hours per year.  Positions that are exempt under the Fair Labor Standards Act are 

expected to work as many hours as may be required for execution of the responsibilities assigned to 

the position without additional compensation.  A full time position includes full benefits.  Employees 

in these positions who have successfully completed their probationary period have grievance rights.  

(See Section 7.3 dealing with Probationary period.) 

 

3.6. Part-Time Employment 
 

A. A part-time position is funded for fewer than 40 hours per week, or fewer than 2,080 

hours per year.  Part time employees receive no benefits.  The incumbent is designated as part-time 

in Town employment records.  Part-time employment with the Town is at will and may be 

terminated by the Town at any time and with or without notice or cause.  There are generally two 

categories of part-time positions:  Regular part-time and seasonal or temporary part-time. 

 

1. A regular part-time position is funded for an established number of hours each day 

or week throughout the year and may receive compensation on a salary or hourly wage basis.  

Employees in this category who have successfully completed their probationary period have 

grievance rights. 

 

2. A seasonal or temporary part-time position is funded for a specified period of time, 

generally relating to the completion of a special project, seasonal activity, or contingency.  

Employment ends upon completion of the project, seasonal activity, or contingency.  Employees in 

these positions are not subject to a probationary period and do not have grievance rights. 

 

B. Pay rates for part-time and temporary positions with a full-time equivalent should be 

within the same minimum to maximum hourly range as the full-time position.  The Town Manager 

shall set part-time pay rates for those positions with no full-time equivalent. 
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C. If a part time employee changes status to a regular full-time position, the employee shall 

be considered as a new hire at the time that employee’s status is changed unless otherwise 

designated by the Town Manager. 

 

3.7. Entry Rate of Pay 
 

The starting pay for any new employee in a full-time or regular part-time position shall be 

determined on a case-by-case basis.  Factors contributing to a higher entry rate of pay include the 

individual’s applicable education, training, and experience or competitive recruitment conditions. 

The Town Manager has the authority to set the entry rate of pay for each employee hired provided 

that such pay is within the pay grade scale.  Salaries above such pay grade scale shall require the 

approval of the Town Council.  

 

3.8. In-Grade Pay Increases 
 

The Town Manager, with the approval of the Town Council, may establish a career enhancement 

program wherein employees who receive professional licensing or certification credentials that are 

desired or required within a specified timeframe for the position will receive additional 

compensation.  Such supplemental compensation may be in the form of a bonus or pay increase.  

 

3.9. Pay for Performance Increases 
 

A. Should the Town Council approve funding for a merit pay increase, employees are 

eligible for such pay on their performance review date. A merit pay increase is based on the rating 

that an employee receives on the employee’s annual performance review.   

 

B. Employees at the top of the pay grade for their position remain eligible for merit pay 

increases. 

 

3.10. Personnel Actions Affecting Compensation  
 

A. Demotion 

 

1. A demotion occurs when an employee is placed, either voluntarily or involuntarily, 

in a position within a lower pay grade.  An employee may request a voluntary demotion for personal 

reasons or to retain employment status with the Town when the employee’s position has been 

eliminated.  An employee may be demoted involuntarily for poor performance or disciplinary 

reasons.  No demotion shall be effective until approved by the Town Manager.  

 

2. A demotion generally results in a reduction of pay. However, a reduction in pay 

may not occur in certain circumstances such as when the employee’s current pay is within the pay 

grade scale established for the position to which the employee was demoted. An employee who is 

demoted shall be subject to a new merit anniversary date which shall be the date the demotion was 

effective. 

 

B. Promotion 
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1. A promotion occurs when an employee is placed in a position within a higher pay 

grade scale. If a promotion occurs, the employee may receive a pay increase depending on the 

circumstances. 

 

2. The following factors shall determine the amount of pay increase, if any, that the 

employee will receive: 

 

a.     current pay; 

 

b.     pay grade scale for the new position, and 

 

c.     the years of employment with the Town. 

 

3.11. Pay Increase 
 

All general pay increases are determined and authorized by the Town Council. 

 

3.12. Overtime and Compensatory Time 
 

A.  The provisions of the federal Fair Labor Standards Act (FLSA), as amended, are the 

fundamental wage and hour policy of the Town.  Any questions relating to minimum wage and 

overtime will be interpreted and applied consistent with the FLSA and state law.  

 

1.   Hours of Work Rules 

 

a. Employees must adhere to scheduled hours and work overtime only with 

authorization.  An employee must not begin work before the scheduled starting time, not work 

through the meal period, and not work past the scheduled ending time without prior authorization 

from the Department Director.  If such unauthorized work occurs, the employee may be subject to 

discipline and/or have the work schedule adjusted later in the pay period.  Such matters do not apply 

to exempt employees. 

 

b. Employees are expected to work overtime and weekend hours when 

required by their Department Director. Overtime work assignments shall be managed in the most 

effective and economical manner possible. 

 

c. Overtime must be approved in advance by the Department Director or 

Town Manager.  When overtime hours are required due to an emergency and advance approval 

cannot be obtained prior to the work commencing, the Department Director or Town Manager is 

required to complete the overtime/compensatory time form within two (2) working days after 

overtime was worked and provide an explanation of the emergency that necessitated the overtime 

work. 

 

d. Overtime work shall be authorized only to cover emergencies, necessary 

seasonal activity, inclement weather conditions, and unusual or unanticipated working conditions.  

Its use on a continued basis is prohibited. 
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e. It is the responsibility of each Department Director with the Town Manager 

to determine that overtime work is administered in the best interest of the Town.  Department 

Directors shall ensure that, whenever possible, overtime assignments are distributed as equitably as 

practical to all employees qualified to perform the work.  In addition, it is equally important for the 

Department Director to eliminate unnecessary overtime and minimize unanticipated overtime. 

 

2.  Overtime Compensation 

 

a. Employees designated as non-exempt from the overtime provisions of the 

FLSA shall receive cash payment at time and one-half (1.5) the employee’s regular rate of pay for all 

hours actually worked in excess of 40 hours in the workweek.  Paid time off does not count as hours 

worked for calculating overtime hours.  The workweek for purposes of overtime eligibility and 

compliance with FLSA shall be seven (7) consecutive days beginning at 12:01 a.m. Sunday and 

ending at midnight Saturday. 

 

b. Compensatory time may be given in lieu of cash overtime payments on a 

time and one-half basis with the consent of the employee.  The maximum compensatory time 

allowed to accrue shall be 40 hours; once this maximum accrual amount is reached cash 

compensation must be paid.  Non-exempt employees with a compensatory leave balance at the time 

of termination will receive cash compensation for the compensatory leave balance at their current 

rate of pay or the average rate of pay for the past three years, whichever is greater. 

 

3. Exempt and Non-exempt Positions.  For the purposes of overtime compensation, 

certain positions are exempt from the overtime requirements of the FLSA. These positions have 

responsibilities and duties that fall within the Executive, Administrative, Professional, or Computer 

Professional categories under the FLSA.  Certain seasonal or temporary part-time employees may be 

exempt.  All other positions are non-exempt under the FLSA. 

 

4.  Definition of Hours Worked.  Employees must actually work 40 hours during the 

workweek to be eligible for overtime pay or compensatory time for that workweek.  For purposes of 

computation, hours in a paid leave status are not considered to be hours worked.  Paid leave status 

includes, but is not limited to, annual leave, sick leave, compensatory leave, military leave, personal 

leave, holiday leave, and civil leave.  The hours of work used in computing eligibility for overtime at 

time and a half (1.5) rate, are hours actually worked on the job during a workweek.  Hours not 

worked that are associated with holidays and Town closing due to adverse weather, are not 

considered as hours worked for overtime computation. 

 

5. Time of Payment 

 

a. Overtime pay earned in a particular pay period must be paid on the payday 

for that pay period.  If the correct amount of overtime pay cannot be determined until some time 

after the payday for that pay period, the overtime compensation will be paid on the next payday. 

 

b. Payment shall not be delayed for a period longer than is reasonably 

necessary to compute and arrange for payment and in no event shall payment be delayed beyond the 

next payday after such computations can be made. 

 

6. Special Events Compensation 
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a. Whenever there are occasions in which the Town of Bowling Green will 

sponsor or partner in sponsoring a community event that is not generally within the normal work 

requirements for the exempt employee’s position, an employee may be eligible to receive 

supplemental compensation. Supplemental compensation will be permitted under the following 

circumstances:  

 

1) There is a community event sponsored or co-sponsored by the 

Town of Bowling Green which is designated by the Town Manager as a ”Designated Special Event”.  

Such designation can only be made after consultation with Town Council; 

 

2) The Town Manager after consultation with the Town Council has 

determined that the efforts of the exempt employee are critical to the success of the Designated 

Special Event; 

 

3) The work performed at the Designated Special Event, although it 

may involve similar tasks to those performed by the exempt employee as part of his/her regular work 

duties, is not an activity reasonably anticipated to be part of the normal work expectations for the 

position (e.g. unlike working on nights and weekends when an emergency situation arises or when 

called upon to attend Town Council meetings);  

 

4) The Designated Special Event occurs on either or both days of a 

weekend or on a designated holiday; and 

 

5) The funds have been identified to provide for the total 

compensation for the exempt employee to work at the Designated Special Event.  

 

b. If all of these conditions are met, an exempt employee of the Town of 

Bowling Green may receive compensation for work performed at a Designated Special Event.  Such 

compensation may or may not be based on an hourly rate and may or may not be paid for each hour 

worked.  The compensation will be received by the exempt employee as a lump sum payment for 

each Designated Special Event in an amount to be determined by the Town Manager in consultation 

with the Town Council and shall be paid at such time and in such manner as the Town Manager 

determines but in no case shall payment be made later than the payday after the next Town Council 

meeting following the Designated Special Event. 

 

3.13. Other Forms of Compensation 
 

A. On-Call 

 

1. “On Call” Pay is compensation for those employees who are required to be 

available when needed to handle emergency situations, so declared by the Caroline County Director 

of Emergency Services, and occurring outside the standard working hours.   

 

2. Such compensation is available only to those employees determined to be eligible 

by the Department Director or Town Manager.  Such emergency situations that require “On-Call” 

availability shall be distinguished from those locally designated emergency situations that are 

declared by the Town Manager; 
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3. “On Call” time is a period when an employee is not required to remain at the work 

station and is free to engage in personal activities, subject only to the understanding that the personal 

activity will conform to the department’s requirements for availability and prompt response when 

necessary; 

 

4. Any department requiring “On Call” staffing shall submit to the Town Manager at 

the time such emergency is declared, a proposed Plan including designation of positions requiring 

“On Call” status, response requirements, and procedures for scheduling of “On Call” staff, and 

methods of compensation with a recommended action.  The Town Manager shall then approve or 

disapprove the Plan; 

 

5. In general, “On Call” pay shall conform to the following guidelines: 

 

a. Specific individuals scheduled to be “On Call” should be on a rotating 

basis; 

 

b. Required response periods and any other conditions applicable to “On Call” 

service shall be included in the Plan and shall be communicated to affected applicants and 

employees in writing; 

 

c. “On Call” service requirements shall be included in the job descriptions for 

affected positions; and  

 

d. In the event State or Federal laws or regulations differ from this policy, the 

procedures and compensation required under those laws or regulations shall be included in 

the Plan submitted to the Town Manager and those requirements shall govern “On Call” Pay.   

 

B. Call Back Pay.  On certain exceptional occasions or as required by law, overtime may be 

computed and paid at a time and one-half rate to an eligible employee even though the employee has 

not already worked a standard workweek as specified above.  These exceptional occasions would 

necessitate the rendering of direct citizen services (e.g. snow removal, utility repairs, etc.) whereby 

services cannot wait to be administered through normal scheduling of personnel during the 

designated workweek.  The Director of Public Works is authorized by the Town Manager to declare 

such an exceptional occasion and is also responsible for documenting and maintaining a record of 

the situation and the personnel required to meet the requirements of the situation. 

 

C. Holiday Pay.  When a non-exempt employee or an exempt employee other than the Town 

Manager is required by the Town Manager to work on a designated holiday, the employee shall 

receive up to 12 hours of compensatory leave or pay, computed at a rate of time and one-half for the 

hours actually worked.  The type of compensation will be based on agreement between the employee 

and the Department Director.  If compensatory time is granted, such time shall be taken off at a later 

date and such leave must be taken within sixty (60) days of the holiday. 

 

3.14. Special Provisions for Certain Employees 

 
Department Directors, the Town Manager and other administrative employees are not entitled to 

overtime pay, or Compensatory Leave, because the measure of their performance is the result 
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achieved, not the number of hours worked.  Although such employees should give due recognition to 

the public’s expectation of their availability for public service when scheduling their work period, 

specific hours worked are within the discretion of that employee, consistent with the satisfactory 

achievement of the goals of their department and the expectations of the Town Manager.  Such 

expectation shall be specified in the position description and/or these policies. 

 

3.15. Pay Period and Compensation 
 

A. The Town of Bowling Green pay period occurs every two weeks. twice in a calendar 

month. The first pay period ends on the 15th day of the month and the second pay period ends on the 

last day of the month. 

 

B. Pay checks will be issued on the 1st day of each month and the 16th day of each month. 

Distribution of pay checks is subject to adjustment when these dates fall on weekends and holidays. 

In such circumstances, pay checks will be distributed the day before the weekend or holiday. The 

date of calculation of payroll may be adjusted when work schedules require that payroll be 

calculated earlier than normally scheduled. 

 

C. All other matters are administrative in nature and will be the responsibility of the Town 

Manager. The Town Manager will review and sign all time sheets and will be ultimately responsible 

for insuring that all employees of the Town are paid promptly. 

 

D. Should the Mayor or Vice-Mayor not be available to sign checks on or before the day that 

pay checks are to be distributed, the Treasurer is hereby authorized to stamp the signature of the 

Mayor and the signature of the Treasurer, only on payroll checks. 

 

E. The Town of Bowling Green will still offer to its employees the option of “Direct 

Deposit” of pay checks, but employees are hereby notified that such deposit could take up to two 

days after payroll is calculated to reach the employee’s bank account. 
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Section 4. Equal Opportunity Employer 

 
4.1. Equal Opportunity Statement 

 
The Town of Bowling Green does not discriminate in employment or in the provision of services on 

the basis of race, color, national origin, religion, gender, age, marital status, pregnancy, or disability. 

 

4.2. Equal Employment Opportunity (EEO) Policy 

 
A. The Town of Bowling Green is an Equal Opportunity Employer and strives to provide 

equal employment opportunities to employees and applicants without regard to race, color, national 

origin, religion, gender, age, marital status, pregnancy, or disability. 

 

B. This policy applies to all employment related activities, including but not limited to, 

recruiting, hiring, promotion, compensation, benefits, transfer, layoff, demotion, termination, 

training, and/or leave. 

 

4.3. EEO Officer’s Responsibility 

 
A. The Town Manager shall be designated the Equal Employment Opportunity Officer 

responsible for performing the following duties and functions: 

 

B. Be responsible for the overall administration of the Equal Employment Opportunity 

policy; 

 

C. Ensure that all job vacancies are advertised to as diverse an audience as practical and that 

good faith efforts are made to recruit and consider qualified applicants and employ them without 

regard to race, color, national origin, religion, gender, age, marital status, pregnancy, or disability; 

 

D. Monitor to ensure that the benefits and conditions of employment are available to all 

employees in a uniform and nondiscriminatory manner; 

 

E. Provide guidance on being EEO compliant; and 

 

F. Foster a work environment where each person is treated with dignity, fairness, and respect. 

 

G. Town Council may appoint an alternate EEO Officer who may be consulted by employees 

in the event the Town Manager is not available or is not perceived to be sensitive to the needs of the 

employee. 

 

4.4. Department Director’s Responsibilities 

 
A. Department Directors have an increased responsibility for their own conduct as well as for 

all employees who work under their supervision.  Department Directors or others who are in the 

chain of command shall act in an exemplary manner at all times.   
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B. These employees shall not date or otherwise engage in intimate relationships with 

subordinate employees. 

 

4.5. Equal Employment Opportunity 

 
A. It is the policy of the Town of Bowling Green to provide equal opportunity in 

employment and to administer employment policies without regard to race, color, religion, gender, 

age, national origin, marital status, pregnancy, or disability. This policy applies to every aspect of 

employment practices including, but not limited to the following: 

 

1. Recruiting, hiring, and promoting in all job classifications without regard to race, 

color, religion, sex, age, national origin, marital status, pregnancy, or disability, except where such a 

factor can be demonstrated as a bona fide occupational qualification; 

 

2. All decisions for hiring or promotion shall be based solely upon each individual's 

qualifications for the position to be filled; or  

 

3. Other personnel actions such as compensation, benefits, transfers, layoffs, training, 

and assignments will be administered without regard to race, color, religion, national origin, sex, 

age, marital status, pregnancy, or disability. 

 

B. Harassment.  Harassment or hostile work environments based on race, gender, color, 

national origin, religion, age, marital status, sexual orientation, pregnancy, or disability will not be 

tolerated.  Harassment arises from the dynamics of the workplace and can be based on nuances, 

subtle perceptions, and implicit communications.  Conduct that may rise to the level of harassment 

includes verbal remarks (epithets, derogatory statements, slurs, jokes), physical contact (assaults, 

physical interference with movement or work, touching), visual displays (displaying of printed or 

photographic materials, objects), and other actions that are demeaning or hostile.   

 

C. Sexual Harassment  

 

1. Sexual harassment is unwelcome advances, requests for favors, or other verbal or 

physical conduct of a sexual nature when: 

 

a. Submission to such conduct is either explicitly or implicitly made a term of 

condition of employment; 

 

b. Submission or rejection of such conduct is used as a basis for employment 

decisions; or 

 

c. The conduct is severe or pervasive enough to create an intimidating, hostile, 

or offensive work environment. 

 

2. Examples of sexual harassment are: 

 

a. Physical assaults; 

 

b. Subtle or overt pressures or direct requests for sexual favors; 
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c. Inappropriate displays of sexually suggestive objects or pictures; or  

 

d. A pattern of unwelcome conduct of a sexual nature that would be offensive 

to a reasonable person such as unnecessary touching, abusive or demeaning language or gestures 

(including remarks about another’s clothing, body or body movements, or sexual activities), or 

teasing or joking. 

 

3. No supervisor or coworker shall explicitly or implicitly communicate that an 

employee’s submission to or rejection of sexual advances will in any way influence any personnel 

decision regarding that employee’s employment, evaluation, wages, advancement, assigned duties, 

shifts, or any other conditions of employment. 

 

4. A non-employee who subjects an employee to harassment or discrimination in the 

workplace will be informed of the Town’s policy and appropriate actions will be taken to protect the 

Town employee from future harassing conduct. 

 

D. Accommodating Individuals with Disabilities.  The Town of Bowling Green provides 

equal employment opportunities to qualified individuals with disabilities.  Reasonable 

accommodations will be provided to a qualified employee or applicant with a disability when that 

employee or applicant requests such an accommodation.  A qualified employee or applicant is one 

who is able to perform the essential functions of the job with or without accommodation.  A request 

for an accommodation will be denied if the accommodation is not shown to be effective, places an 

undue burden on the Town, or if the employee poses a direct threat to health and safety.  See Section 

5 of these Policies for a more complete discussion of the procedures for accommodating person with 

disabilities. 

 

E. Retaliation 

 

1. Retaliation is illegal and contrary to the policy of the Town of Bowling Green.  

Employees who bring complaints of discrimination or who identify potential violations, witnesses 

interviewed during the investigation, and others who may have opposed discriminatory conduct, are 

protected from retaliatory acts. 

 

2. If an employee believes that retaliation has occurred, the employee should make a 

report, preferably in writing, to the EEO Officer (Town Manager). 

 

F. Complaints 

 

1. An employee who believes that the Equal Employment Opportunity policy is being 

violated should report the conduct immediately to the EEO Officer (Town Manager).  The report 

should be made in writing; however, a report will also be accepted by phone or in person. 

 

2. Charges shall be promptly and thoroughly investigated and corrective actions taken 

if the charge is founded.  If it is determined that a violation has occurred, appropriate relief for the 

employee(s) bringing the complaint and appropriate disciplinary action, up to and including 

discharge, against the person(s) who violated the policy will follow. 
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3. Employees who are eligible may also utilize the Town Grievance Procedure in 

order to resolve complaints regarding discriminatory practices. 
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Section 5. Accommodating Persons with Disabilities 
 

5.1. Americans with Disabilities Act (ADA) 1990 

 
The Town of Bowling Green prohibits employment discrimination against qualified individuals with 

disabilities and will provide reasonable accommodations for the known disabilities of applicants and 

employees.  No department, agency or individual employee shall discriminate on the basis of 

disability against a qualified individual, whether an employee or an applicant for employment, with 

regard to any employment practice, condition and privilege of employment, including application, 

testing, hiring, assignment, performance evaluation, discipline, training, promotion, medical 

examination, reduction in force and recall, termination, compensation, leave or benefits. 

 

5.2.   Definitions 

 
A. A person with a disability is an individual who: 

 

1. Has a physical or mental impairment that substantially limits one or more major 

life activities; 

 

2. Or has a record of such impairment; or 

 

3. Is regarded as having such impairment. 

 

B. A qualified person with a disability is an individual with a disability who: 

 

1. Meets the skills, experience, education, or other job-related requirements of the 

position; and 

 

2. With or without reasonable accommodation can perform the essential functions of 

the job. 

 

C. A reasonable accommodation includes but is not limited to: 

 

1. Making existing facilities used by employees readily accessible to and usable by 

persons with disabilities; 

 

2. Job restructuring, modifying work schedules, reassignments to a vacant position; 

and/or 

 

3. Acquiring or modifying equipment or devices, adjusting or modifying 

examinations, training materials, or policies, and providing qualified readers or interpreters. 

 

D. An undue hardship is an action or accommodation that requires significant difficulty or 

expense when considered in light of factors such as the size of the Town workforce or the employing 

work unit, the cost of the requested accommodations, and the impact of the accommodation on the 

work unit’s operations.   
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E. A direct threat is an action or accommodation that will result in a significant risk of harm 

to self or others and for which there is no accommodation that is reasonable that would reduce the 

risk of harm. 

 

5.3. Providing Reasonable Accommodation 

 
The Town of Bowling Green will provide reasonable accommodation, determined on a case-by-case 

basis, for the known physical or mental limitations of a qualified applicant or employee with a 

disability unless the accommodation would cause an undue hardship or may cause a direct threat. 

 

5.4. Requests for Accommodations  

 
A. The person with a disability shall make a request and identify all of the accommodations 

that are needed.  Although it is preferable for the request to be made in writing, a request could be 

made orally.  The request should be made to the Town Manager. Once a request for an 

accommodation is made, the employee shall be required to provide medical information regarding 

the disability and its limitations. 

 

B. The Town Manager will discuss the request with the Department Director and discuss the 

range of accommodations that may be reasonable for the employee’s disability.  If it is determined 

that an accommodation is reasonable, the Town Manager shall be responsible for implementing the 

accommodations required.  Upon acceptance of the accommodation, the applicant will be requested 

to acknowledge that the accommodation is acceptable.  If it is determined that the accommodation 

imposes undue burden or a direct threat to safety, the employee will be informed. 

 

5.5. Applicants for Employment 

 
A. Job interview questions shall follow EEO guidelines and all applicable laws and focus on 

the candidate’s abilities, not disabilities. 

 

B. If there is a need for an accommodation in order to complete the application process, the 

applicant should inform the Department Director as soon as the need is known.  Once a provisional 

offer of employment is made, the applicant may request accommodations in order to perform the 

essential functions of the position. The Town Manager will review the candidate’s request and make 

the accommodation, if reasonable and there is no safety risk that will result. Upon acceptance of the 

accommodation, the applicant will be requested to acknowledge that the accommodation is 

acceptable. 

 

5.6. Performance Expectations 

 
Employees with disabilities are generally held to the same performance and productivity standards 

as non-disabled workers.  However, it is recognized that in certain circumstances a modification of 

performance and productivity standards may be a reasonable accommodation. 
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5.7. Confidentiality of Information 

 
All medical information and information regarding a person’s disability will be kept confidential and 

no information referencing such will be kept in the employee’s personnel file.  To the extent that 

certain information regarding the disability may need to be disclosed, it will be disclosed on a need-

to-know basis to assure that the accommodations are effective and continue to be reasonable. 
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Section 6. Recruitment and Selection 

 
6.1. Basic Requirements for Employment with the Town of Bowling Green 

 
A. Those who are employed, or wish to be considered for employment, with the Town shall: 

 

1. Possess and meet at least the minimum qualifications for the position they hold or 

for which they are applying; 

 

2. Provide evidence of eligibility for lawful employment; 

 

3. Be able to perform, physically and mentally, with or without reasonable 

accommodation, the essential duties of the position; 

 

4. Not have made a false statement of any material fact on their application or during 

the selection process; 

 

5. Have not been dismissed previously for disciplinary reasons from a position with 

the Town or allowed to resign in lieu of termination within the past three years; and 

 

6. Not have used or attempted to have used political pressure or bribery to secure an 

advantage in any stage of the selection process. 

 

6.2. Town Council Employees 

 
The Town Council shall employ the Town Attorney who shall serve at the will and pleasure of the 

Council.  The Town Council shall employ the Town Manager who shall serve at the will and 

pleasure of Town Council and do so in accordance with a contract for employment that is adopted by 

Town Council. 

 

6.3. Town Manager Responsibilities 

 
A. The Town Manager shall: 

 

1. Hire all Town employees;  

 

2. Approve the methods by which recruitment is conducted; 

 

3. Review all selection methods; and  

 

4. Review compensation of all new employees to determine that it conforms to the 

Town’s current compensation plan. 
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6.4. Recruitment 

 
A. All regular positions, full-time and part-time, shall be filled via open, competitive 

recruitment in accordance with guidelines established by the Town Manager.  Advertisements of 

vacancies shall be placed in the media and posted at Town’s facilities to attract a pool of applicants 

who meet or exceed the minimum requirements of the current vacancies.  Seasonal and temporary 

part-time positions shall be filled through as competitive a process as the situation allows. 

 

B. Recruitment shall be open to the general public except in instances when the Town 

Manager determines that internal recruitment best serves the interest of the Town.   

 

C. At times it may become necessary for a position to be reclassified which for purposes of 

this policy, is not to be deemed to be considered recruitment.  Reclassifications occur when the 

employee’s job duties have changed through evolution and interdepartmental task restructuring.  The 

reclassification may result in a new position title for the incumbent. 

 

6.5. Internal Recruitment 

 
The Town Manager may limit recruitment to existing employees upon determination that there are 

sufficient qualified applicants.  “Employees Only” job announcements shall be posted throughout 

Town facilities.  If no internal applicants with suitable qualifications apply, advertisement shall be 

made to the general public. 

 

6.6. Position Description 

 
A. Position descriptions shall state the duties, level of responsibility and required 

qualifications for a particular position.  A pay grade shall be assigned to every position.  

 

B. Prior to recruiting, the Town Manager in coordination with the Department Director shall 

review and, if necessary, update the position description.  All position descriptions and updates shall 

be approved by the Town Manager.   

 

6.7. Sources of Recruitment 

 
A. The Department Director shall notify the Town Manager as soon as they have knowledge 

that a position will become vacant.  When a vacancy occurs, the Town Manager shall make a 

determination as to whether the position needs to be filled and if an internal recruitment or an open 

recruitment process will be used. 

 

B. All job announcements shall be coordinated between the Town Manager and the affected 

department to ensure the content of the advertisement conforms to Town policy and the position 

description. 

 

C. Job announcements must, at a minimum, contain the position title, the department in 

which the vacancy exists, the nature of the work or examples of the work, minimum qualifications, 

the application closing date, where applications may be obtained, whether the position is exempt 

from overtime, and the statement ”The Town of Bowling Green is an Equal Opportunity Employer”.  
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When circumstances necessitate, the Town Manager may extend the application closing date or 

authorize a continuous recruitment process. 

 

D. Every reasonable effort should be made to publicize such job vacancies so that all 

interested parties are informed and qualified individuals are encouraged to compete for Town 

employment. 

 

E. At a minimum, recruitment announcements should be publicized by posting 

announcements or advertisements in the following sources: 

 

1. In a public location convenient to employees;  

 

2. Local newspapers;  

 

3. The Town website; and 

 

4. The Virginia Employment Commission. 

 

F. Depending on the requirements of the position, the Town Manager may permit a more 

extensive recruitment effort e.g. advertisement in newspapers with larger circulations, trade journals, 

and mailings to specific outreach locations for posting. 

 

G. The Town Manager’s approval is required prior to an advertisement of vacancy being 

released for publication. 

 

6.8. Applications 

 
A. All candidates for employment shall submit a completed Town Job Application form prior 

to the application deadline.  Resumes shall not be accepted in lieu of a completed Town Job 

Application form. 

 

B. To be considered, applications shall indicate the specific position of interest and be signed 

and dated by the applicant.  

 

6.9. Screening 

 
A. All applications shall be carefully screened and evaluated by the Department Director 

according to the established qualifications that are required to perform the duties of the position.  

Those applicants whose knowledge, skills, and abilities most closely align with those required by the 

position shall be invited for an interview.   

 

B. All tests and selection methods shall be approved by the Town Manager prior to being 

used. 

 

C. In determining qualified applicants, the Town may use, but shall not be limited to, any one 

or a combination of the following selection methods: 

 

1. Evaluation of experience; 
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2. Written and skills tests; 

 

3. Performance tests; 

 

4. Driving records; 

 

5. Interviews; 

 

6. Reference and background checks; 

 

7. Post offer medical and physical agility examinations; and/or 

 

8. Criminal Background Checks and general police information background checks. 

 

D. An applicant who refuses to participate in any phase of the selection process shall be 

considered to have withdrawn from the applicant pool and shall receive no further consideration. 

 

6.10. Interviews 

 
A. All questions to be asked in the interview must be approved by the Town Manager to 

determine and verify that there are no inherent violations of Equal Employment Opportunity (EEO) 

and Americans with Disabilities Act (ADA) laws.  The applicant most qualified and best suited for 

the position(s) will be offered the job.  

 

B. If the Town Manager finds no applicant qualified and suitable for the position as a result 

of the prescribed process, the vacancy may be re-advertised.  The Town Council’s Personnel 

Committee may choose to interview a candidate and provide input into the decision of the Town 

Manager. 

 

C.  Candidates for the position of Town Manager will be interviewed by the entire Town 

Council.  The Town Council’s Personnel Committee will prepare an information packet on each 

candidate for review by the Town Council. 

 

6.11. Testing 

 
Where appropriate, the department may test specific and essential job skills that are required to 

fulfill the duties of the vacant position.  Such tests shall be designed and the parameters for 

satisfactory completion shall be determined by the affected Department Director with the approval 

of the Town Manager.  All testing shall be consistent with state and federal regulations concerning 

employee selection, including Title IV and the Americans with Disabilities Act (ADA). 

 

6.12. References and Credentials 

 
The Department Director will have all credentials and references verified before recommending an 

applicant to the Town Manager. 
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6.13. Selection and Notification of Employment Offer 

 
A. After selecting a finalist for a vacant position, the Department Director shall provide a 

written recommendation to the Town Manager including justification for the recommendation and 

the recommended starting pay rate. 

 

B. If approved by the Town Manager, the Department Director shall contact the applicant to 

make a provisional offer of employment orally.  If any physical or medical (including drug and 

alcohol testing), testing requirements have to be met, they shall be done at that time. 

 

C. The formal job offer shall be made in writing by the Town Manager after all testing is 

completed. 

 

6.14. Criminal Records Check 

 
A. In the interest of the public welfare and safety, applicants for employment with the Town 

may be subject to a pre-employment national criminal records check.  

 

B. Upon receipt of information which indicates a prior criminal conviction, the Town 

Manager will consult with the Department Director to determine if there is a connection between the 

crime for which the applicant was convicted and the employment position being sought. 

 

C. In cases where the conviction record is determined to be incompatible with the nature of 

employment, the applicant shall be removed from further consideration.  The decision of the Town 

Manager shall be final.  Criminal history records shall be kept confidential. 

 

6.15. Medical Examinations 

 
A. Applicants for employment with the Town may be subject to a pre-employment physical 

examination as determined by the Town Manager. 

 

B. Following a provisional offer of employment, the Town Manager shall arrange a medical 

examination for the applicant at the Town’s expense.  If the medical examination results indicate that 

the applicant may be incapable of performing the essential duties of the position, the Department 

Director shall meet with the applicant to determine if any reasonable accommodations can be made 

that will allow the applicant to perform the essential duties of the position.  In the event that no 

reasonable accommodation can be made, or the necessary accommodation imposes an undue 

hardship or a safety risk/direct threat, the provisional employment offer will be withdrawn. 

 

6.16. Residency 

 
Employment shall not be limited to Town residents.  All employees must be available and accessible 

to perform the duties and responsibilities required of their jobs. 
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6.17. Employment of Close Relatives 

 
A. No person shall be hired into a position in the same department where another close 

relative is employed.  A “close relative” is defined as a spouse, child, parent, grandparent, brother, 

sister, half-brother or sister, or the spouse of any of these.  All relationships shall include those 

arising from adoption.  A close relative of the Town Manager or of a member of the Town Council 

shall not be hired by the Town.  This restriction does not preclude the retention, promotion, or 

transfer of an employee who was employed prior to his or her close relative taking office as a 

member of the Town Council. 

 

B. Relatives will not be placed in positions where they work with or have access to sensitive 

or confidential information regarding other close relatives, or there is an actual or apparent conflict 

of interest. 

 

C. If employees become related after employment and a conflict of interest or problems with 

supervision, safety, security, or morale result or if reorganization creates such an employment 

conflict, reasonable time may be given so that alternative employment may be found.  If resolution is 

not possible, the Town Manager may require one or both of the employees to transfer or resign. 

 

D. Policies stated in this Section shall not adversely affect persons employed by the Town of 

Bowling Green on the date of adoption of these policies. 

 

6.18. First Day of Work 

 
Department Directors shall inform all new employees of the need to schedule an appointment to 

meet with the Town Manager on the first day of work to complete various employment forms and to 

become oriented to the benefits associated with the position.  

 

6.19. Seasonal or Temporary Part Time Employees 

 
A seasonal or temporary part time employee may be recruited to assist in the handling of workloads 

of unknown duration, seasonal employment, emergency work, or for completion of a specific task or 

project.  These positions require less than 40 hours per week and the duration of their employment is 

short-term and finite.  Seasonal or temporary part time employees shall not be employed without the 

approval of the Town Manager.  If a seasonal or temporary part time employee changes status to a 

regular full-time position, the employee shall be considered as a new hire at the time that employee’s 

status is changed unless otherwise designated by the Town Manager. 

 

6.20. Emergency Hiring 

 
Should circumstances and conditions necessitate the hiring of personnel in an abbreviated manner, 

the Department Director shall make a written request for authority to hire on an emergency basis 

from the Town Manager.  No employment commitment shall be made prior to the Town Manager’s 

approval.  
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6.21. Staffing through Temporary Agencies 

 
From time to time, a department may have an immediate workload demand that can be met only by 

additional staff for a short duration.  If the Department Director determines the department’s need is 

best met by using a temporary employment agency which has available personnel that meet all 

requirements of the position(s) and department funds are available, all arrangements for such 

contract workers shall be made by that department in conjunction with the Town Manager.  The 

duration of the contract with the temporary employment agency shall be no longer than 90 calendar 

days, unless a longer period is approved by the Town Manager.   Contract workers are not 

“employees” of the Town. 

 

6.22. Acting Assignment 

 
A. An employee may be temporarily assigned to a vacant position, or a prescribed set of 

duties, other than those found in the position description under certain circumstances.  These 

circumstances include, but are not limited to:  during temporary vacancies created by the resignation 

of an employee, to meet emergencies occasioned by abnormal workload or organizational changes, 

to cover absences pending official assignment of personnel, to perform duties pending the 

development and classification of a new position, or for other purposes necessary to provide quality 

public service. 

 

B. Acting assignments and the reasons thereof shall be made a part of the employee’s 

personnel file.  The employee’s pay while on acting assignment may change if the employee is 

required to work in the full capacity of a higher classified position for a period equivalent to thirty 

(30) workdays or longer.  Requests for “Acting Pay” shall be made in writing by the Department 

Director and forwarded to the Town Manager in advance of the employee assuming an acting 

assignment.   

 

C. “Acting pay” for positions below that of the Department Director level shall be 

commensurate with duties assigned.  Acting pay for Department Director level positions shall be 

determined by the Town Manager. 

 

6.23. Transfer 

 
A transfer is the lateral move of an employee from one position to another position with a similar 

level of responsibility.  Transfers shall be authorized by the Town Manager upon the 

recommendation of the Department Director.  An employee who makes a transfer will be subject to 

a new 6 month probationary period, which shall begin on the date the transfer becomes effective. 

 

6.24. Promotion 

 
A promotion is the selection of any employee for a position with a higher level of responsibility in a 

higher pay grade.  An employee may compete with external and/or internal applicants for a 

promotional opportunity.  Employee initiated promotions require approval of the Town Manager and 

the satisfactory completion of a 6-month probationary period in the position to which the employee 

is promoted. 
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6.25. Employment of Minors 

 
A. All persons employed by the Town should be a minimum of eighteen (18) years of age.  

In special circumstances such as the Summer Jobs Program where it is not possible or preferable to 

recruit a qualified applicant who has reached their eighteenth birthday, employment of a child must 

be conducted in accordance with the state and federal law. 

 

B. Prior to employing a child, under sixteen (16) years of age, the Department Director must 

have on file a completed Employment Certificate which shall be obtained by the child from the 

Superintendent of Caroline County Schools or the Superintendent of the school district in which the 

minor resides.  The child must also provide proof of age prior to commencing work. 

 

6.26. Political Activities 

 
A. No employee shall be deprived of the right to vote, to express political opinions, or to join 

in any political organization provided, that:   

 

1. Such participation does not interfere with job performance and is not conducted 

within the workplace; and 

 

2. No employee shall be required to make a contribution of money, time or any other 

thing of value to any political party, candidate or other political organization. 

 

B. Prior to accepting a public appointment to or becoming a candidate for election to a 

federal, state, or local public office, the employee shall: 

 

1. Obtain an advisory opinion from the Commonwealth’s Attorney stating that 

candidacy or acceptance of the public appointment and continued status as an employee would not 

constitute a violation of the State and Local Government Conflict of Interests Act, of the Code of 

Virginia, Section 2.2-3100 et seq. of the Code of Virginia; and 

 

2. Obtain an advisory opinion from the employee’s Department Director stating that 

the employee is not covered by the federal Hatch Act (e.g. the employee does not work on activities 

or programs receiving federal funds).  If an employee is covered under the Hatch Act, the employee 

must obtain an advisory opinion from the U.S. Office of Special Counsel (HatchAct@osc.gov) or 

call 1.800. 854.2824). 

 

C. Any employee who is elected or appointed to a public office and is unable to obtain the 

opinions described above shall resign their current position before assuming office.  At all times 

during the candidacy as well as after commencing  service as an elected official, the employee must 

adhere to all work rules including, but not limited to, hours of work and work performance 

standards. 
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Section 7.  The New Employee 

 
7.1. Orientation 

 
A. The Town of Bowling Green recognizes the importance of a sound orientation program to 

ensure that new employees have a clear understanding of their duties, how to perform them and the 

relationship of these duties to the department and the overall operation of the Town government. 

 

B. On the first day of work, the Department Director should make arrangements for new 

employees to meet the Town Manager and the staff.  The new employee will be required to provide 

pertinent information necessary to be placed on the Town’s payroll.  Employees may receive a 

packet beforehand to process the required information in a more leisurely manner. 

 

7.2. On-the-Job-Training 

 
The Department Director will explain job responsibilities, duties, work schedule, working conditions 

and general information regarding the department’s facilities, organization, and standard operating 

procedures and provide guidance on how the employee may meet expected performance. 

 

7.3. Probationary Period 

 
A. All regular full-time and regular part-time employees shall be subject to a probationary 

period for the 6 months immediately following their date of hire or upon a substantial voluntary 

change in job position. The probationary period is regarded as an integral part of the evaluation 

process.  It is used to closely observe the employee’s performance to ensure the effective adjustment 

of the new employee into the position. 

 

B. Probationary employees may be terminated from employment at any time during the 

probationary period at the discretion of the Department Director after consultation with the Town 

Manager. The provisions of the Town’s grievance procedures are not available to probationary 

employees. 

 

7.4. Probationary Period Performance Review 

 
The Department Director shall conduct the five month probationary review and submit the rating to 

the Town Manager before the end of the six month probationary period. 

 

7.5. Satisfactory Completion of Probationary Period 

 
If the rating on the performance review is satisfactory, the employee will move from probationary to 

regular status and is eligible for a 5% pay increase.  An assessment reflecting less than satisfactory 

progress shall be sufficient grounds for immediate termination of employment. 
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7.6. Extension of Probationary Period 

 
A. If an employee has not achieved satisfactory performance on the probationary 

performance reviews, but has demonstrated the potential to succeed, the employee’s probationary 

employment period may be extended at the discretion of the Department Director and with the 

approval of the Town Manager. Such extension shall not be for a period longer than six months. 

 

B. An employee who during the probationary period is absent for five or more consecutive 

workdays, will have the probationary period extended for the length of time of each such 

consecutive absence.  For example, a seven day consecutive absence will extend the probationary 

period by seven days; two seven day consecutive absences will extend the probationary period by 14 

days. 

 

7.7. Substantial Change in Job Responsibility 

 
Upon a voluntary change in position classification (including, but not limited to promotion, 

demotion, lateral transfer and reclassification), an employee will serve a new six month probationary 

period.  If an employee is removed from the position for not successfully completing the 

probationary period, the employee may be re-employed in his or her former position if there is a 

vacancy in that position classification. This provision does not apply to an employee who is 

involuntarily placed in a different position classification. 
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Section 8.  General Rules 

 
8.1. Purpose 

 
The following policies set forth general operating procedures. 

 

8.2. Official Hours 

 
A. The official hours for the transaction of Town business are from 7:00 9:00 a.m. until 5:00 

p.m., Monday through Friday. The Town Manager may establish different official hours for the 

departments, depending on the functions and operations involved.    

 

B. Because of the variety of services that departments provide, an employee’s work schedule 

may be different from the official hours.  However, a full-time employee is expected to work forty 

(40) hours per workweek. 

 

8.3. Holidays 

   
A. Town offices shall be closed on officially designated state holidays.  Employees who 

provide public safety or other essential services may be required to work on holidays. 

 

B. The Town shall observe the following holidays: 

 

Holiday    Date County Offices Closed 

 

New Year’s Day   January 1 

Lee-Jackson Day   Friday preceding the 3rd Monday in January 

Martin Luther King, Jr. Day  3rd Monday in January 

President’s Day   3rd Monday in February 

Memorial Day    Last Monday in May 

Independence Day   July 4th 

Labor Day    First Monday in September 

Columbus Day   2nd Monday in October 

Veteran’s Day    November 11th 

Thanksgiving Day   4th Thursday in November 

Day after Thanksgiving  4th Friday in November 

Christmas Day    December 25 

 

C. The Bowling Green Town Council also honors special holidays approved by the Governor 

of Virginia and/or the President of the United States. In addition to these and the holidays listed 

above, the Town Council may designate any other day or part of a day as an official holiday.  If one 

of the above holidays falls on a Saturday, the preceding Friday will be observed as the designated 

holiday; if the holiday falls on a Sunday, the following Monday will be observed as the designated 

holiday.  Salaried employees shall receive paid time off for a holiday.  Each full day holiday shall be 

valued at eight hours, and a one-half day holiday shall be valued at four hours. 
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D. For employees who would normally work other than an eight (8) hour day on a holiday, 

the difference in time shall be made up by the employee after discussion with the appropriate 

Department Director. For Department Directors, discussion of this matter shall be held with the 

Town Manager. Options may include working additional hours, taking Compensatory Leave, or 

taking Annual Leave. The needs of the Town will be considered by the Town Manager and 

Department Directors in making such decisions.  

 

E. If any holiday mentioned above falls on an employee's regularly scheduled day off, the 

employee shall be granted another paid day off during the month in which the holiday was 

celebrated, whenever possible.  If this is not possible, the employee shall receive one work day of 

straight time pay in lieu of the paid day off.   

 

F. If any full-time employee is required to work during any holiday mentioned above, the 

employee shall be granted another paid day off during the month in which the holiday was 

celebrated, whenever possible.  If this is not possible, the employee shall be granted "holiday pay" or 

double the straight time rate of pay for each hour worked during the holiday rather than equivalent 

paid time off.  Holiday pay and time worked during a holiday shall not change the requirement to 

actually work 40 hours during the workweek before becoming eligible for overtime pay. 

 

G. When a holiday falls within a period of paid leave, the holiday shall not be counted as a 

leave day in computing the amount of leave debited.  An employee who is absent without leave on 

the day immediately preceding or following a holiday shall not be paid for the holiday and the day 

absent without leave.   

 

8.4. Service Recognition 

 
Employees shall be recognized upon satisfactory completion of intervals of five (5) years of service 

as follows: five years, ten years, fifteen years, twenty years, twenty-five years, thirty years, and each 

subsequent five year period of service. 

 

8.5. Retirement Recognition 

 
Individuals who elect to retire after five (5) consecutive years of full-time Town employment shall 

be recognized by the Town Council.  Retire means to apply for and receive retirement annuity 

benefits from VRS. 

 

8.6. Closing of Town Offices Due to Severe Weather 

 
A. Town offices may be declared closed by the Town Manager during periods of severe 

weather and/or when the health and safety of employees may be at risk.  When weather conditions 

are serious enough to raise questions about driving safety or whether Town offices will be open, 

employees should listen to local radio stations for relevant announcements.  Aside from the Town 

Manager’s declaration of the closing of Town offices, all Town offices shall be closed when 

Caroline County officers declare County offices are closed for such reasons as herein explained.   

 

B. A declaration of closure may affect the manner in which an employee is paid for that day 

or partial day that the offices are closed.  If a re-opening date and time is not announced, it is 
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presumed to be 12:01 a.m. of the next calendar day following the closing and employees are 

expected to report to work on their regular schedule. 

 

C. Liberal Leave.  When Town offices are open during inclement weather, the Town 

Manager may declare a liberal leave policy to be in effect.  Under the liberal leave policy, employees 

who are in non-essential positions (as determined by Department Directors and reported to the Town 

Manager) may elect not to report to work and may have their absence or late arrival charged to 

annual leave, compensatory leave and/or leave without pay, without having received approval in 

advance.  The employee, upon returning to work, must submit a leave form for any time the 

employee was absent from work while Town offices were open. 

 

D. Previously Approved Leave Restored.  Employees who were previously approved for 

annual, sick, and/or compensatory leave prior to Town offices closing shall not have such time 

charged against their leave balances to the extent that such time coincided with the period that Town 

offices were closed. 

 

8.7. Punctuality 

 
Employees are expected to report to work on time and adhere to their scheduled work hours. The 

efficient and effective service to Town residents and businesses requires regular attendance and 

punctuality of all employees.  Therefore, absenteeism, tardiness, and leaving work early will not be 

tolerated because such behavior is disruptive.  All time away from work must be approved in 

advance; otherwise, it will be counted as an unexcused absence.  Exempt employees are expected to 

work all regularly scheduled hours and additional hours if such are necessary to accomplish assigned 

tasks. 

 

8.8. Flexible Work Schedules 

 
Department Directors, for good reason, may recommend to the Town Manager flexible work 

schedules for all or some of the position classifications where appropriate.  No flexible or alternative 

work schedules shall be implemented without the prior approval of the Town Manager. 

 

8.9. Required Certifications and Licenses 

 
The minimum qualifications for certain positions may include specific professional or technical 

certifications or licensing requirements.  Those employed in such positions shall maintain the 

required certification or licensure in order to continue employment with the Town.  Town Council 

encourages all employees to achieve certifications and higher grade licensure.  Given the availability 

of funds, the Town will contribute to the attainment of appropriate licenses.  The Town will not 

participate financially upon the second failure of a certification or licensure examination.  

Employees may be directed to take additional training that is applicable to their position as directed 

by the Town Manager to fulfill their required tasks.  This training shall be paid for by the Town of 

Bowling Green.  After obtaining such training or licensure, the employee will be required to provide 

the Town with a commitment to work for the Town a minimum of 90 days after obtaining each 

license.   
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8.10. Appearance 

 
A. Uniformed Personnel 

 

1. It is the responsibility of the employee to keep uniforms in a neat, clean, and 

orderly manner.  Employees are expected to begin their work period with a uniform in proper order.  

The complete uniform must be worn at all times while on duty and no uniform may be altered or 

changed in appearance.  Any employee not wearing the assigned uniform may be sent home on leave 

without pay to change and the time counted as an unexcused absence. 

 

2. An employee who loses a uniform more than once will be responsible for the cost 

of replacing the uniform.  The employee will be required to pay cash for the replacement or with the 

employee’s consent the replacement cost will be deducted from the employee’s next regular 

paycheck. 

 

3. It is the employee’s responsibility to make the Department Director aware of the 

need to replace uniforms.  Uniformed employees need to wear uniforms with their names clearly 

noted at all times while on duty. 

 

B. Non-Uniformed Personnel. During work hours, employees are considered to be 

representatives of the Town and are required to dress and groom themselves in a manner that 

portrays a professional image. 

 

8.11. Use of Tobacco Products 

 
In the interest of the health and well being of employees and the public, the use of tobacco products 

is not permitted in Town buildings or vehicles.  The Town of Bowling Green, depending on the 

availability of funds in the budget, will contribute to programs to help employees quit smoking or to 

cease the use of other tobacco products. 

 

8.12. Use of Town Equipment 

 
The Town of Bowling Green provides employees with tools and office equipment intended for use 

while performing Town business.  This equipment (including, but not limited to, copiers, facsimile 

machines, carpentry, lawn care tools, plumbing, earth-moving equipment, and vehicles, etc.) is not 

intended for an employee’s personal use.  Removal or unauthorized use of Town property without 

authorization is prohibited.  Personal use of equipment by Town personnel may be permitted by the 

Town Manager with full compensation for the use of such equipment coming from the employee to 

the Town. 

 

8.13. Computers and Other Wire, Digital, and Electronic Communication 

Devices 

 
A. Each employee who is authorized to use a computer terminal, personal computer, the 

Internet, or other wire, digital, or electronic communication device (“communication equipment”) is 

responsible for maintaining, preserving and securing the information received, sent and stored. 
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Communication equipment includes, but is not limited to, electronic mail (e-mail), facsimiles, 

Internet, pager, copier, radio, cell phone, computer server, and telephone. 

 

B. All messages received, transmitted, or stored on the Town’s communication equipment is 

subject to the monitoring of, use, and the reading of the messages. 

 

C. Employees who engage in excessive or abusive personal use of any communication 

equipment will be subject to disciplinary action. 

 

D. Telephones.  Town telephones are intended for official use only while conducting Town 

business.  Personal calls (made or received) to local phone exchanges should be as brief and 

infrequent as possible.  No long distance telephone calls shall be made for personal business.  If such 

a call is made under emergency circumstances, the employee will reimburse the Town for the cost of 

such a call and, if situations warrant, may be subject to disciplinary action. 

 

E. Prohibited Uses.  The following actions illustrate some of the prohibited uses of the 

communications equipment: 

 

1. Employees are prohibited from sending messages which are harassing or 

discriminatory; 

 

2. Use of abusive or obscene language in either public or private messages; 

 

3. Using the Internet in any manner violating federal, state, or local laws or statutes 

including copyright laws; 

 

4. Knowingly changing any computer file that was not generated by the user (“user” 

shall include any person in the chain of supervision); 

 

5. Use of Internet for sending, viewing or retrieving pornographic materials, 

inappropriate text files or files dangerous to the integrity of the network; 

 

6. Circumventing security measures; 

 

7. Attempting to gain access to another person’s resources, programs, or data, without 

consent; 

 

8. Vandalizing, which is defined as any malicious attempt to harm or destroy, Town 

equipment or data on the network or the Internet.  This includes the uploading or creating of 

computer viruses; or  

 

9. While using the Internet, falsifying one’s identity to others, user name, and/or 

allowing another person to use the employee’s password. 

  

8.14. Vehicle Use 

 
A. Certain designated employees are authorized to utilize Town vehicles for commuting 

purposes (“take-home vehicles”).  Take-home vehicles are intended specifically to enable employees 
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to respond directly from home to calls for service. Transporting passengers other than Town 

employees or other authorized persons in a take-home vehicle is prohibited. Take-home vehicles are 

not to be used for personal business with the following limited exceptions:  

 

1. Travel to and from lunch or medical appointments (that could not be otherwise 

scheduled) during the work day, provided the distance traveled is reasonable; and  

 

2. Personal errands on the way to and from work, or during the lunch break, if the 

errand requires only a minor deviation from the normal route traveled.   

 

B. An employee will be taxed according to prescribed IRS rules and regulations for any 

compensatory benefit received from the personal use of the take-home vehicle.  It is the 

responsibility of the employee to notify the Department Director if there has been a change in 

vehicle use.  

 

8.15. Reimbursement for Expenses Incurred 

 
A. From time to time, Town employees and officials (members of the Town Council, the 

Planning Commission, the Board of Zoning Appeals, etc.) incur certain expenses in connection with 

the performance of official Town business.  Town employees and officials will be reimbursed for 

reasonable and appropriate expenses in the following manner. 

 

1. Vehicle Expense 

 

a. When a Town owned vehicle is not available and a personal vehicle must 

be used for official Town business, the employee/official will be reimbursed for mileage at the 

current rate established by the Internal Revenue Service.  There will be no reimbursement for any 

other expenses related to the operation or maintenance of the personal vehicle, with the exception of 

tolls or parking fees documented by a receipt, unless otherwise approved by Town Council as part of 

an employment contract.   

 

b. Mileage driven while on Town business shall be recorded on a mileage 

reimbursement form indicating the date, destination, purpose, and total mileage of individual trips.  

Mileage reports shall be approved by the appropriate Department Director or the Town Manager and 

processed for reimbursement. 

 

2. Travel Expenses 

 

a. Out of area trips, involving an overnight stay on official business must be 

approved in advance by the Town Manager.  The preferred method of payment for lodging and 

travel by common carrier is to have costs paid in advance using either direct billing or credit card 

billing to the Town. 

 

b. Reasonable and necessary expenses for overnight travel will be reimbursed 

upon the presentation of a receipt or other appropriate documentation and approval by the Town 

Manager.  This includes the use of a personal vehicle (if necessary), airline, train, bus or other 

common carrier transportation, taxi or cab service, rental vehicle (pre-approved), tolls, parking fees, 

business telecommunications, lodging and meals (including gratuities not to exceed 15%).  
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Alcoholic beverages may not be charged to the Town and must be excluded from any receipt 

submitted. 

 

3. Miscellaneous Business Expenses.  Other reasonable and appropriate expenses 

(such as operating supplies, material, or equipment), necessary for the conduct of Town business 

may be procured if such procurement comports to the Town procurement policies.  When direct 

billing or the use of a Town credit card is not possible and purchases must be made, a Town 

employee/official will be reimbursed if such purchases are evidenced by a written receipt or other 

appropriate documentation and approved by the Town Manager. 

 

B. The Town Manager may develop travel guidelines for travel expenses and 

employees/officials are expected to adhere to these guidelines. 

 

8.16. Solicitations 

 
Solicitations for private businesses or individuals, civic and other non-profit organizations (outside 

organizations) and their fund raising events are prohibited unless approved in advance by the Town 

Manager. No literature or announcements of outside organizations shall be distributed or posted 

without the prior approval of the Town Manager. 

 

8.17. Outside Jobs 

 
A. An employee may have an outside job or engage in business activities provided that such 

supplemental employment or business activities do not impair job performance with the Town, is not 

done during work, and does not create a conflict of interest.   

 

B. Prior to the acceptance of outside employment, the employee must seek approval from the 

Town Manager. 

 

C. Outside employment or business activities cannot be engaged in while on sick leave.  An 

employee may be asked to terminate outside employment or business activities if such activities 

interfere with Town duties or represent a conflict of interest. 

 

8.18. Personnel Files 

 
A. There will be only one official personnel file for each employee and such file will be 

maintained in the office of the Town Manager.  The official personnel file may comprise several sets 

of documents, some of which are marked confidential (e.g. medical or immigration information); 

those marked confidential may only be viewed by the employee and certain designated individuals. 

The official personnel file may be reviewed by the employee during regular office hours; it is 

recommended that an appointment be made.  The official personnel file may be reproduced in Town 

Hall at the request of the employee. 

 

B. Persons other than the employee who will have access to the official personnel file will be 

designated by the Town Manager.  If an employee is physically or mentally unable to review the file, 

the authorized representative of the employee may access the file.  The Town Manager and 
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Treasurer have access to all payroll and timekeeping records and may access the personnel file to 

submit these records into that file. 

 

C. An employee may request, in writing, that inaccurate or no longer timely information in 

the employee’s personnel file be corrected or purged; if such request is denied, the employee may 

provide supplemental information or a statement no longer than 200 words.  

 

D. Information in the personnel file will be released when subpoenaed or by Court Order. 

 

8.19. Personal Information 

 
Employees must notify the Town Manager of any changes in personal information, (e.g. phone and 

cell numbers, names of dependents, and spouse, home, and P.O. addresses, etc.).  It is critical that all 

information be kept up to date.  It is important to remember to update marital status, name of spouse, 

and all minor children, addresses and phone numbers.  Any problems incurred by the Town’s use of 

out-of-date information are not the responsibility of the Town. 

 

8.20. Verification of Employment and Employment References 

 
All requests for employment references and verification of employment or pay for current and 

former employees shall be referred to the Town Manager.  Employees shall not supply information 

regarding the employment history of any former or current employee to any inquiring party.  

 

8.21. Public Inspection of Personnel Information 

 
The name, title, and pay of current and former employees shall be available for public inspection 

during business hours and in accordance with such procedures as the Town Manager may prescribe. 

The Government Data Collection and Discrimination and Freedom of Information Acts govern the 

public availability of employee records. 

 

8.22. Destruction of Records 

 
A. The retention and destruction of official records including the official personnel files shall 

be governed by the Virginia State Library in accordance with the Virginia Public Records Act and 

applicable federal laws. 

 

B. Personnel files and any other records may be kept longer than the minimum required 

under the VPRA at the discretion of the Town Manager. 

 

8.23. Garnishments  

 
Should the Town be served with a writ of garnishment or attachment, a notice of levy by the Internal 

Revenue Service (IRS) or other taxing authority, or any other judicial order requiring payment of an 

employee’s wages to a third party or the court, the Town will deduct the required amount from the 

employee’s wages in an amount not to exceed that permitted by law.  The Town may impose an 

administrative fee based on the amount of the garnishment.     
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8.24. Conflict of Interests 

 
A. All employees are subject to the Virginia Conflict of Interests Act, 2.2-3100 et. seq. of the 

Code of Virginia.  Whenever an employee or family member of the employee may directly or 

indirectly financially benefit from a transaction or a contract to which the employee has a personal 

interest, a potential conflict of interest may arise. 

 

B. A violation of the Conflict of Interests Act is criminal.  Whenever a potential conflict 

arises, the employee is advised to request a written opinion immediately from the Commonwealth’s 

Attorney who is required by statute to give such an opinion.  A copy of the Conflict of Interests Act 

is available from the Town Manager or it may be found on the Internet. 

 

8.25. General Ethical Conduct 

 
A. The following are general rules of ethical conduct to which employees are expected to 

adhere: 

 

1. Affirm the dignity and worth of the services rendered by government and maintain 

a constructive, creative, and respectful attitude toward the public;  

 

2. Be dedicated to the highest ideals of honor and integrity in all relationships in order 

to merit the respect and confidence of other employees and of the public; 

 

3. Maintain public confidence and trust in Town government through your actions; 

 

4. Conduct official and personal affairs in such a manner as to give the clear 

impression that you cannot be improperly influenced in the performance of your official duties; 

 

5. Handle all personnel matters on the basis of merit so that fairness and impartiality 

govern decisions pertaining to appointments, pay adjustments, promotions, and discipline; 

 

6. Do not solicit directly or indirectly any gift or accept or receive any gift-whether it 

is money, services, loans, travel, entertainment, hospitality, promise, or any other form if it has a 

retail value of $35.00 or greater or if: 

 

a. it could be reasonably inferred or expected that the gift was intended to 

influence you in the performance of your official duties; or 

 

b. the gift was intended to serve as a reward for any official action on your 

part. 

 

7. Do not disclose to others, or use to further your personal interest, confidential 

information acquired in the course of your official duties. 
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Section 9.  Performance 

 
9.1. Purpose 

 
A. Performance conferences and annual reviews inform employees how well they are 

performing their work and how they can improve their work performance.  The review and 

evaluation process is intended primarily to enhance communication on performance expectations 

between employees and their Department Directors and the Town Manager.   The performance 

review is for: 

 

1. Determining the level of the employee’s performance and informing the employee 

about this determination; 

 

2. Identifying areas which meet or exceed expectations and those which need 

improvement; and  

 

3. Identifying how the employee and his co-workers can best work together to 

achieve the department’s work goals for the coming year. 

 

B. Performance evaluations may be used as a factor in determining pay, promotion, 

demotion, transfer, termination, layoff, or training. 

 

9.2. Performance Plans 

 
The Performance Plan sets forth the expectations for the duties and responsibilities of the position.  

It describes a proficient level of performance for the duties found in the position job description as 

well as what new skills and abilities must be attained during the next performance year. 

 

9.3. Evaluations 

 
All employees, except temporary and seasonal part-time workers, shall be evaluated.  Evaluation 

shall occur after five months of the probationary period and then annually prior to the Performance 

Review Date. 

 

9.4. Supervisor’s Responsibility 

 
Performance evaluations shall be prepared by Department Directors.  The Director is expected to 

regularly review the performance with each employee.  The Town Manager will evaluate each of the 

Department Directors.  Each employee shall be provided with a copy of the completed annual 

performance evaluation form signed by the Department Director; the employee is also expected to 

sign the evaluation.  The employee’s signature does not indicate agreement with the evaluation 

ratings, but merely acknowledges that the review has been discussed. 
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9.5. Employee’s Responsibility 

 
Every employee is encouraged to discuss openly with the Director the responsibilities and 

expectations for future performance.  If an employee wishes to supplement or clarify the annual 

performance evaluation, the employee may submit a written statement within 10 calendar days 

following the annual performance conference with the Director. 

 

9.6. Confidential Nature of the Evaluation 

 
Copies of annual performance evaluations shall be maintained in personnel files.  A performance 

evaluation shall be made available only to the employee, the Department Director, the Town 

Manager, the Town Council, and legal authorities on a need-to-know basis. 
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Section 10.  Benefits 

 
NOTE:  Employment benefits are presented in detail to new employees during the orientation with 

the Town Manager.  As benefits change, employees will be notified. The information contained 

below is only an introduction to the benefits and the requirements for obtaining such benefits. Please 

contact the Town Manager for complete information about current benefits. The Town Council may 

at any time change the eligibility and participation requirements as well as eliminate any of the 

following benefits. 

 

10.1. Retirement/Disability Benefits - Virginia Retirement System 

 
A. Retirement benefits are administered through the Virginia Retirement System (VRS). 

 

1. Eligibility.  Membership in the VRS defined benefit plan is mandatory for all full-

time employees in regular positions.  

 

2. Cost.  Participation in the VRS retirement plan requires a contribution from the 

employer as well as the employee.  Presently, the Town pays both the employer’s and the 

employee’s contributions.  Contributions to VRS begin with the first paycheck and continue 

throughout employment.  No contributions will be made in any pay period  month in which an 

employee has been on leave without pay for 51% or more of the work days during that pay period 

month; this includes employees who are on leave without pay for a Workers’ Compensation injury.  

 

3. Benefits for Disability or Retirement 

 

a. An employee who is disabled and unable to work may be eligible for 

disability benefits from VRS (as well as Social Security disability benefits). To apply for disability 

benefits, an employee must be unable to perform his or her job because of a physical or mental 

disability and the disability is likely to be permanent. The terms and conditions of this coverage can 

be found at the VRS website, www.varetire.org. 

 

b. The monthly amount of the annuity retirement benefit is based on three 

factors: years of credited service, age at the time retirement benefits are received, and final or highest 

three years of pay.   calculated by VRS. 

 

c. Employees may contact the Town Manager VRS for information regarding 

their estimated benefits.  Employees planning retirement should contact the Town Manager four (4) 

months before their retirement date to ensure the coordination of benefits and their timely receipt. 

 

10.2. Group Life Insurance 

  
A. Eligibility 

 

1. Employees in regular positions who work full-time are covered under the “Basic 

Group Life Insurance” program offered through VRS.  A medical examination is not required. 
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2. In addition to the Basic Group Life Insurance, an employee may purchase 

additional life insurance coverage. This program is optional and may require a medical examination.   

Proof of good health is required. 

 

B. Cost  

 

1. Basic Group Life Insurance: The Town presently pays both the employer and 

employee’s contributions for the Basic Group Life Insurance program. 

 

2. Optional Life Insurance and other supplemental programs: The cost of optional life 

insurance and other supplemental benefit programs may be paid by the Town in accordance with an 

allocation determined annually by Town Council and a sub-allocation determined by the employee 

in accordance with the Town’s “Cafeteria Plan”. 

 

C. Leave Without Pay Status.  The Town’s contribution will discontinue if the employee is 

on approved Leave Without Pay for 51% or more of his/her working month, unless absence is 

protected or granted under the Family Medical Leave Act (FMLA), and/or Worker’s Compensation 

Act.  An employee in this situation is advised to make payment to the Town for this period of 

absence to ensure life insurance coverage is not discontinued.  Optional life insurance premiums are 

the responsibility of the employee.  Information about such plan may be obtained from the Town 

Manager 

 

D. Retirement.  Coverage ends at termination of employment unless an employee elects to 

convert coverage to an individual whole life policy at non-group rates. Conversion coverage must be 

elected within 31 days of the last day in the month in which retirement occurred. Retirees may 

continue in the life insurance program if they meet the eligibility requirements under their plan. Such 

life insurance coverage is reduced over a period of time as provided by VRS.  Additional life 

insurance through the VRS Optional Life Insurance Program may be continued at the retiree’s 

expense. 

 

10.3. Group Health Insurance 

 
A. The Town currently provides health plan coverage for full-time employees in regular 

positions.  Coverage does not begin until the first month following the initial 30 days of full time 

employment.  Such coverage is obtained through cooperative arrangements with Caroline County.  

Information concerning Group Health Insurance can be obtained from the Town Manager 

 

B. Cost 

 

1. The Town pays the cost of coverage for the employee 

 

2. Changes in election can be made on the occurrence of a qualifying event (within 30 

days of such an event) or during the Open Enrollment period.   

 

3. If an employee is on leave without pay status for 51% or more work days during 

the pay period, the full costs of the health plan coverage will be the responsibility of the employee 

under the provisions described in greater detail under COBRA. 
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C. Eligibility.  All full time employees in regular positions are eligible for participation in the 

health plan. Employees can elect to include their spouses and dependent children under the health 

plan, but the Town of Bowling Green will only pay the premium for the employee.  The effective 

date of health insurance coverage shall be the first day of the month following the initial 30 days of 

full-time employment. If a part-time employee converts to a regular full-time position the same 30-

day waiting period applies. 

 

D. Open Enrollment.  Open enrollment is the time period designated by Caroline County for 

enrolling in the health plan and/or making changes in coverage and participants. Open enrollment 

usually occurs in the month of February each year. 

 

E. Qualifying Event 

 

1. After initial eligibility, changes in the health plan can only be made during Open 

Enrollment or when a “qualifying event” occurs.  Internal Revenue Code Section 125 defines it as:  

1) experienced by an employee or an employee’s eligible family members; and that 2) gives rise to 

the employee’s ability to change coverage levels under the plan at a time not corresponding to the 

Open Enrollment period.  Qualifying events include but are not limited to marriage, divorce, birth or 

adoption of a child, death of a covered person, spouse’s or dependent’s loss of coverage or a major 

change to current health plan coverage. 

 

2. Health insurance changes due to a qualifying event must be made within 31 days of 

the event.  Supporting documentation must be provided to show proof that a qualifying event has 

occurred. 

 

F. Separation from Employment.  If an employee separates from employment, health 

insurance coverage will continue until the end of the month in which the employee terminated 

employment.  Thereafter, continuation coverage will be under the provisions of COBRA described 

in Section 10.3.G below. 

 

G. COBRA.  The Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) 

allows an employee and/or spouse or dependents covered by the Town’s group health insurance plan 

the opportunity to maintain group coverage for the following time periods (and qualifying events): 

18 months (termination of employment or reduction in work hours); 29 months (qualified 

beneficiary is disabled at time of termination of employment or reduction in hours); and 36 months 

(death of covered employee, loss of dependent child status, covered employee becomes eligible for 

Medicare, covered employee divorces spouse).  An election of continuation coverage must be made 

within 60 days of the qualifying event or the date notice of election was received, whichever is 

sooner.  The Town reserves the right to charge up to a 2% administrative fee. 

 

10.4. Retiree Health Insurance 

 
A. Employees applying for retirement through the Virginia Retirement System (VRS) before 

reaching age 65 will be considered “early retirees”.  Employees (and family members of employees) 

with a minimum of fifteen (15) years in the VRS system will remain eligible for coverage under the 

Town’s group health insurance policy after the federally mandated “COBRA” period expires 18 

months after separation from employment.  Such employees must pay for 100% of the cost of health 

insurance. 
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B. Once the employee reaches age 65, he or she becomes eligible for Medicare coverage.  If 

the employee wants supplemental coverage to Medicare, he or she must convert to a Medicare 

supplement or other plan separate from the Town’s policy. 

 

C. Early retirees who do not meet this requirement must choose an individual plan through 

the Town’s carrier or another carrier of their choice (after the 18 month “COBRA” period).  Early 

retirees and employees continuing coverage during the “COBRA” period are responsible for 100% 

of the cost.  Payment of monthly premiums is due to the Town Manager on the first of every month.  

Non-payment of premiums will result in termination of benefits. 

 

D. A retiree, who does not make this election within 60 days of the effective retirement date, 

does not have the right to re-enter the plan at a later date.  If a retiree interrupts the continuous 

participation in the health plan, the retiree’s right to coverage is forfeited.   

 

E. A retiree may change coverage level only during Open Enrollment or if a qualifying event 

occurs.  Upon the death of a retiree, a covered spouse and/or dependent children may continue on the 

Town’s plan at their own expense under COBRA. 

 

10.5. Employee Assistance Program 

 
A. Counseling.  Full-time and regular part-time employees and their family members residing 

in the employee’s household may participate in counseling and referral services designed to help 

them manage personal or job-related problems.  

 

B. Confidentially.  Counseling through the Employee Assistance Program (EAP) is 

confidential.  Neither the employee’s name nor department will be released to the Town when the 

employee or family member seeks counseling through the EAP voluntarily.    

 

C. Cost.  Employees should inquire upon the commencement of counseling, the number of 

sessions that are provided and what the cost of these sessions might be.  The Town Manager should 

be advised of the cost of the program.  Certain policies may allow the Town to permit participation 

in a portion of the cost of the program for employees. 

 

10.6. -10.5. Social Security and Medicare 

 
The Town pays the employer’s share of Social Security and Medicare contributions.   The 

employee’s share is paid through mandatory payroll deductions. 

 

10.7.  10.6. Unemployment Insurance 

 
Former employees may file for unemployment compensation through any Virginia Employment 

Commission (VEC) office.  The VEC determines eligibility for benefits. 
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10.8.10.7. Optional Benefits 

 
A. Annually, or as often as is necessary to cover actual costs, the Town will set a fixed level of 

benefit contributions to be given to each regular full-time employee.  This level will be the actual 

cost of health insurance under the existing M.D.IPA plan.  If the cost of the health insurance 

premium changes, then Council may change the per employee benefit contribution to reflect the 

increase or decrease in the premium. Employees who do not participate in the Town’s group health 
insurance coverage will receive $530 to purchase optional insurance benefits or to make contribution to the 
Town’s sponsored deferred compensation plan.  

 

 

B. With this fixed dollar amount of benefits, each regular full-time employee may choose to 

use this benefit for health insurance, deferred compensation (457 plan administered by PEBSCO), or 

other insurance such as cancer, intensive care, or disability insurance (administered by AFLAC).  In 

the future, other health insurance plans and other types of insurance may be added as additional 

options.   

 

C. Employees who choose to use the Town's fixed benefit contribution for other than health 

insurance must show proof of health insurance coverage from another source.  If the employee loses 

this coverage from another source, he must then use the  

 

D. Town's fixed benefit contribution to pay for health insurance and use other money from 

each paycheck to pay for additional benefits. 

 

E. In addition to full-time employees using the Town's fixed contribution for health 

insurance, deferred compensation, or for other insurance products, all regular employees, including 

part-time, (seasonal employees are not eligible) may use their own money, through payroll 

deduction, to pay for additional benefits.    The advantage to this is that the benefits are purchased 

without having to pay income taxes on the income used to pay for the benefits.  This is known as 

"pre tax" benefits.  While the tax liability for insurance is different from deferred compensation 

(some tax, such as FICA, must be paid on deferred compensation), all pre tax benefits offer some 

savings. 
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Section 11. Leave 

 
11.1. Annual Leave 

 
A. Purpose.  Annual leave provides paid time-off for vacation or other personal reasons. 

Only those employees on full-time status accrue annual leave.  

 

B. Accrual.  Annual leave is accrued on a semi-monthly basis.  The amount of annual leave 

that an employee accrues and the total that may be accumulated is based upon the employee’s length 

of service as follows: 

 

Years of Service Accrual Rate   Maximum Accrual 
 

Less than 5 years 4 3.69hours semi-monthly bi-weekly  192 hours (24 

days) 

5 to 9 years  5 4.62hours semi-monthly bi-weekly  240 hours (30 

days) 

10 to 19 years  6 5.54hours semi-monthlybi-weekly  288 hours (36 

days) 

20 or more years 7 6.46hours semi-monthlybiweekly  336 hours (42 

days) 

 

C. Accrual Based on Days of Paid Leave Status.  The amount of annual leave that is accrued 

each month will be prorated based on the hours that the employee actually worked during that month 

(e.g. deductions will be taken for leave without pay or days not worked because the employee was 

hired or terminated from employment during the month).  

 

D. Maximum Accrual Limited.  On July 1 of each year, all leave accrued in excess of the 

maximum accrual amount will be lost.  Employees are expected to schedule their annual leave 

throughout the year so that no leave time is lost on July 1.  If the excess amount of leave is scheduled 

to be taken prior to June 30 and circumstances beyond the employee’s control prevent the taking of 

scheduled leave, the Town Manager may make an exception based on extenuating circumstances 

beyond the employee’s control and that amount of leave will be carried into the next leave year.  

Maximum accrual limits still apply in each leave year. 

 

E. Notification of Leave Balance.  Employees shall be notified of their annual leave balances 

on a form that will be distributed monthly.  Employees are responsible for checking to determine 

whether the information reported is accurate. 

 

F. Minimum Increment of Leave.  Annual leave must be taken in increments of no less than 

30 minutes. 

 

G. Request for Annual Leave.  The use of annual leave is contingent on obtaining advance 

approval for the time away from work. Employees are expected to request approval to use annual 

leave in advance of the anticipated dates to ensure staffing requirements and critical functions for the 

Town are covered.  Every consideration will be given to an employee’s desire to use annual leave. In 
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approving leave the Department Director is responsible for managing work schedules so that 

department services are not compromised.  

 

H. Restrictions on Use 

 

1. Annual leave may not be used in advanced of its accrual.  Annual leave is accrued 

but may not be used until the employee has completed the initial six month probationary period. The 

Town Manager may, at his discretion, approve the use of accrued annual leave during the 

probationary period for extenuating circumstances. 

 

2. The use of annual leave is not a right.  Depending on the needs of the department a 

leave request may be denied for business necessity or for failure to request the leave in a timely 

manner.  Unless the leave has been approved in advance, the absence may not be charged as Annual 

leave.   

 

I. Payout for Annual Leave.  Upon the termination of employment, an employee shall receive 

payment for the annual leave accrued as of the date of separation in an amount not to exceed the 

maximum accrual limit. In the event of an employee’s death, the estate will receive payment for the 

accumulated leave balances to which the employee is entitled. 

 

11.2. Sick Leave  

 
A. Purpose of Leave.  Sick leave provides paid time off when an illness or injury of the 

employee or the employee’s immediate family member necessitates the employee being absent from 

work.  Sick leave is only available to full-time employees. 

 

B. Use of Sick Leave.  Sick leave may be taken for one of the following reasons: 

 

1. Personal Sick Leave.  Personal sick leave is defined as absence for reasons of 

illness or injury incapacitating the employee to perform assigned duties or exposure to contagious 

disease such that the employee’s presence on duty would jeopardize the health of fellow workers on 

the job. 

 

2. Medical Appointments.  Medical, dental, and other health care provider 

appointments, whether for the employee or the employee’s immediate family member, should be 

scheduled outside of work hours whenever possible.  When such appointments cannot be scheduled 

outside of or around work hours, the employee may use sick leave provided it is approved in 

advance by the Department Director or Town Manager. Emergency medical appointments are an 

exception. 

 

3. Family Illness.  An employee may use sick leave to care for an immediate family 

member who has a serious health condition or to transport such a family member to health care 

provider appointments. For purposes of sick leave, immediate family member is defined as child 

(son, daughter, adopted child, foster child, stepchild, legal ward, child of the employee standing in 

loco parentis), mother, father, sister, brother, grandfather, grandmother, husband, wife, mother-in-

law, father-in-law, or any family member related by blood or marriage living in the employee’s 

home.  
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5. Workers’ Compensation Injuries.  An employee may use sick leave for the first 

seven (7) calendar days that the employee is absent due to a Workers’ Compensation injury or 

illness. If such leave is used and the employee becomes eligible to receive lost wage payments from 

the Workers’ Compensation Commission for the first seven (7) days, the Town will request from the 

Commission that the amount of money paid to the employee in sick leave benefits be returned to the 

Town.   

 

6. Pregnancy.  Unless a medical reason prevents a pregnant employee from 

performing the duties of the position, sick leave cannot be used for pregnancy conditions.  A medical 

doctor must certify that the employee cannot work because of medical reasons relating to the 

pregnancy, and the anticipated return to work date must be given.  Sick leave shall be authorized 

only within the limitations set forth in the doctor’s certification.  Should an employee desire to be 

away longer than the doctor certifies, the employee may request to use annual leave.  

 

7. Family and Medical Leave Purposes.  Sick leave (or annual leave) must be used for 

all absences taken for Family and Medical Leave purposes including absences following the birth or 

placement of a child. 

 

C. Accrual of Sick Leave.  Sick leave is accrued at the end of each pay period.  The amount 

of sick leave that an employee accrues is based upon the employee’s length of service as shown 

below: 

 

Years of Service   Semi-Monthly Bi-Weekly Accrual 
 

Less than 5 years   4 3.69 hours 

5 but less than 10 years  5 4.62 hours 

10 and over    6 5.54 hours 

 

D. Accrual Unlimited 

 

1. Although there is no maximum accrual amount for sick leave, the use of sick leave 

for a period exceeding that allowed under the Family and Medical Leave policy (12 weeks in a 

rolling 12 month period) may result in the loss of the employee’s job. 

 

2. The continuing employment status of such an employee will be reviewed on a 

case-by-case basis to determine whether the operational needs of the department require that the 

employee’s position not remain vacant.  If the Town Manager determines that the position needs to 

be filled, the employee will be given a notice to return to work within a reasonable time or be 

terminated.     

 

E. Accrual Based on Days of Paid Status.  The amount of sick leave that an employee 

accrues each pay period shall be prorated for the hours that the employee worked during that pay 

period (e.g. deductions will be taken for leave without pay or days not worked because the employee 

was hired or terminated from employment during the pay period).  

 

F. Notification of Leave Balance.  Sick Leave balances shall be noted on a form that is 

distributed monthly.  Employees should check the form to determine the accuracy of the information 

reported. 
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G. Minimum Increment.  Sick Leave may be taken in increments of no less than 30 minutes. 

 

H. Sick Leave Cannot be Advanced. 

 

1. Advance sick leave is not authorized. 

 

2. An employee must accrue sick leave before it is used. 

 

I. Sick Leave Request.  To request the use of sick leave, an employee must complete the 

appropriate leave form and submit it to the Department Director for approval. Employees must 

notify their Department Director as soon as the need for the leave is known; unless there is an 

emergency situation, such notice must be given no later than one hour before scheduled work hours.  

Until approval is given, the absence will be counted as leave without pay.   

 

J. Doctor’s Statement 

 

1. The Department Director may require an employee requesting sick leave to present 

a physician or health care provider’s statement as a condition of approving the use of sick leave.  

Sick leave of three days or longer requires a Doctor’s statement to justify the use of sick leave or the 

absence.  When an employee is on sick leave for more than one week or has missed work due to a 

chronic medical condition, the leave shall be designated provisionally as Family and Medical Act as 

well as sick leave.  The Department Director shall notify the Town Manager to determine whether 

the absence is for a qualifying Family and Medical Leave Act condition. 

 

2. Before the employee returns to work from an extended absence or from treatment 

for a medical condition that may limit the employee’s ability to perform normal job duties, the 

Department Director or Town Manager may require a statement from the treating health care 

provider confirming the employee’s ability to return to normal work duties.  If there are limitations 

placed on an employee’s ability to perform the duties of the position, the Town may consider 

alternative assignments as a reasonable accommodation for the employee’s disability.   

 

K. Payout for Sick Leave at Separation Termination.  When an employee voluntarily 

separates from employment, there shall be no payment for unused sick leave. 

 

For all employees hired on or after January 1, 2014, that are members of the VRS Hybrid 

Retirement Plan, the Paid Time Off Plan in Addendum 1 will serve as the combined annual and sick 

leave plan for those employees. 

 

11.3. Family Medical Leave Act  

 
A. Purpose.  The purpose of Family and Medical Leave (FMLA) is to provide unpaid, job 

protected leave to eligible employees for certain medical reasons as mandated in the Family and 

Medical Leave Act of 1993.   All provisions of the Act must be complied with in terms of benefits 

and eligibility.  An eligible employee is entitled to up to 12 weeks of unpaid leave during the rolling 

12-month period (looking backward from the date that the leave commences). 
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B. Eligible Employees.  An eligible employee is one who has worked for the Town for 

twelve (12) months and within the twelve (12) months preceding the commencement of the leave 

has worked at least 1,250 hours. Part-time and temporary employees who meet these requirements 

are eligible for FMLA leave.  The Family and Medical Leave Act should be consulted to determine 

whether employees of the Town of Bowling Green are eligible for such leave and whether they are 

entitled to job restoration.  Questions should be referred to the Town Manager. 
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11.4. Bereavement Leave 

 
Upon the death of a member of the employee’s immediate family which is defined as child (son, 

daughter, adopted child, foster child, stepchild, legal ward, child of the employee standing in loco 

parentis), mother, father, sister, brother, grandfather, grandmother, husband, wife, mother-in-law, 

father-in-law, or any person related by blood or marriage living in the employee’s home, an 

employee may take up to three days of bereavement leave. Additional paid leave time may be taken.  

Such additional leave time may be annual, sick, or compensatory leave time as accrued amounts of 

such leave will permit and the needs of the employee dictate.  The Town Manager must be consulted 

in estimating the return to work of the employee.  All such leave must be taken within 30 days of the 

death or the funeral and shall be unpaid leave unless the employee has sufficient annual, sick, or 

compensatory leave available for such purpose.  

 

11.5. Civil Leave/Jury Duty 

 
Leave with full pay will be granted an employee for any absence necessary for serving on a jury or 

for attending court as a witness under subpoena in an action in which the employee is not a party.  

The employee may retain any compensation received for such service if the employee uses annual 

leave, compensatory leave, or leave without pay for the period of absence.  The Town Manager shall 

be notified of all such occurrences. 

 

11.6. Military Leave 

 
A. An employee in a regular position who is called for active duty, or as a member of the 

reserve components, of the United States Army, Navy, Air Force, Marines Corps, and Coast Guard 

will have job restoration rights if: 

 

1. Notice of the call for duty is provided to the Town Manager, 

 

2. The employee has not previously used five years of military leave during his 

course of employment with the Town, 

 

3. The employee is honorably discharged, and 

 

4. The employee upon the conclusion of military service reports back to work within 

the statutorily established time periods. 

 

B. Advance Notice Required.  An employee must give the Town Manager advanced notice, 

either orally or in writing, of the call to military service. An employee must provide a copy of the 

military orders prior to departure. If an employee without justification fails to provide this notice, the 

employee will not be entitled to be restored to his job at the conclusion of the leave. If military 

orders were not provided prior to departure, in order to assure job restoration rights, an employee 

must provide such orders or evidence of military service.  

 

C. Fifteen Days Paid Leave.  An employee on military leave who is in a regular position will 

receive fifteen (15) days of paid leave per federal fiscal year; the remainder of the leave will be 

without pay. The period of military service will count as “years of service” for the purposes of 
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annual and sick leave accrual and seniority as if the employee had remained employed during the 

tour of duty.  

 

D. Continuation of Health Care.  When an employee is called to military service, the 

employee has the right under COBRA to elect to continue health plan coverage for up to 24 months 

or for the duration of the military leave whichever is shorter.  

 

E. Reporting Back to Work. 

 

1. An employee desiring to return to his position after military service must report 

back to work within these periods of time (travel time not included): 

 

a. Less than 30 days of service - within 8 hours of the first regularly scheduled 

work day after returning home;  

 

b. 31-180 days of service - within 14 days of completing military service; and 

 

c. Over 181 days of service - no later than 90 days of completing military 

service. 

 

2. If the employee is incapacitated, injured, or ill from an illness or injury incurred 

during military service, the days allotted to report to work commences at the date that the employee 

recovers from such incapacity or illness provided that two years have not lapsed since discharge.  

 

F. Restoration.  Upon return from military service the employee will be placed in the position 

he or she would have held if he or she had been continually employed. If the employee is no longer 

qualified to perform the duties of the former position, the employee may be placed in a position of 

like seniority status and pay.  The Town, at its election, may fill on a temporary basis, the position 

vacated by the employee on military leave. 

 

11.7. Leave Without Pay (LWOP) 

 
A. Department Directors may approve up to 3 days per month of leave without pay for an 

employee when circumstances justify such an absence.  For any additional absences the employee 

must complete the Leave Without Pay (LWOP) Request Form and submit it to the Department 

Director who may deny the request or recommend to the Town Manager that such leave is warranted 

and if given will not impede the operations of the department. All LWOP in excess of three days per 

month must be approved by the Town Manager. Employees who are on Family and Medical Leave 

are an exception and are subject to the terms of the provisions in that section.   

 

B. An employee must have exhausted all other forms of leave (as they may be applicable) 

prior to making a request for LWOP. 

 

11.8. Administrative Leave 

 
Administrative leave is paid leave that an employee may receive the use of at the initiation of the 

Town Manager.  Circumstances that may give rise to administrative leave include but are not limited 
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to: severe weather conditions, unsanitary or unsafe working conditions, death of a Town employee, 

and for other good cause. 
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Section 12. Training and Development 

 
12.1. Purpose 

 
Training and development opportunities are offered to employees for the purpose of acquiring new 

skills and abilities and to improve their knowledge base to improve job performance.  Training is 

offered through a variety of methods including:  assessing employee training needs and developing 

organized training plans; developing and using internal instructors wherever possible; and 

encouraging employees to share training experiences. 

  

12.2. Department Director’s Responsibility 

 
The Department Director is responsible for providing employees within their department an 

opportunity for meaningful training and development with the following constraints: budgeted 

monies available; job requirements; expected changes in services that will require additional skills 

and abilities; employee performance; and the recommendations of the Town Manager. 

 

12.3. Required Certifications and Licenses 

 
A. When a specific certification or license is required for the position and budgeted funds are 

available, the Town may pay or reimburse the employee for the cost of the certification or licensure 

fee upon successful completion of the qualifying test or exam.   

 

B. Upon such payment or reimbursement by the Town, the employee will be required to 

remain an employee of the Town for a period of at least one year beyond the date the license or 

certification was obtained.  Failure to work for this year period will bring about the forfeiture of all 

leave time that the employee has accrued.   

 

C. When seeking reimbursement, the employee must present the Department Director with 

the awarded certificate or license and proof that the employee paid for the test or exam.  A copy of 

the license or certificate shall be maintained in the employee’s personal file. 

 

D. The Town will reimburse the employee for the costs of not more than two (2) attempts at 

obtaining a license or certificate.  The third attempt will be at the employee’s expense. 

 

12.4. Workshops, Seminars, and Conferences 

 
Department Directors may authorize employees to attend workshops, seminars, conferences, or other 

training programs that would directly benefit the Town.  The costs of attendance shall be paid by or 

reimbursed from the department’s available funds. 

 

12.5. Higher Education 

 
A. The Department Director may, from time to time and subject to budgeted funds, permit 

the reimbursement of certain expenses incurred by employees participating in courses offered by 
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public institutions of higher education provided such courses are directly related to the employee’s 

job with the Town. 

 

B. Cost.  With prior approval of the Town Manager and upon recommendation of the 

Department Director, an employee may be reimbursed for the basic cost of tuition for any course 

completed, provided such course is directly job-related and the employee works for the Town for at 

least one year following completion of the course. 

 

C. Tuition Reimbursement.  It is the policy of the Town to reimburse an employee for the 

cost of job related courses up to a maximum of three (3) courses in any fiscal year, approved by the 

Town Manager, under the following terms and conditions: 

 

1. Priority will be given to employees who have not been reimbursed during the 

current fiscal year. 

 

2. Courses are related to the employee’s present position.  The department director 

must be able to demonstrate that taking the course will maintain or improve the skills required for 

the employee’s current job or meet express requirements of the department that are a condition of 

continued employment. 

 

3. Funds are available in the appropriate budget line item. 

 

4. Reimbursement is not available or is not being paid by another source. 

 

5. Reimbursement is limited to tuition and books or to those tests for certification 

which are required before the employee can receive a grade in the course. 

 

6. Reimbursement is on a course-by-course basis and is not available to employees in 

Leave Without Pay status.  Auditing of courses does not qualify for reimbursement. 

7. Reimbursement is contingent upon receiving at minimum a “C” or its equivalent, 

as defined by the educational institution and credit for the course. 

 

8. Proof of grade and payment must be received by the Town Manager before 

reimbursement can be processed. 

 

9. Requests must be made in writing to the Town Manager at least 30 days prior to 

the day class starts. 

 

10. The employee must remain in the employment of the Town of Bowling Green for 

a least one (1) year after the last class that has been completed or will be required to reimburse the 

Town for the full amount paid.  If the employee has not worked the required year after course 

completion, and if the Town has not been reimbursed for the costs paid by the Town, then the 

employee will forfeit all accrued leave hours. 

 

11 The maximum tuition reimbursement shall not exceed three (3) courses in any one 

fiscal year per employee. 
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Section 13. Safety Policies 

 
13.1. Purpose 

 
A. The purpose of these Safety Policies stated herein is to provide a framework for the Town 

to develop a program of actions that will foster a safe place for employees to work and for the public 

to conduct Town business and enjoy Town-sponsored activities.   

 

B. Every employee should work under the safest conditions possible.  Accidents which injure 

people or damage property cause needless personal suffering, inconvenience, and expense.  Every 

reasonable and practical effort will be made to promote accident prevention. 

  

13.2. Responsibilities  

 
A. All Employees.  All employees shall be responsible for following the provisions set forth 

in this policy and other safety guidelines that will be established by the Town.  All employees and 

the Town will follow generally accepted safety procedures that are applicable to their position, 

duties, and location.  Acceptable State and Federal safety standards and requirements and regulations 

related to their jobs will also be followed.  The responsibilities listed below are a minimum.  

Employees are encouraged to take additional actions over those listed below to reduce losses due to 

personal injury or vehicle accident.  Safety and loss control is a responsibility that must be shared by 

all. 

 

B. Department Directors. 

 

1. Department Directors are responsible for maintaining safe working conditions 

within their departments. 

 

2. All Directors shall: 

 

a. Ensure that all employees in their department comply with appropriate 

policies and procedures; 

 

b. Inform employees of any initiatives to reduce unsafe conditions; 

 

c. Establish safety rules for their departments and provide and distribute these 

and other safety procedures that may be created and provide them as SOPs; 

 

d. Provide personal protective equipment to employees, as appropriate; 

 

e. Provide training in safety, loss prevention, and accident response. 

 

f. Correct any unsafe conditions which may exist in the work area; 

 

g. Review all accidents that occur within the department, provide accurate 

information on the appropriate forms, and make recommendations on ways to prevent a reoccurrence 

of a similar accident; and 
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h. Report all accidents and injuries on the proper Virginia Occupational Safety 

and Health (VOSH) or Virginia Workers’ Compensation (VWC) form. 

 

C. Employees 

 

1. Employees are required to exercise due care in the course of their work to prevent 

injuries to themselves, their co-workers, and the general public.  All employees shall: 

 

2. Report all unsafe conditions to their supervisor; 

 

3. Report all accidents immediately to their supervisor; 

 

4. Obey all published safety rules; 

 

5. Operate only machines and equipment on which they have been trained and are 

authorized by their supervisor to operate; and 

 

D. Town Safety Committee. 

 

1. There shall be created a Town Safety Committee which shall consist of Town 

Council’s Buildings and Grounds Committee, the Town Manager and the Director of Public Works.  

The Town Safety Committee shall ensure that the Safety Policies incorporates those practices proved 

to be most effective in preventing injuries, occupational disease, vehicle accidents, and injuries to 

the public, and damage to equipment and materials. 

 

2. The Town Safety Committee shall: 

 

a. Conduct a quarterly review of Town accidents, document any trends and 

recommend ways to prevent similar accidents from occurring; 

 

b. Conduct regular inspections of all Town buildings and grounds, and do so 

at least twice each year; 

 

c. Set goals, objectives and strategies for the development of a Safety 

Program; and 

 

d. Implement safety strategies adopted by the Committee. 

  

13.3. Minimum Safety Rules 

 
A. The importance of the safety rules cannot be emphasized enough. 

 

B. The list below are the minimum guidelines that employees are expected to follow.   

 

1. Report all accidents to your supervisor immediately and complete the required 

written reports; 
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2. Keep all work areas clean and orderly at all times; 

 

3. Wear seat belts at all times when driving or as a passenger in a vehicle; 

 

4. Wear protective headgear when working in areas where the potential of flying 

objects, head bumping, or electrical conduction exists; 

 

5. Wear eye protection when working in areas where the potential of airborne debris, 

dust, flying particles, chips, chemicals, and injurious rays exists; 

 

6. Wear hearing protection when working in areas where prolonged exposure to noise 

exceeding sound tolerance levels defined by laws exists in accordance with VOSH rules 

implementing the Occupational Noise Exposure Act Title 29 CFR 1910.95; 

 

7. Wear safety shoes when working in areas where possible injury from articles that 

can be dropped from vehicle wheels, machines, and nail puncture exists; 

 

8. Wear protective clothing such as gloves, long sleeves, aprons, and long pants when 

working in areas where wounds and abrasions could occur; and 

 

9. Refrain from engaging in horseplay.  

 

13.4. Violation of Safety Rules 

 
Violation of the Town safety policies may be grounds for discipline, up to and including dismissal, 

depending on the severity of the violation. 

 

13.5. Reporting Injury on the Job 

 
All employees shall report any accident involving property or vehicle damage, injury to the public, 

or injury to the employee to their Department Director immediately.  When injury to an employee 

occurs, the employee must report it on the appropriate forms provided by the Department Director 

no later than 48 hours after the incident.   

 

13.6. Reporting of Other Accidents  

 
Traffic accidents and any other accident or loss shall also be reported to the Department Director 

immediately.  The proper forms must be completed and submitted to the Town Manager no later 

than 48 hours following the accident or injury. 

 

13.7. Accident Review 

 
The Town Manager shall review the report of investigation accomplished by the Department 

Director for each accident within two working days of receipt of the accident report with written 

recommendations on ways to prevent reoccurrence of similar incidents in the future.   
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13.8. Safety Meetings 

 
Safety training meetings should be held periodically throughout the year within each Department.  

  

13.9. Record Keeping 

 
Each department shall maintain records of accidents and employee participation in safety training for 

five (5) years in compliance with federal and state requirements. 

 

13.10. Inspections 

 
A. The Department Directors and the Town Safety Committee shall conduct regular, periodic 

inspections of Town offices, facilities, and work sites.  Recommendations to correct any deficiencies 

found during inspection shall be given to the Town Manager for action. 

 

B. These inspections shall include but not be limited to the following areas, which shall be 

checked for safety program compliance and sound safety practices at least annually to ensure that: 

 

1. Exits are well marked and accessible; 

 

2. Presence of fire extinguishers and their last inspection date; 

 

3. Proper storage of flammable liquids; 

 

4. Posted, published safety rules; 

 

5. Good housekeeping practices; 

 

6. Equipment and vehicle maintenance records; and  

 

7. Provide Fire Extinguisher Training for employees. 
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Section 14. Workers’ Compensation 

 
14.1. Workers’ Compensation Coverage 

 
The Town provides Workers’ Compensation insurance coverage for all employees at no cost to the 

employee.  Eligibility for benefits is determined in compliance with the Virginia Workers’ 

Compensation Act (Act). The Act is administered by the Virginia Workers’ Compensation 

Commission (VWC). 

 

14.2. Workers’ Compensation Benefit 

 
A. Employees are entitled to receive compensation for an "injury by accident" or an 

"occupational disease." 

 

B. In order to be covered, an "accident" must:  

 

1. Occur at work or during a work-related function; 

 

2. Be caused by a specific work activity; and 

 

3. Happen suddenly at a specific time (injuries incurred gradually or from repetitive 

trauma are not covered, although certain diseases caused by repetitive trauma are covered).  In order 

to be covered, a disease must be caused by the work and not be a disease of the back, neck, or spinal 

column.   

 

14.3. Employees’ Responsibility 

 
A. An employee shall report every accident, injury, or occupational illness, regardless of 

severity, to the Department Director immediately, but in no case later than 48 hours.  It is the 

employee’s responsibility to also report it to the VWC.  After the report is made, the employee will 

be asked to complete a written statement or to assist the Department Director in completing a 

statement on the nature and cause of the accident (including how the injury or illness occurred and 

the nature and extent of the injury).  

  

B. The employee shall advise the healthcare provider that all medical expenses, including 

prescriptions, are to be submitted under Workers’ Compensation and are not to be billed to the 

Town’s health plan or to the employee personally.  The injured or ill employee shall contact the 

Town Manager should any medical expenses resulting from a compensable occupational injury or 

illness be improperly billed or processed. 

 

C. It is expected that the employee will keep all medical appointments, medical evaluations, 

physical therapy, or other related treatments resulting from occupational injury or illness and accept 

treatment from the attending physician.    
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14.4. Directors’ Responsibility  

 
A. For safety purposes and to prevent future occurrences, the Department Director shall 

determine the causes of all occupational injuries and illnesses and take the necessary corrective 

actions. 

 

B. The Department Director is responsible for completing the “Employer’s First Report of 

Accident” form and obtaining the employee’s statement.  It is recommended that the employee 

provide a written statement on how the illness or injury occurred and the nature and extent of the 

injury.  If the employee is unable to do so, the Department Director should write the oral statement 

given by the employee and have the employee sign it or affirm the accuracy of the statement. 

 

C. The Department Director is encouraged to maintain contact with the employee during the 

period of incapacity in order to obtain a report of the progress being made. Should the employee 

make a request for light duty, the Department Director shall consult with the Town Manager prior to 

implementing modified or light duty.  

 

D. The Department Director should ensure that the payroll timekeeper properly records the 

leave used for Workers’ Compensation absences, medical appointments, medical evaluations, 

physical therapy, or other related treatments associated with an occupational injury or illness 

appropriately on timesheets as WC/FMLA leave. 

 

14.5. Program Administration 

 
A. The Town Manager has the responsibility to monitor and administer the Workers’ 

Compensation Program. 

 

B. The Town Manager’s responsibilities include: 

 

1. Provide appropriate forms, policies and procedures to facilitate timely and accurate 

reporting of all occupational injury or illness; 

 

2. Review all medical expenses and reports and submit them to the Workers’ 

Compensation Administrator for payment.  Whether or not medical expenses are compensable under 

the Act is determined by the Town Manager; 

 

3. Monitoring the progress and investigation of all Workers’ Compensation claims, 

and where necessary, provide status reports to the Department Director; 

 

4. Train Department Directors and employees, initiate safety orientation and 

distribution and posting program literature and legal notices; 

 

5. Coordinate claims specifically pertaining to lost time or intermittent leave for 

payroll purposes; and  

 

6. Maintain files and reports for the occupational injuries or illnesses separate from 

the personal Town files. 
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7. Ensure all options to return the employee to work when medically released, take 

retirement for medical reasons, or use other options to properly address the employee’s situation are 

discussed with the employee to prevent long term absence. 

 

14.6. Workers’ Compensation Claim Denied 

 
If a Workers’ Compensation claim is denied, an employee may forward the denial letter along with 

the proper forms to the Town’s health plan provider.  In most situations, the health plan will pay 

medical expenses denied. 

 

14.7. Appeal of Claim Denial 

 
An employee has the right to appeal the denial of the claim to the VWC.  Appeal forms may be 

obtained from the Virginia Workers’ Compensation Commission office in Richmond.  For detailed 

information, please contact the Finance Department or the Virginia Workers’ Compensation 

Commission, 1000 DMV Drive, Richmond, VA 23220, (877) 664-2566 (Toll Free), or at 

www.vwc.state.va.us. 

 

14.8. False Claims 

 
Any employee who falsifies an occupational injury or illness or collaborates in making a false claim 

of an occupational injury or illness is committing a crime.  The employee will be subject to the full 

penalties provided by the law, as well as disciplinary action.  If convicted, the employee may also be 

subject to civil penalties including recovery by the Town of any amount paid in compensation, 

medical expenses, and/or benefits. 
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Section 15. Drugs and Alcohol 

 
15.1. Purpose 

 
A. It is the goal of the Town to establish and maintain a safe and healthy workplace for its 

employees, free from drug and alcohol abuse, the effects of drugs and alcohol on work performance, 

and to protect the safety of the public by providing the highest quality of service.  

 

B. The use of alcohol, illegal drugs, or misuse of prescription drugs is not tolerated in the 

Town’s workplace.  Such behavior seriously affects job performance and can create a danger to 

others.  In addition, the use of illegal drugs is not acceptable at any time or place.  The policy and 

regulations pertaining to a drug-free workplace must be followed by all employees in the Town. 

 

15.2. Drug-Free Workplace 

 
A. All Town work sites shall be maintained as drug-free workplaces. 

 

B. No employee shall unlawfully manufacture, distribute, dispense, possess, or use on or in 

the workplace any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, or any 

other controlled substance, as defined in Schedule I through V of Section 202 of the Controlled 

Substances Act (21 U.S.C. § 812) and as further defined by federal regulation in 21 CFR §§ 1300.11 

through 1300.15. 

 

C. “Workplace” is defined to mean any site for the performance of work by an employee, 

including but not limited to any Town building or premise; any Town-owned vehicle; any building 

or premise used by the Town for Town business; and any non-Town property during any Town-

sponsored or Town-approved activity, event or function.  “Workplace” also includes all Town-

owned property such as, but not limited to, offices, desks, lockers, safes, file cabinets, and toolboxes. 

 

D. As a condition of employment, each employee shall: 

 

1. Notify the Department Director of a conviction of any criminal drug charge no 

later than 5 days after such conviction; and 

 

2. Abide by the terms of this Town policy and regulations respecting a drug-free 

workplace. 

 

15.3. Drug and Alcohol Testing 

 
A. Drug and/or alcohol tests will be required in the following situations: 

 

1. Pre-employment test after a conditional offer of employment has been given to 

applicants for positions that are deemed to be safety sensitive, require a CDL license, require the 

operation heavy equipment or carrying of firearms, or other positions that the Town Manager may 

identify or has identified; 

 



69 

 

2. When there is reasonable suspicion that an employee, while at work, is under the 

influence of, or impaired by, use of illegal drugs or alcohol; 

 

3. On a random basis for employees in positions that are safety sensitive, require a 

CDL license, or who have consented to random testing; and 

 

4. On a random basis upon the return to work and for 12 months following the return 

to work for employees who have tested positive on a drug or alcohol test administered under this 

policy and who have successfully undergone substance abuse treatment. 

 

B. Refusal to Submit to Test.  In all cases, a refusal to submit immediately to a drug or 

alcohol test when requested, including failure to appear for testing or a verified positive test finding 

of alcohol or illegal drug use will subject the employee to the full range of disciplinary action up to 

and including dismissal; or in the case of an applicant, the withdrawal of a conditional offer of 

employment.    

 

C. General Test Procedures.  The Town’s drug and alcohol testing program will be 

administered as follows:  

 

1. An evidential breath-testing device operated by a trained breath alcohol technician 

will be used to test for the presence of alcohol; 

  

2. Urinalysis will be used for the detection of controlled substances. Each sample will 

be screened, and if positive, then confirmed using gas chromatography/mass spectrometry (GCIMS).  

The panel includes screening for amphetamines, marijuana, cocaine, opium, and phencyclidine 

(PCP); 

 

3. An employee who is to be tested will be required to sign an authorization and 

consent form releasing the information to the Town; and  

 

4. The cost for all drug or alcohol tests ordered will be paid by the Town. 

 

D. Urine Testing Protocols  

 

1. An employee subject to urine testing under this policy will be permitted to provide 

the urine specimen in a manner so that the employee is not observed while actually providing the 

specimen.  

 

2. Should the person who administers the test have reason to believe that the 

employee has altered or substituted the urine specimen provided a second sample will be obtained 

under direct observation of a same gender collection site person. 

 

3. When a drug test is positive, the Medical Review Officer employed by the 

laboratory will allow the employee to provide medical evidence that the positive test result was due 

to causes other than the use of illegal drugs. 

 

4. If the Medical Review Officer determines there is no legitimate reason for the 

positive result, the result will then be considered a verified positive test result.  The Medical Review 
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Officer will timely and confidentially notify the Town Manager in writing of the verified positive 

test result. 

 

E. Guidelines for Reasonable Suspicion Testing 

 

1. When there is reasonable suspicion to believe an employee has used, is impaired 

by, or is under the influence of drugs or alcohol, a drug and/or alcohol test will be required.  The 

reasonable suspicion decision must be based on “specific, contemporaneous, particular observations 

concerning the appearance, behavior, speech, and/or body odors of the employee.”  When a 

Department Director has reason to believe that an employee has used, is impaired by, and/or is under 

the influence of drugs or alcohol, the Director should ask the Town Manager to corroborate the 

Director’s observations. 

 

2. The following examples, alone or in combination, may comprise reasonable 

suspicion.  The list is intended to be illustrative, not all-inclusive: 

 

a. Unexplained inability to perform normal job functions; 

 

b. Slurred speech; 

 

c. Smell of alcohol or drugs on breath; 

 

d. Any unusual lack of physical coordination or loss of equilibrium; 

 

e. Unexplained hyperactivity or depression and withdrawal; 

 

f. Unexplained inability to think or reason at the employee’s normal level; 

and/or  

 

g. Unusual or bizarre behavior. 

 

3. When reasonable suspicion is determined, the supervisor shall contact the Town 

Manager to discuss the observations and to determine whether a drug or alcohol test should be 

administered. Should the Town Manager not be available, the test can be ordered by the Department 

Director.  Once a test is ordered, arrangements must be made with the Town’s designated testing 

center. The employee will be transported to the testing site.    

 

4. A written report of the observations leading to the reasonable suspicion test, signed 

by the Department Director, who made the observation, is to be done within 24 hours of the 

observed behavior or before the results of the controlled substances test are released, whichever is 

earlier.  All records should immediately be sent to the Town Manager. 

 

F. Confidentiality of Test Results.  All records and information involving an employee with a 

positive test result shall be maintained in confidential and secured file by the Town Manager and 

disseminated only to authorized individuals on a confirmed “Need to Know” basis.  
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Section 16. Standards of Conduct 

 
16.1. Purpose 

 
A. The Standards of Conduct are intended to promote the orderly, efficient, and effective 

operation of the Town’s responsibilities. 

 

B. All Town employees shall conform to these standards and conduct themselves in a 

responsible and productive manner.  An employee shall not violate the public trust, discredit the 

Town or its employees, or hinder the effective performance of the Town’s governmental or 

proprietary functions.  

 

16.2. At-Will Employment 

 
A. The standards are guides for acceptable conduct and do not negate the employment at-will 

relationship.  An individual’s employment with the Town is entered into voluntarily and the 

employee may resign at any time and for any or no stated reason.   

 

B. Similarly, the Town may end the employment relationship at any time and for any or no 

stated reason.  Such termination of employment must comply with Section 18 of these Policies. 

   

16.3. Director’s Responsibility 

 
Department Directors shall be responsible for administering disciplinary measures consistent with 

the procedures set forth in this section.  If the appropriateness of specific conduct or discipline is in 

question, the Department Director should consult with the Town Manager to determine the proper 

disciplinary action.  Written notification of the disciplinary measure shall be delivered to the 

employee as prescribed herein and a copy forwarded to the Town Manager for placement in the 

employee’s personal Town file. 

 

16.4. Disciplinary Measures 

 
A. Department Directors are to apply disciplinary measures fairly and consistently.  

Disciplinary measures of less severity than discharge shall generally be taken to correct 

inappropriate conduct; however, under certain circumstances, discharge may be appropriate for first 

incidents of misconduct. 

 

B. Communication.  The most effective means of discipline is effective and regular 

communication between the Director and the employee about the expected performance and 

behaviors.  On-going feedback tends to foster greater teamwork and productivity; it also results in 

performance issues being identified and corrected early.   

 

C. Corrective Measures 

 

1. Any corrective measure shall take into consideration the mitigating or aggravating 

circumstances surrounding the misconduct, the employee’s history, and the impact of the misconduct 
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on the effective operation of the Town.  Progressive discipline is encouraged but not required.  A 

verbal reprimand or warning is usually the first step.  Should the conduct repeat itself, a written 

reprimand should follow.  Depending upon the conduct and the circumstances in which it occurred, 

termination may be an appropriate consequence for the first incident.  In lieu of termination, less 

severe action such as a suspension without pay or a demotion may be an alternative.   

 

2. Before an employee is suspended or dismissed, the Department Director should 

meet with the employee to discuss the misconduct and to find out if there are any mitigating 

circumstances.  The employee shall be provided an opportunity to respond. 

 

D. Types of Disciplinary Actions 

 

1. Verbal Warning.  An informal verbal communication from a Director or the Town 

Manager to an employee explaining exactly what conduct is unacceptable and how similar conduct 

shall be avoided in the future. 

 

2. Written Reprimand.  The formal written communication to an employee for the 

purpose of addressing the unacceptable conduct.  

 

3. Suspension.  A separation from employment without pay for the purpose of 

reprimanding an employee for unacceptable conduct.  An employee who is suspended without pay 

shall not accumulate sick or annual leave during the pay periods in which the suspension occurred.  

 

4. Disciplinary Demotion.  A disciplinary demotion is the assignment of an employee 

to a lower-classified position for inappropriate conduct.  Demotion may not be used as a disciplinary 

measure if the employee does not qualify for the position in the lower pay grade, or if the demotion 

would displace another employee.  A disciplinary demotion shall be accompanied by a reduction in 

pay grade and pay. 

 

5. Dismissal.  A termination of employment for unacceptable conduct.  An employee 

who is dismissed forfeits all payment for any accumulated annual and sick leave. 

 

E. Notification of Suspension, Demotion, or Dismissal.  The written notification concerning 

an employee’s suspension, demotion, or dismissal, shall be delivered in person to the employee 

while the employee is at work or sent by certified mail to the employee’s last known address.   

 

F. Authority to Issue Disciplinary Action 

 

1. The types of disciplinary actions and the level of authority to administer the actions 

are listed below. 

 

Type of Action  Authority to Approve 
 

Verbal Warning  Department Director 

Written Warning  Department Director 

Suspension   Town Manager 

Demotion   Town Manager 

Dismissal   Town Manager 
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2. Whenever the Department Director is absent or not available disciplinary measures 

may be taken by the Town Manager during the period of absence.   

 

G. Criminal Charges 

 

1. If charged with a felony or other criminal offense, an employee shall report such 

criminal charge to the Department Director within one (1) workday of receipt of notice of the 

charge.  The Department Director shall contact the Town Manager who shall have the matter 

investigated. 

 

2. If the criminal offense is of such nature that the employee’s continued performance 

of Town duties poses an immediate threat to co-workers or impairs the effective performance of the 

employee’s duties, the Town Manager may indefinitely suspend or terminate the employee. 

 

3. The conviction of a felony offense is immediate grounds for termination. The 

conviction of lesser crimes may be grounds for termination. 

 

16.5. Types of Misconduct 

 
A. Types of misconduct are provided to assist Department Directors in administering 

discipline in a fair and consistent manner and to inform employees of the more frequently 

encountered misconduct. 

 

B. The following examples of misconduct are neither all-inclusive nor in order of severity.   

 

1. Rudeness, offensive, hostile, obscene language used while at work or while 

engaged in Town business; 

 

2. Careless or negligent maintenance, handling, or use of Town property; 

 

3. Excessive absences, tardiness, or abuse of time while at work, including excessive 

personal telephone calls or personal visits; 

 

4. Unjustified absence from the workstation or department without notice and/or 

appropriate permission; 

 

5. Stopping work before the specified end of a working day or starting work after the 

specified beginning of the work day without prior approval; 

 

6. Horseplay, pranks, or non-work related activity in the workplace; 

 

7. Posting or removal of notices, signs, or other writing in any form on any Town 

bulletin boards without permission; 

 

8. Unauthorized solicitation of employees or others in the workplace or on Town 

property; 
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9. Unauthorized distribution of literature or any other material in the workplace or on 

Town property; 

 

10. Conviction of a moving violation while operating a Town vehicle or item of 

equipment which is operated on a public road; 

 

11. Refusal to follow a supervisor’s instructions or perform assigned work; 

 

12. Violation of safety rules; 

 

13. Sleeping on the job; 

 

14. Reporting to work under the influence of alcohol or unlawful controlled 

substances; 

 

15. Failure to report to work without proper notice to and approval from your 

supervisor; 

 

16. Unauthorized use of Town vehicles or equipment or unauthorized removal of 

such from Town property; 

 

17. Use of sick leave for any purposes other that as outlined in this Manual; 

 

18. Threatening or otherwise interfering with the work of fellow employees or 

supervisors; 

 

19. Acceptance of gifts or gratuities from any person, company, corporation, or any 

other act that constitutes a conflict of interest under the State and Local Government Conflict of 

Interest Act; 

 

20. Failure to report known work-related illegal activity of any employee; 

 

21. Unauthorized non-Town employment or activity, which interferes with the 

performance of an employee’s assigned duties and responsibilities; 

 

22. Unlawful use of alcohol, use of illegal drugs, or unlawful possession of controlled 

substances on Town property; 

 

23. Discrimination or harassment of a protected class, whether an employee or a 

member of the general public; 

 

24. Falsification of Town records, including, but not limited to vouchers, time 

records, leave records, insurance claims, or the application for employment; 

 

25. Two or more garnishments involving more than one creditor during any 12-month 

period; 

 

26. Theft or unauthorized removal or use of Town property or employee property; 
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27. Unauthorized possession of firearms or other weapons in the workplace or on 

Town property or vehicles; 

 

28. Participation in any kind of work slowdown, sit down, or similar concerted 

interference with Town operations; 

 

29. Unauthorized use of Town documents, records, or confidential information; 

 

30. Dishonesty, lying, stealing, or cheating, including lying on one’s Town 

employment application; 

 

31. Failure to report being charged with a felony or other criminal offense within one 

workday of notification of the offense; 

 

32. Unauthorized access or use of Town documents, records, or confidential 

information that does not fall into the category of public information and for which specified steps 

are not followed; 

 

33. Any criminal conviction for an act occurring in the workplace or outside of the 

workplace which is related to job performance, or is of such a nature that to continue the employee 

in the assigned position could constitute negligence on the part of the Town in regard to the Town’s 

duties to the public or other employees, or which adversely affects the reputation of the Town, or is 

conduct unbecoming of an employee; 

 

34. Any other conduct having adverse effect on the employee’s work responsibility in 

the conduct of Town business; 

 

35. Boisterous or disruptive activity, fighting, or threatening violence in the 

workplace; 

 

36. Unauthorized use of telephones, mail system, credit cards, computer systems 

including peripheral equipment, or other Town-owned property; 

 

37. Violation of Town rules, policies, ordinances, procedures, or applicable 

federal/state regulations; and 

 

38. Improper use of authority or position. 

 

16.6. Other Reasons for Dismissal 

 
Dismissals may be warranted in other circumstances where the employee does not meet the 

conditions of employment for the position, such as unsatisfactory job performance, failure to 

maintain valid licenses or other qualifications necessary to perform the job, or inability to perform 

the work required. 
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Section 17. Grievance Procedure 

 
17.1. Purpose 

 
The purpose of the grievance procedure is to afford an immediate and impartial method for the 

resolution of disputes which may arise in the workplace. 

 

17.2. Coverage of Personnel 

 
A. Eligible Personnel.  Employees who have completed the probationary period and are in 

regular full-time and regular part-time positions may utilize the grievance procedure. 

 

B. Ineligible Personnel.  The following classes of employees are not eligible to utilize the 

grievance procedure:  

 

1. Seasonal, Temporary, or Limited term positions 

 

2. Contract employees 

 

3. Appointees of elected officials or elected groups.    

 

4. Law enforcement officers who have elected to proceed pursuant to the procedural 

rights afforded in 9.1-500 et seq. of the Code of Virginia. 

 

17.3. Definition of Grievance 

  
A. A grievance is a complaint or dispute by an employee relating to his or her employment, 

including, but not limited to: 

 

1. Disciplinary actions, including dismissals, demotions and suspensions, provided 

that such dismissals result from formal discipline or unsatisfactory job performance;  

 

2. The application of personnel policies, procedure, rules and regulations including 

the application of policies set forth in ordinances and statutes;  

 

3. Retaliation as a result of using this Procedure or participating in the formal 

grievance of another Town employee under this Procedure, or complying with the laws of the United 

States or the Commonwealth of Virginia as well as reporting any violation of such laws to a 

governmental authority, or seeking any change in law before the United States Congress or the 

Virginia General Assembly; and 

 

4. Discrimination on the basis of race, color, religion, age, disability, national origin, 

gender, marital status, and/or political affiliation. 
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17.4. Complaints That Shall Not Be Grieved 

 
A. The Town Council reserves the exclusive right to manage the affairs and operations of the 

Town government.  Therefore, the following complaints cannot be grieved: 

 

1. Establishment and revision of wages and salaries, including position classification 

and performance evaluations and/or concomitant pay increases, or general benefits; 

 

2. Work activity accepted by the employee as a condition of employment or which 

may reasonably be expected to be a part of the job content; 

 

3. The contents of adopted ordinances, adopted statutes, adopted personnel policies, 

or established procedures, rules and regulations; 

 

4. Failure to promote, except where the employee can show that adopted personnel 

policies or established procedures were not followed or fairly applied; 

 

5. The methods, means and personnel by which work activities are to be carried out, 

some examples are: 

 

a. The provision of equipment, tools, and facilities necessary to accomplish 

tasks except where condition or unavailability creates an unsafe or hazardous situation; 

 

b. The scheduling and distribution of manpower/personnel resources; and 

 

c. Training and career development 

 

6. Termination, layoff, demotion or suspension from duties because of lack of work, 

reduction in workforce, or job elimination except where such action affects an employee who has 

been reinstated within the previous six months as a result of the final determination of a grievance. 

(In any grievance brought under the exception, the action shall be upheld upon a showing by the 

Town that there was a valid business reason for the action and the employee was notified of such 

reason in writing prior to the effective date of action.) 

 

7. The hiring, promotion, transfer, assignment, and retention of employees within the 

Town service; and the relief of employees from duties, or action necessary to carry out such duties, 

during declared emergencies by the Town, County, State or Federal Government. 

 

17.5. Town Manager’s Responsibilities 

 
A. The Town Manager shall: 

 

1. Open a file and assign a number to each written grievance; 

 

2. Ensure that all parties are aware of the process; 

 

3. Monitor procedures and adherence to time frames; 
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4. Notify either party of noncompliance; 

 

5. Maintain appropriate documentation, and 

 

6. Perform all other responsibilities as specified in the Grievance Procedure. 

 

17.6. Procedure for and Conduct of Grievance Meetings 

 
A. Time Limits.  For purposes of this Procedure, the term “days” shall be defined as calendar 

days and time periods shall commence on the day following the day on which triggering action was 

taken and run without regard to weekends or holidays.  If a time period ends on a weekend or 

holiday, the last day of the time period shall be the end of the first business day following the 

weekend or holiday. 

  

B. Mutually Agreed Extension.  Time limits established under this Procedure are intended to 

be strictly followed and enforced.  However, in the interest of fairness, a time limit may be extended 

if both parties agree to such extension in writing. 

 

C. Forms.  All stages of the Grievance Procedure beyond the First Step shall be put in writing 

on forms available from the Town Manager. 

 

D. Employee Expectations.  When an employee submits the grievance in writing on the 

appropriate form, he or she shall specify the specific relief expected by using the Grievance 

Procedure.  The grievant shall be entitled only to the relief specifically requested if the grievant 

prevails. 

 

E. Hearings During Business Hours.  Insofar as practical, all grievance meetings shall be held 

during normal Town working hours. 

 

F. Witnesses.  The grievant and Town Manager may call witnesses at any step of the 

Grievance Procedure.  All witnesses, including the grievant, if the grievant should testify, shall be 

subject to examination and cross-examination.  Witnesses shall be present only while providing 

testimony. 

 

1.  Lost Wages.  Town employees who are necessary participants at grievance 

hearings shall not lose pay for time lost from their jobs and will not be charged leave because of 

attendance at such hearings. 

 

2. Representatives.  At the Step Three meeting, the grievant, at his option, may have a 

representative of his choice present.  If the grievant is represented by legal counsel, the Town has the 

option of being represented by legal counsel.  A person shall not serve as both a representative and a 

witness. 

  

G. Record.  The use of recording devices or a court reporter is not permitted at the Step One, 

Two, and Three meetings. 

 

H. Appeal.  When a grievant has obtained partial relief at one level of the Grievance 

Procedure and decides to pursue to the next higher level, the appeal shall be on the original 
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grievance and the relief requested.  An appeal constitutes a rejection of the partial relief that was 

offered at the previous level. 

 

I. Rules of Evidence.  Hearings are not intended to be conducted like court proceedings and 

the rules of evidence do not necessarily apply. 

 

J. Presentation and Examination.  Except in cases involving disciplinary action, the grievant 

shall present his evidence first.  All witnesses, including the grievant, shall be subject to examination 

and cross-examination. 

 

17.7. Grievability 

 
A. To Determine Grievability  

 

1. Decisions regarding grievability (whether the grievance falls within the definition 

of a grievance), including the question of access to the Grievance Procedure, shall be made by the 

Town Manager pursuant to procedures set forth below.  Decisions shall be made at the written 

request of the grievant or the Department Director within 10 days of such request.  A copy of the 

ruling shall be sent to the grievant and to the grievant’s Department Director.  The issue of 

grievability may be raised at any time prior to the Step Four grievance panel hearing.  Once raised, 

the issue of grievability and/or access shall be resolved before further processing for the grievance.    

 

2. A request that grievability be determined shall freeze the time limits under this 

Procedure.  Time limits shall begin to run again the day after the decision on grievability made by 

the Town Manager or the Circuit Court is received by the grievant. 

 

B. To Appeal Grievability Decision 

 

1. Decisions by the Town Manager that an issue is not grievable may be appealed by 

the grievant to the Circuit Court of Caroline County.  Proceedings for the review of the decision of 

the Town Manager shall be instituted by filing a notice of appeal with the Town Manager within 10 

calendar days after the date of the decision by giving a copy of such notice to the Department 

Director.   

 

2. Within 10 calendar days after receiving the notice of appeal, the Town Manager 

shall transmit to the Clerk of Circuit Court of Caroline County a copy of his decision, a copy of the 

notice of appeal, and any exhibits, which may have been provided in connection with the resolution 

of the issue of grievability.  A list of the evidence furnished to the court shall also be furnished to the 

grievant.  The failure of the Town Manager to transmit the record within the time allowed shall not 

prejudice the rights of the grievant.  If the Town Manager fails to transmit the record within the time 

allowed, the Circuit Court, on motion of the grievant, may issue a Writ of Certiorari requiring the 

Town Manager to transmit the record on or before a certain date. 

 

3. Within 30 calendar days of receipt of the record by the Clerk of Court, the Court, 

sitting without a jury, shall hear the appeal on the record transmitted to the Court and such additional 

evidence as may be necessary to resolve any controversy as to the correctness of the record.  The 

Court may receive such other evidence as the ends of justice may require.  The Court may affirm, 

reverse, or modify the decision of the Town Manager.  The decision of the Court is final and is not 
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appealable.  All matters, from the institution of a request that the Town Manager determines 

grievability through notation of appeal of an adverse decision by the Town Manager, shall be 

recorded on forms provided by the Town Manager. 

 

C. If Determined Non-Grievable.  The determination that is a complaint is non-grievable or 

that the employee does have access to the grievance procedure, by either the Town Manager or the 

Circuit Court of Caroline County shall not be construed to restrict an employee’s right to seek, or 

management’s right to provide, customary administrative review of complaints outside the scope of 

the Grievance Procedure.  

 

17.8. Consolidation of Grievances 

 
If more than one grievance is filed arising from the same factual circumstances, the Town Manager 

may, at any time prior to the grievance panel hearing, consolidate those grievances for joint 

processing.  If the grievances are consolidated, all time limits set forth in this Grievance Procedure 

shall thereafter be calculated from the date of the consolidation.  Once consolidated, the grievances 

shall be processed as a single matter. 

 

17.9. Step One: Employee Actions  

 
A. Employee.  An employee who believes he or she has a grievance and wishes to utilize this 

Grievance Procedure shall discuss the grievance informally with his or her immediate supervisor 

within 20 calendar days of the occurrence of the incident giving rise to the grievance or within 20 

calendar days following the time when the employee reasonably should have gained knowledge of 

its occurrence.  At this time, the grievance need not be submitted or resolved in writing. Within 5 

days of such discussion, the immediate supervisor shall respond to the employee with respect to the 

particular grievance.   

 

B. Mutual Agreement.  The employee and the immediate supervisor may arrive at a mutually 

satisfactory resolution during their discussion.  Either party may contact the Town Manager for 

consultation in doing so.  

 

C. Complaints regarding Discrimination or Retaliation.  If the grievance alleges 

discrimination or retaliation by the immediate supervisor the grievant is not required to present the 

grievance to or meet with the person who allegedly took the discriminatory or retaliatory actions. 

 

17.10. Step Two:  Department Director Level 

 
A. Notify Department Director.  If the grievant is not satisfied with and does not accept the 

Step One response, and the grievant wishes to advance to Step Two of the Grievance Procedure, the 

grievant must file a completed Grievance Form, (available from the Town Manager) identifying 

specifically and in detail the nature of the grievance and the relief desired.  The grievant must 

present the Grievance Form to the Department Director within 10 calendar days of the immediate 

supervisor’s reply to Step One. 

 

B. Director Meets with Grievant.  Within 10 calendar days of the receipt of the grievance, the 

Department Director shall hold a meeting with the grievant to review the grievance.  The meeting 



83 

 

may be adjourned to another time and place by agreement of both parties.  The grievant and 

Department Director may discover and agree on a mutually satisfactory resolution.  A written reply 

to the grievance shall be provided by the Director to the grievant within 10 calendar days after 

meeting.   

 

C. Director is the Immediate Supervisor.  If the grievant’s immediate supervisor is also the 

Department Director, the grievant shall pass by the second Step of this Procedure and proceed 

immediately to Step Three. 

 

17.11. Step Three: Town Manager Level 

 
A. Notify Personnel.  If the grievant is not satisfied with the Step Two written response, or 

the grievant’s immediate supervisor is his or her Department Director, the grievant may advance to 

Step Three of the Grievance Procedure.  The grievant shall notify the Town Manager by indicating 

on the Grievance Form, a request for a meeting with the Town Manager.  The request shall be 

submitted to the Town Manager within 10 calendar days of receipt of the Step One or Step Two 

response, whichever applies. 

 

B. Town Manager.  Within 10 calendar days of receipt of the Grievance Form, the Town 

Manager shall schedule and hold a meeting with the grievant to review the grievance.  The meeting 

may be adjourned to another time or place by agreement of the parties.  A written reply to the 

grievance shall be provided to the grievant by the Town Manager within 10 calendar days after the 

meeting. 

 

17.12. Step Four Procedure: The Grievance Panel 

 
A.  Notify Town Manager.  If the grievant is not satisfied with the Step Three written 

response and wishes to advance to Step Four of the Grievance Procedure, the grievant shall notify 

the Town Manager indicating on Grievance Form the request for a grievance panel hearing.  The 

request shall be submitted to the Town Manager within 10 calendar days of receipt of the Third Step 

response. 

         

B. Panel Arrangements.  An impartial grievance panel shall be constituted for hearing the 

grievance.   

 

C. Composition of the Grievance Panel. 

 

1. The Grievance Panel shall be composed of 3 members who shall be chosen in the 

following manner: 

 

a. One member shall be appointed by the Town Manager 

 

b. One member shall One member shall be appointed by the grievant;  

 

c. The third member shall be chosen by the members appointed by the Town 

and the grievant.  If unable to agree on a third member, the chief judge of the Circuit Court of 

Caroline County shall select the third Panel member; and  
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2. In cases of termination of Town employees or grievances including a charge of 

retaliation, at the option of the Town Manager or designee, the Town may use an administrative 

hearing officer as the third panel member.  In that event, the hearing officer shall be appointed by the 

Executive Secretary of the Supreme Court from the list of administrative hearing officers maintained 

by the Executive Secretary pursuant to Virginia Code 9-6.14:14.1. The appointment shall be made 

from the appropriate geographical area on a rotating basis.  The Town shall pay the cost of the 

hearing officer's services.    

 

3. Prohibited From Serving on Grievance Panel.  The Grievance Panel shall not be 

composed of any persons having direct involvement with the grievance being heard by the Panel, or 

with the complaint or dispute giving rise to the grievance.  Managers who are in a direct line of 

supervision of a grievant, persons residing in the same household as the grievant and the following 

relatives of a participant in the grievance process or a participant’s spouse are prohibited from 

serving as Grievance Panel members; spouse, parent, child, descendents of a child, sibling, niece, 

nephew, and first cousin.  No attorney having direct involvement with the subject matter of the 

grievance, nor a partner, associate, employee or co-employee of the attorney shall serve as a 

Grievance Panel member. 

 

4. Grievance Panel Selection Timeframe.  Both the grievant and Town Manager shall 

make their appointments to the Grievance Panel within 10 calendar days after the request for a panel 

hearing is received.  The two members shall select the third member within 10 calendar days, and 

shall notify the Town Manager and the grievant of their decision.   

 

5. Chairperson of Grievance Panel.  The third Grievance Panel member shall chair the 

hearing.  After consulting with the Town Manager and the grievant, the Chairperson shall set the 

time for the hearing.  Notice shall be given to the grievant and the Town Manager.  The hearing shall 

be held as soon as possible, allowing sufficient time for access to records as specified below. 

 

D. Conduct of Grievance Panel Hearing.  The Grievance Panel shall conduct the hearing as 

follows: 

 

1. Attendance.  At the request of either party the hearing shall be private and limited 

to the grievant, the Grievance Panel members, legal counsel or other representative of the grievant 

and the Town, witnesses as they are called to testify, and official recorders.  However, the panel 

reserves the right to determine the propriety of attendance at the hearing of persons not having a 

direct interest in the hearing. 

 

2. Grievance Panel’s Deliberations.  The panel shall consider any grievance de novo 

without regard to any proposed disposition at an earlier stage in the Grievance Procedure. 

 

3. The Grievance Panel may at any time ask parties or their representatives for 

statements clarifying the issues involved in the grievance. 

 

4. Exhibits, when offered by the grievant or the Town, may be received as evidence 

by the Grievance Panel, and when so received shall be marked and made a part of the record.  Prior 

to the hearing, the parties shall exchange exhibits and a list of potential witnesses. 
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5. The parties may offer evidence and cross examine witnesses and shall produce 

such additional evidence as the Grievance Panel may deem necessary to an understanding and 

determination of the dispute.  The formal rules of evidence do not apply.  The  

 

6. Grievance Panel shall be the judge of relevancy and materiality of any evidence 

offered.  All the evidence shall be taken in the presence of the Grievance Panel and the parties.  The 

grievant shall proceed first in all matters other than discipline, and shall bear the ultimate burden of 

persuasion.  At the conclusion of the grievant’s evidence, the Town shall have the opportunity to 

present its evidence.  All parties shall be afforded a full and equal opportunity for the presentation of 

their evidence. 

 

7. At the conclusion of the presentation of the evidence, the Chairperson shall 

specifically inquire of all parties whether they have any further proof to offer or witnesses to be 

heard.  Upon receiving a negative response, the Chairperson shall permit the parties to summarize 

their cases and shall then declare the hearing closed. 

 

8. The hearing may be reopened by the Panel on its own motion or upon application 

of a party for good cause shown at any time before a final decision is made.  

 

9. Upon the request of the Grievance Panel, by the Town Manager, or the grievant, 

the Town Manager shall ensure that a verbatim record of the hearing is made and retained in his 

custody for 12 months or until the grievance proceedings are completed, whichever is longer.  The 

record may be a taped recording.  The grievant shall be entitled to a copy of such record upon 

payment of a reasonable fee, including costs of providing verbatim record. 

 

10. Costs of Panel. 

 

a. The grievant shall bear the reasonable costs and expenses, if any, of his 

Grievance Panel member. 

 

b. The Town shall bear the reasonable costs and expenses, if any, of its panel 

member and those of the third party member unless the grievant objects.   

  

c. Compensation.  No person shall receive any compensation, whether 

monetary or otherwise, for his or her time in serving as a member of a Grievance Panel.  

Notwithstanding this prohibition, a Town employee serving as a member of the Grievance Panel 

may receive his or her usual Town pay for the period he or she serves on such Grievance Panel. 

 

11. Information about Grievance.  The Town shall provide the panel with copies of 

the grievance record prior to the hearing and shall provide the grievant with a list of documents 

furnished to the Grievance Panel. 

 

12. At least 10 calendar days prior to the scheduled Grievance Panel hearing, the 

grievant and the Town shall exchange all documents to be introduced at the Grievance Panel 

hearing.  A potential witness list must also be produced and shared.  The parties have the right to 

supplement the list of potential witnesses and documents until 3 days prior to the hearing or at a later 

date if the Chairperson so allows. 
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13. Representation.  Both the grievant and the Town may be represented by legal 

counsel or other representative at the panel hearing.  Such representatives may examine, cross-

examine, question, and present evidence on behalf of the grievant or the Town before the Panel 

without being in violation of the provisions of the Virginia Code Section 54.1-3904.  A person shall 

not serve as both a representative and a witness for the grievant. 

 

14. Other Panel Procedures.  In all matters not otherwise covered by this Section, the 

Grievance Panel shall determine the procedures to be followed. 

 

17.13. Decision of the Grievance Panel 

 
A. General.  The decision of the Grievance Panel shall be in writing and mailed by the 

Chairperson to the Town Manager and the grievant not later than 15 days after the completion of the 

hearing.  The decision shall summarize the grievance and the evidence, shall make specific findings 

of fact, and shall state in full reasons for the decision, and the remedy to be granted.  Decisions shall 

be by majority vote of the entire Grievance Panel.  The decision of the Grievance Panel shall be final 

and binding if it is consistent with law and written policy. 

 

B. In Favor of Grievant 

 

1. If the Grievance Panel finds, based on the greater weight of the evidence, that the 

grievant has been denied a benefit or wrongly disciplined, it shall have the authority to reverse, 

reduce, or otherwise modify such action and, where appropriate, to order the reinstatement of such 

employee to his former position with back pay.  Provided, however: 

 

2. Back pay shall not exceed pay for time actually lost due to such suspension or 

dismissal, in an amount the Grievance Panel determines to be equitable. 

 

3. Any award of back pay shall be offset by interim earnings the grievant earned 

during the period of separation. 

 

4. Restoration of annual and sick leave shall not exceed leave actually lost due to such 

suspension or dismissal, in an amount the Grievance Panel determines to be equitable. 

 

C. The Grievance Panel’s Authority.  The Grievance Panel shall not have the authority to do 

any of the following: 

 

1. Formulate policies or procedures; 

 

2. Alter existing policies or procedures; 

 

3. Circumscribe or modify the rights of the Town as outlined in this Procedure; 

 

4. Exonerate an employee from all discipline when the employee admits guilt or when 

the employee’s guilt is proven by the greater weight of the evidence presented to the panel; and/or 

 

5. Grant relief greater than that which the grievant has requested on the Grievance 

Form. 
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17.14. Implementation of Remedy  

 
A. Grievance Panel Decision.  The Grievance Panel Decision must be consistent with the law 

and existing Policy, adopted or established.  If the decision of the Grievance Panel is inconsistent 

with any law or applicable policy, either party may request the Grievance Panel to reconsider its 

decision. 

 

B. Remedy.  The Town Manager shall implement the relief granted by the Grievance Panel, 

provided that such decision is consistent with law and existing written policies.  If the Town 

Manager finds the Grievance Panel’s decision is not consistent, he shall not implement the decision 

of the Grievance Panel. 

 

C. Implementation.  The grievant or Town Manager may petition the Circuit Court of 

Caroline County for an order to implement the decision of the Grievance Panel. 

 

17.15. Compliance 

 
A. Notification.  After the initial filing of a written grievance, failure of either part to comply 

with all substantial procedural requirements of the Grievance Procedure, including the Grievance 

Panel Hearing, without just cause shall result in a decision in favor of the other party on any 

grievable issue, provided the party not in compliance fails to correct the noncompliance within 5 

calendar days of receipt of written notification by the other party of the compliance violation.  Such 

written notification by the grievant shall be made to the Town Manager. 

 

B. Extensions.  The Town Manager may require a written explanation of the basis for just 

cause extensions or exceptions.  The Town Manager shall determine compliance issues.  Compliance 

determinations made by the Town Manager shall be subject to judicial review, which shall be 

initiated by the grievant by filing a petition with the Circuit Court within 30 calendar days of the 

compliance determination. 

 

17.16. Assistance with Grievance Procedure 

 
Assistance in the use of the Procedure and forms to be used are available from the Town Manager or 

his designee. 
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Section 18. Separation From Town Employment 

 
18.1. Resignation, Layoff, Dismissal, or Retirement 

 
A. An individual’s employment with the Town is entered into voluntarily and the employee 

is free to resign at any time and for any or no stated reason.  Similarly, the Town may end the at-will 

employment relationship at any time and for any reason.  No notice is required. 

 

B. Employment with the Town may be terminated through one of the following personnel 

actions: 

 

1. Resignation.  Voluntary termination of employment initiated by an employee. 

 

2. Layoff.  An involuntary separation of employment due to temporary or indefinite 

reduction in workforce caused by economic conditions, lack of work, reorganization, insufficient 

funds, change in operational and manpower needs, or other appropriate reasons. 

 

3. Dismissal.  An involuntary termination of employment initiated by the Town as a 

result of an employee’s unsatisfactory work performance, misconduct, or inability to perform the 

job. 

 

4. Retirement.  The termination of employment for the purpose of receiving VRS 

annuity retirement benefits. 

 

18.2. Resignation  

 
A. In order to resign in good standing an employee must submit a signed written letter of 

resignation to the Department Director or Town Manager at least 14 days before the effective 

resignation date.  Department Directors should give the written notice at least 30-days in advance.  

The resignation notice shall be signed by the employee and include the last date of employment, and 

the date the notice is submitted.  The Department Director and the resigning employee, by mutual 

consent, may waive or modify the advance notice requirement.  The Town Manager and Department 

Director, by mutual consent, may waive or modify the advance notice requirement.  Failure to give 

appropriate notice may be grounds for refusal to re-employ the individual and/or a forfeiture of 

money owed for accrued leave. 

 

B. A Department Director shall immediately forward the resignation to the Town Manager 

for processing so that an exit interview may be scheduled. 

 

C. An employee may rescind the resignation provided the resignation has not been accepted.  

Once the resignation has been accepted, the resignation may only be rescinded with the approval of 

the Town Manager. 

 

18.3. Retirement 

 
A. Eligible employees who are planning to retire should submit written notice to their 

Department Director or Town Manager at least 4 months prior to the effective retirement date.  The 
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written notice shall be forwarded to the Town Manager.  The 4-month time frame is required to 

ensure sufficient time to process all retirement benefits with VRS and to assure that retirement 

benefits will commence at the desired retirement date. 

 

B. Retirement benefits are offered through the Virginia Retirement System (VRS) and 

outlined in the VRS Handbook for Members. 

 

C. Payment for any leave balance for which the employee is eligible shall be paid in a lump 

sum.  It is not permissible to delay the effective date of retirement by using accrued paid leave or 

compensatory time. 

 

D. There is no mandatory retirement age.  An employee’s ability to perform work is 

evaluated without regard to age. 

 

18.4. Dismissal 

 
An employee may be dismissed for any reason.   

 

18.5. Separation Date 

 
Whenever an employee separates from Town employment, the effective date of separation will be 

the last day that the employee is physically on the job unless the employee was on pre-approved 

leave. 

 

18.6. Exit Interview 

 
A. All employees who resign are requested to complete an exit interview.  During the 

interview, the reasons for resignation and the timing for the return of Town property will be 

discussed as well as what benefits the employee may expect to receive.  The employee’s viewpoints 

on subjects such as pay, benefits, training, and working conditions can provide valuable information 

for the Town.   

 

B. Some benefits may be continued at the employee’s expense if the employee so chooses.  

The Town Manager will conduct the exit interview during the employee’s last week on the job.  

Completed exit interviews are kept separate from an employee’s official personnel file. 

 

18.7. Return of Town Property 

 
Employees are responsible for returning all Town property, materials and written information issued 

to them.  Items to be returned include, but are not limited to, keys to buildings, offices, files, desks, 

equipment, and vehicles; uniforms; safety equipment; tools; credit cards; and manuals.  If an 

employee fails to return Town property as stated in this policy, the Town will pursue all legal 

remedies in order to recover the property and seek compensation for its corresponding value if such 

property has been destroyed. 
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18.8. Final Paycheck 

 
Payment for any compensatory time and/or accrued paid leave to which the employee is eligible 

shall be paid in a lump sum on the payday following the date of separation or the subsequent payday 

depending on the date payroll is processed.  For purpose of unemployment compensation, the 

payment for the accrued leave shall be allocated to future pay periods. 

 

18.9. Layoff Procedure  

 
A. The Town Council and the Town Manager have the right and obligation to manage the 

workforce in a manner that best serves the interests of the Town. Because of reduced appropriations, 

lack of sufficient work or funds, or Town-wide or departmental reorganization, lay-offs may be 

necessary to reduce positions allocated to a department.  A lay-off or a reduction in force (RIF) shall 

be approved by the Town Council.   

 

B. Unless the Town Council instructs differently, the following is the general procedure and 

order for a layoff: 

 

1. A layoff will be managed on an individual department basis.  The Town Manager 

and the Department Director will identify those organizational sections, job classifications, positions, 

and individuals affected; 

 

2. Upon identifying the specific classifications requiring reduction in personnel, the 

layoff will follow this order: 

 

a. Seasonal part-time employees; 

 

b. Regular part-time employees; 

 

c. Employees of less that 1 year’s seniority; or  

 

d. Full-time employees 

 

3. In order to provide for a uniform, fair, equitable, and effective determination of the 

individuals to be laid off within each of the classes listed above, other factors to be considered shall 

be: 

 

a. Performance; or 

 

b. Length of service. 

 

4. Insofar as practical, all employees to be laid off shall be provided with a written 

notice at least 14 calendar days in advance. 

 

5. Employees who are laid off under a reduction in force are eligible to immediately 

apply to the Virginia Employment Commission for unemployment compensation. 

  



91 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THIS PAGE INTENTIONALLY LEFT BLANK 
 

  



92 

 

Addendum 1 

PAID TIME OFF LEAVE PLAN 
For Employees hired on or after January 1, 2014 

 

Policy Statement 

 

The Paid Time Off leave plan (PTO) is a comprehensive program that serves the many 

diverse needs of employees for time off from work and also includes a short term 

disability plan for income protection to cover periods of extended illness or injury. 

 

This policy covers all employees of Town government hired on or after January 1, 2014. 

 

Procedures 

 

A. Enrollment: 

 

All persons hired or re-hired on or after January 1, 2014, enrolling in the VRS 

Hybrid Retirement Plan, shall receive leave benefits in accordance with this 

PTO plan. 

 

One year after the date of employment, employees in the PTO plan are be eligible to 

participate in a Short Term Disability Plan coordinated and approved by an insurance 

company selected by the Town. The short term disability plan provides for a weekly 

benefit of less than 100% of normal weekly pay in accordance with the provisions of the 

plan document. 

 

Employees in the PTO plan hired after January 1, 2014 are eligible for long-term 

disability through a plan provided by an insurance company determined by the Town; 

with the exception that those employees included eligible for the Hazardous Duty 

Supplement under the Virginia Retirement System (VRS), shall be covered for long-term 

disability under the VRS Disability Retirement program. Details of this plan are provided 

in the summary plan description provided by the insurance company selected by VRS or 

in the VRS Employee Manual. 

 

B. Paid Time Off (PTO) Accruals: 

 

Full Time employees covered under the PTO plan receive accruals based on their years 

of Town Service. PTO hours are accrued monthly. An employee is eligible for leave 

according to the table below: 

 
Years Of Service Accrual Hours Per Month Maximum Annual Carryover 

Hours 
0 up to 5 years 5.5 hours per pay period 192 hours per Calendar Year 

5 to 9 years 7.5 hours per pay period 240 hours per Calendar Year 

10 to 19 years 9.0 hours per pay period 288 hours per Calendar Year 

20 or more years 10.5 hours per pay period 336 hours per Calendar Year 
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PTO hours will not accrue during any un-paid absence of 40 hours or more, per 

biweekly pay period, including absences for FMLA reasons. 

 

Employees may carry forward to a new calendar year PTO leave balances of no more 

than the applicable Maximum Annual Hours per Year. 

 

Any scheduled holiday that falls during the employee’s PTO leave will not be charged as 

PTO but as Holiday Leave. Refer to Holiday Leave in the Employee Handbook. 

 

Bereavement leave and Jury Duty leave is not deducted from PTO hours. Refer to 

Bereavement Leave and Jury Duty Leave in the Employee Handbook. 

 
 

C. Scheduling/Use of PTO Hours 

 

Paid leave may be requested by the employee only if accrued PTO hours are available for 

use. Employees are responsible for maintaining PTO leave balances at adequate levels to 

ensure that leave taken does not exceed existing balances. 

 

Although PTO is a benefit provided for employees to self-manage time off, its use must be 

approved in advance by the employee’s supervisor. Scheduled PTO leave may be used for 

any approved purpose, and a request to use such leave should be made by the employee to 

his or her supervisor no less than three working days in advance. Some departments may 

require that employees schedule PTO leave further in advance. The supervisor will inform 

a new employee if a longer advance notice applies. The three-day requirement may be 

waived by the supervisor in cases of illness, emergency situations or other unforeseen 

circumstances (unscheduled PTO). 

 

Unscheduled PTO leave will be monitored. The supervisor has the right to request 

verification of any unscheduled absences by requiring a physician’s statement. When an 

unforeseen need for PTO occurs, an employee shall notify the appropriate supervisor no 

later than the beginning of the shift. In some departments, earlier notice may be requested.  

Failure to provide the proper notification or excessive unscheduled leave may result in 

disciplinary action. 

 

PTO is available for use by the employee only after leave has accrued, and may be 

taken in 30 minute increments. 

If PTO hours are available for use, the employee is required to use PTO to cover the 

waiting period before Short Term Disability begins. Accrued PTO leave may be used by 

the employee to make up the difference between 100% of the employee’s normal gross 

wages and the benefit provided under the Short Term Disability plan. 

The employee does not accrue PTO hours for any period of leave-without-pay or any 

un-paid leave for disciplinary suspension. 
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D. Termination/Retirement Payment of PTO Hours 

Employees that leave Town service shall be paid at the employee’s current regular rate of 

pay for accumulated PTO hours up to the maximum carry over amount. Termination shall 

include retirement, voluntary resignations, death, or dismissal. The Town shall deduct all 

state and federal taxes, and any outstanding amounts due to the Town for benefits 

received, and for rental uniforms, keys or other Town property not returned by the 

employee at termination. 

Use of PTO hours during a resignation notice period must be approved in advance 

by the appropriate supervisor, and must not interfere with the operations of the 

department. 

E. Work Related Injuries/Illnesses 

If an employee is absent due to a work-related injury, the employee must use PTO hours 

for the first seven calendar days of absence, if PTO is accrued. If the employee does not 

have PTO hours available, the employee will be placed in a leave-without-pay status (for 

the first seven days of absence only). 

 

F. Short Term Disability (STD) 

 

As of January 1, 2014, newly hired, re-hired employees will be covered under a short-term 

disability (STD) plan offered by the Town and administered by a third party administrator. 

The short term disability plan provides for a weekly benefit of less than 100% of normal 

weekly pay in accordance with the provisions of the plan document. 

The STD program provides a weekly benefit administered by a third party plan 

administrator. Employees are required to file a claim for benefits with the insurance 

company and be approved before any benefit will be paid. The amount of benefit, length of 

coverage, and the process to file a claim are provided in STD plan documents. 

PTO, if accrued, shall be used by the employee during periods of STD to cover the initial 

waiting period of 7 calendar days, and may be used to make up the difference between the 

amount received under the benefit schedule and the employee’s normal pay. An employee 

may not receive more than 100% of the normal base pay amount when combining the 

STD benefit and PTO.   STD is directly funded by the Town, and therefore taxes shall be 

deducted from the amount paid to the employee as required by IRS regulations. 

The STD benefit period may last longer than the period established under the Family 

Medical and Leave Act. Nothing in the PTO or STD plan extends FMLA benefits 

beyond those provided by law. 

G. Long Term Disability (LTD) 
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Upon exhausting all STD benefits an employee may file a claim for long term disability 

benefits under the appropriate LTD coverage. For persons employed by the Town that are 

not participants in Hybrid VRS plan, the employee is covered under a plan that is part of 

the traditional VRS disability retirement plan. Contact HR for more information on this 

plan. For those covered under the Hybrid VRS plan, the premiums for the Long Term 

Disability insurance are paid 100% paid by the Town. The claim process is outlined in the 

insurance company plan document. Contact HR for a copy of the plan document. Approval 

of LTD benefits rest solely with the insurance company. 
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Town of Bowling Green Job Description 

 

 
POSITION: Clerk/Treasurer – Part-Time 
                              (Administrative Services Director) 
DEPARTMENT: Town Administration 

PAY RANGE:           $22.80/hr.-$29.47/hr.-$36.15 
FLSA: Non-Exempt 

 
 
GENERAL STATEMENT OF JOB: This position oversees and performs the town’s administrative 
functions including serving as the Town Clerk and Town Treasurer. The incumbent performs difficult 
tasks interpreting and implementing the application of statutory and other regulations governing 
accounting, procurement, and other major fiscal functions.  This position reports directly to and is 
responsible to the Town Manager and supervises Utility Account Representative / Administrative 
Assistant. 
 
ESSENTIAL JOB FUNCTIONS: 

 

 Maintains and/or assists in continuous review of accounting practices to assure conformance 
with generally accepted accounting principles and to assure compliance with federal and State 
regulations and those restrictions imposed by the Auditor of Public Accounts and the Department 
of Accounts, as applicable. 

 Responsible for all aspects of the general ledger for all Town financial accounts including 
entering budget information, journal entries and maintenance of the system; accepts other 

modules into the General Ledger; and maintains the chart of accounts. 
 Recommends changes designed to insure compliance and/or increase the efficiency of the 

Town’s accounting operations. 

 Complete all necessary tasks related to tax administration for the Town, including obtaining tax 
records from the Commissioner of Revenue, preparing tax bills for printing, and processing 
supplements and abatements of tax bills. 

 Prepares computer printouts pertaining to checks issued, expenditures, and other budgetary 
accounts. 

 Maintains and/or assists in maintaining a register of the Town’s indebtedness and other 
accounts. 

 Prepares special reports and work papers for audits, financial statements, registers, surveys and 
various account analyses. 

 Manages payroll and invoice processing and cash disbursement operations, establishes 
automated and manual systems to analyze and reconcile balance sheet accounts, prepares and 
documents adjustments to the accounting system, works with outside auditors, maintains 
accounts receivable, accounts collected, disbursements and prompt payment procedures, 
maintains expense ledgers and other types of financial records. 

 Administers and reconciles the Town’s payment for insurance and other employee deductions. 

 Prepares monthly reports and maintains employees’ accounts for the Virginia Retirement 
System. 

 Prepares quarterly unemployment report. 
 Prepares and mails delinquent account bills after preparing list of delinquent accounts. 
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 Prepares periodic and special financial, personnel, and statistical reports, possibly prepared on 
own initiative. 

 Prepares the Agenda and materials for Town Council meetings. 

 Responsible for minutes of Town Council meetings and other functions related to the keeping of 
the Public Record as assigned by the Town Manager. 

 Maintains Town’s web site. 

 Coordinates water meter readings with meter readers; initiates work orders for new or 
terminated service, water flow checks, meter leaks, water quality and related work; 
communicates results as needed either verbally or in writing with customers; calculates and 
processes payments for water/sewer tap fees on new construction.  

 Maintains general and subsidiary revenue and expenditure records, posting entries from 
supporting records, balancing against other records and preparing reports from such records. 

 Serves as the Economic Development Authority’s Secretary 

 Supervises Administrative Assistant 

 

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. Occasional night meetings. 

 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 

 Considerable knowledge of the principles practices and methods of accounting and 
administrative procedures,  

 Knowledge of generally accepted accounting practices,  
 Knowledge of principles and practices governing financial operations,  

 Ability to prepare detailed financial reports as required, good professional judgment, initiative, 
 General knowledge of personal computers and commonly used Microsoft Office software 

products to include Outlook, Access, Power Point, Word, and Excel; specialized programs and 
the internet.  

 Ability to prepare correspondence, reports, forms, budgets, studies, construction estimates, 
purchase orders, etc., using prescribed formats and conforming to all rules of punctuation, 
grammar, diction, and style. 

 
EDUCATION AND EXPERIENCE: 

Bachelor’s Degree preferred (concentration in accounting, business preferred) with at least three years 
of progressively responsible experience in related field.  Experience in payroll and accounts payable 
desired – or – any equivalent combination of education, experience and/or training sufficient to 
demonstrate the knowledge, skills and abilities required for this position. 
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NECESSARY SPECIAL QUALIFICATIONS: 

Certifications: 
 Certified Municipal Clerk (CMC) 

 Treasurers’ Association of Virginia Certification (Level I, Level II) 

 or a combination of education and experience that provides the required. 
           knowledge, skills and abilities.  
 
 
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: Deputy Clerk/Treasurer  
                              (Assistant Administrative Services Director) 
DEPARTMENT: Town Administration 

PAY RANGE:           $39,424-$53,307-$67,190 
FLSA: Exempt 

 
 
GENERAL STATEMENT OF JOB: This position assists in overseeing and performing the town’s 
administrative functions including serving as the Deputy Town Clerk and Town Treasurer. The 
incumbent performs difficult tasks interpreting and implementing the application of statutory and other 
regulations governing accounting, procurement, and other major fiscal functions.  This position reports 
directly to and is responsible to the Town Manager. 
 
ESSENTIAL JOB FUNCTIONS: 

 

 Reviews Accounts Payable and Cash Register entries made by Administrative Assistant. 
Processes initial Supervisory update to post entries to General Ledger. 

 Assists the Clerk/Treasurer in completing all necessary tasks related to tax administration for the 
Town, including preparing tax bills for printing, and processing supplements and abatements of 
tax bills. 

 Prepares computer printouts pertaining to checks issued, expenditures, and other budgetary 
accounts. 

 Assists in maintaining a register of the Town’s indebtedness and other accounts. 

 Prepares special reports and work papers for audits, financial statements, registers, surveys and 
various account analyses. 

 Assists Clerk/Treasurer in Preparing and processing Payroll. 
 Assists Clerk/Treasurer in preparing and processing utility bills. 
 Prepares and mails delinquent account bills after preparing list of delinquent accounts. 

 Prepares periodic and special financial, personnel, and statistical reports, possibly prepared on 
own initiative. 

 Assists in Preparing the Agenda and materials for Town Council meetings. 

 Coordinates water meter readings with meter readers; initiates work orders for new or 
terminated service, water flow checks, meter leaks, water quality and related work; 
communicates results as needed either verbally or in writing with customers; calculates and 
processes payments for water/sewer tap fees on new construction.  

 Assists Clerk/Treasurer in maintaining general and subsidiary revenue and expenditure records, 
posting entries from supporting records, balancing against other records and preparing reports 
from such records. 

 

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 
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regular work assignment and all policies and procedures for duty assignments apply.  

 
JOB LOCATION AND CONDITIONS: 
 

Work is typically performed in an office setting. Occasional night meetings. 

 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 

 Considerable knowledge of the principles practices and methods of accounting and 
administrative procedures,  

 Knowledge of generally accepted accounting practices,  

 Knowledge of principles and practices governing financial operations,  
 Ability to prepare detailed financial reports as required, good professional judgment, initiative, 

 General knowledge of personal computers and commonly used Microsoft Office software 
products to include Outlook, Access, Power Point, Word, and Excel; specialized programs and 
the internet.  

 Ability to prepare correspondence, reports, forms, budgets, studies, construction estimates, 
purchase orders, etc., using prescribed formats and conforming to all rules of punctuation, 
grammar, diction, and style. 

 
EDUCATION AND EXPERIENCE: 

Bachelor’s Degree preferred (concentration in accounting, business preferred) with at least three years 
of progressively responsible experience in related field.  Experience in payroll and accounts payable 
desired – or – any equivalent combination of education, experience and/or training sufficient to 
demonstrate the knowledge, skills and abilities required for this position. 

  



3 Administrative Services Director: July 2017 

   

 

NECESSARY SPECIAL QUALIFICATIONS: 

Certifications: 
 Certified Municipal Clerk (CMC) 

 or a combination of education and experience that provides the required. 
           knowledge, skills and abilities.  
 
 
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) 

 
☒ 

 

☐ 
 
☐ 

 
☐ 

 
☐ 

 
☐ 

 



 
 
 
 
 
 
 

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 
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AGENDA ITEM: VML Insurance Proposal 
 
BACKGROUND / SUMMARY: The attached is an annual renewal for the period of July 1, 2018 – 
June 30, 2019. Due to better than anticipated loss experience and investment returns, VMLIP’s 
overall combined rates will decrease on average 1 percent this year. Property and liability rates will 
rise slightly and workers’ compensation rates will drop approximately 5 percent. Based on the needs 
and concerns of its membership, VMLIP has made several coverage enhancements for the 2018 
policy year, including: 
 
•             Limited property coverage for mold/fungus damage 
•             Grievance procedure sublimit increased to $10,000 
•             Cyber Liability enhancements to include: 
    o              Fraudulent Instruction Coverage - $50,000 
    o              Telecommunications Fraud  - $50,000 
    o              First Party Computer Security  
                          Forensic Expense -$100,000 (from $50,000) 
                          Dependent Business Interruption - $500,000 (from $150,000) 
                          Removal of Hourly Business Interruption Sublimit. 

 
ATTACHMENTS: 

  VML’s Proposal  
 

REQUESTED ACTION: 
Authorize Town Manager to accept proposal 

 
FOR MORE INFORMATION, CONTACT: 
Phone #: 

 Name: 
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Y N Y N     
  Coleman   McDearmon    
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  Gaines   Gibson 
  Hauser   Satterwhite 
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Coverages, terms, conditions and exclusions are briefly outlined in this proposal.  For 
complete policy language, please refer to coverage contract.



Executive Summary
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Thank you for your continued membership in VML Insurance Programs (VMLIP). VMLIP began in 
1980 and is the most financially stable group self-insurance pool in the Commonwealth of Virginia. 
VMLIP provides comprehensive property and casualty coverages, extensive risk management 
program support and effective claims services to nearly 500 Virginia local political subdivisions. 

VMLIP is governed by a Members’ Supervisory Board comprised of eight elected or appointed officials 
from member jurisdictions and the executive director of the Virginia Municipal League. 

VMLIP provides financial protection for losses arising from: alleged wrongful acts of public officials; 
auto losses; above-ground environmental damages; breaches of confidential and employee data; 
property damage including buildings and contents, generators, water towers, mobile equipment, and 
more; workers’ compensation and Line of Duty Act coverage; law enforcement liability; and alleged 
employment practice violations.

Our staff is dedicated to providing all members with risk management program support through 
multiple means including grant funds; regional and local training; free webinars; continued learning 
through the VMLIP Online University; employment liability consultation; Nurse Triage/Day of Injury 
Services; communications consulting; and more - most of which are included in the cost of 
membership. 

Additionally, VMLIP continues to offer coverage designed for the unique needs of Virginia’s local 
governments, including optional drone coverage, student tablet coverage, and a platinum cyber 
liability option. As managing directors of VMLIP, we appreciate your commitment to a long-term 
relationship with us. We will continue to focus on lowering your total cost of risk, as we truly are 
Virginia’s Local Government Specialists.



Risk management must be a focused approach toward reducing the cost of risk.

Government officials understand the importance of preventing unbudgeted risk related 
expenditures by purchasing insurance, however there are other costs associated with a risk 
related event or loss.

Consider these related costs:
·    The cost of losing a key employee or several employees for an undetermined time 

period;
·    The cost of injuring a member of the public from a preventable vehicle-related “at 

fault” accident;
·    The cost of loss to an uninsured or underinsured asset like expensive equipment, 

older buildings, etc.;
·    The cost of staff involvement in a preventable lawsuit by an employee;
·    The cost of community standing for the inability to respond adequately to natural 

disaster;
·    The cost of payment made under deductibles on preventable vehicle or property 

damage losses; and
·    The cost of hiring outside expertise to provide risk management training and 

consultation.

VML Insurance Programs works to reduce members’ cost of risk by providing effective and 
timely risk management services at no additional cost.  Please take a moment to review the 
enclosed list of our proven services and ask yourself, is lowering the cost of insurance the only 
way to reduce cost of risk and stay within your budget?
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Reducing the Cost of Risk with
VML Insurance Programs



P
Canine Mortality and Injury Coverage:

Your
Current
Insurer

P

P

Account Executives:

Human Resources Services:

                                                                        VMLIP provides funding for on-site 
crisis and grief counseling for students and employees who have experienced a 
personal crisis.  This coverage will also cover the expense of a media specialist 
to help handle the external communications following a crisis.

How does your insurer stack up?

                                                 Human resources (HR) consultative services are 
provided to members with public official's liability coverage to assist in mitigation 
of employment practices liability exposure.

                                                     Provides payment for the first prescription(s) 
needed by an injured employee, ensuring they face no out-of-pocket expenses - 
even if the claim is later found to be non-compensable.

P
Crisis Intervention/Violent Acts Coverage:

First-Fill Prescription Program:

P

The VML Insurance Programs Value Proposition

Drone Coverage:  Property and limited liability coverage for members operating 
unmanned aircraft systems, commonly referred to as drones.

Contract Review:

P
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                                                                VMLIP provides replacement cost for 
canines when killed, stolen or injured while performing specific law enforcement 
functions.  This coverage also provides for injury treatment expenses resulting 
from law enforcement operations.

                                    VMLIP will assign your entity with a local government 
insurance specialist to act as your consultant and advocate.

VMLIP

In addition to more than 35 years of experience and financial stability, VMLIP has developed a 
reputation for professional, responsive, and dedicated customer service.

From experienced claims staff to specialized service providers - including nurses, human resources, 
law enforcement, communications, and safety professionals, VMLIP offers a comprehensive mix of 
coverages, risk management services, effective educational programs and local government 
expertise designed to meet the needs of all Virginia local governments, from the smallest to the 
largest.

                               VMLIP offers free contract review to ensure that member 
contracts containing insurance requirements have the required insurance 
placement and that members do not unintentionally waive rights or accept 
liability on behalf of another.

P



Land Use Coverage:

Pollution Coverage:

                                                        VMLIP offers coverage to school systems for 
suits or injuctive relief which related to or arising out of the suspension or 
expulsion of a student by a public school system.
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P
P

P

                                   VMLIP offers up to $100,000 coverage for claims or suits 
based upon land use issues, including zoning and sub-division claims, eminent 
domain, condemnation, and inverse condemnation claims.

Risk Management Grant Program:

                                                                VMLIP reviews members' risk 
management initiatives - members who excel in the assessment receive a five 
percent credit off of their premium.

Safety Services:

P

                                                                VMLIP provides access to a registered 
nurse 24/7/365 via a toll free number to provide immediate medical advice 
following a workplace incident.

Nurse Triage and Reporting Services:  

P

                            VMLIP provides safety consultative services to help members 
develop, implement, and maintain effective claims prevention programs.

                                                               VMLIP offers optional $10,000 in No 
Fault Property Damage coverage for situations where entity isn't legally liable, 
but wants to provide citizens with help.  An example may be a sewer back-up or 
water main break.

Property Appraisals:

                                                           VMLIP provides substantial grant funds 
each year to members for the purchase of equipment and training to strengthen 
risk management programs.

Suspension/Expulsion Coverage:

P
                                               Law enforcement services for members with public 
official's liability coverage provides up-to-date and credible risk management 
guidance to police agencies.

P

Law Enforcement Services:

Injunctive Relief Coverage:  

Incidental Medical Services Coverage:  

P

P

P

Multimedia Library:

Risk Management Guidelines (RMG):

P

                                                                  VMLIP provides incidental medical 
services coverage for employed nurses and emergency medical technicians.

No Fault Property Damage Coverage:

                                  VMLIP's Multimedia Library houses more than 500 
safety/human resources videos, 30 modules, and numerous publications to 
assist members with conducting in-house training.

                                  This free value-added coverage for members with property 
and liability coverage offers a broad range of liability protection for gradual - as 
well as sudden and accidental - first- and third-party environmental liabilities.

                                               VMLIP offers up to $100,000 coverage in defense 
coverage for claims that seek other than monetary damages.

P

                                   VMLIP contracts for professional appraisals of all member 
locations valued over $1 million on a five-year basis at no charge to members 
with property coverage.

P



P

How does your insurer stack up?

VMLIP Law Enforcement Academy:  
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P

                                                                                   Provides temporary 
insurance for use of government facilities by outside organizations.

                                                                    VMLIP offers income protection, 
death and impairment benefits for volunteers.

                                          Provides free online learning for employees and 
managers on subjects from bloodborne pathogens to sexual harassment 
prevention, stress management, and more.

VMLIP Online University:

Tenant User Liability Insurance Program (TULIP):

PVolunteer Accident & Health Coverage:  

                                                             VMLIP has partnered with LocalGovU, in 
association with PoliceOne.com, to offer this online training program providing 
courses such as Ethics in Law Enforcement, Constitutional Policing, Use of 
Force, Officer Liability, and more.

Webinars:  

Having all lines of coverage with VMLIP ensures that your organization is
receiving comprehensive coverage and a wide variety of valued-added services

tailored to Virginia's local governmental entities.

P

P                   VMLIP provides free webinars covering various safety, human 
resources, law enforcement, communication and other topics.



Ten Reasons VML Insurance Programs Is the Best Value

VML Insurance Programs (VMLIP) offers more than just coverage.  In addition to more than 35 years of 

experience and financial stability, VMLIP has developed a reputation for professional, responsive, and 

timely customer service. 

Here are ten reasons why VML Insurance Programs is the best value...

1)    Financial stability: Virginia’s insurance pools are assessable - therefore it’s vital that you have 

coverage with an organization that is financially secure. With assets greater than $300 million and 

members’ equity of more than $100 million, VMLIP is the most financially secure self insurance 

pool in Virginia. We have the funds to back our promises for years to come.

2)    Experienced staff: As Virginia’s first and largest group self insurance pool, VMLIP has 

knowledgeable and experienced staff who are trained to keep up with current trends in insurance, 

risk management, and local government practices.  You are assigned a local government specialist 

to be your consultant and advocate.

3)    Comprehensive coverages: VMLIP offers comprehensive coverages tailored to meet a wide variety 

of local government exposures to a loss, including automobile liability and physical damage, and 

replacement cost coverage on high value vehicles - such as fire trucks, ambulances, and garbage 

trucks. VMLIP offers suspension/expulsion liability coverage, cyber liability, pollution, property, 

earthquake, and flood coverage, as well as canine mortality and injury coverage for police dogs, 

and more.  

4)    Effective claims management: VMLIP does not just process claims - we manage them.  VMLIP 

handles all aspects of the claim from the date of the accident to the close of the case, responding 

to each claim within 24 hours of receipt.  Whether liability, property damage, or workers’ 

compensation - VMLIP staff are committed to restoring the member to their pre-loss position and to 

ensuring that injured employees receive high quality medical care.  Each VMLIP member is 

assigned a claims professional to investigate all claims, provide fair and prompt settlement, defend 

claims where appropriate, and keep members fully informed of claim activity.  Each claim is 

handled with empathy, professional courtesy, and fairness.

www.vmlins.org  |  800-963-6800



5)    Resources for risk management: VMLIP offers more than just coverage. In addition to insurance 
coverage VMLIP offers a variety of resources for risk management. VMLIP partners with members 
to prevent losses through customized safety consultations, human resources (HR), and law 
enforcement consulting services, regional and local training, webinars, videos, online training, and 
more. 

6)  Value-added services: VMLIP’s safety, HR, and law enforcement specialists, as well as workers’ 
compensation staff offer members up-to-date information on the latest trends, news, and best 
practices in their specialties. Safety specialists offer consultative services to help members 
develop, implement and maintain effective risk management programs. 

HR services assist in the mitigation of employment practices liability exposure while law 
enforcement services provide up-to-date and credible risk management guidance to police 
agencies. Workers’ compensation staff ensure that injured employees receive personalized service 
and timely treatment for their injuries through two full-time registered nurses and a panel of 
physicians.

7)  Value-added programs: As Virginia’s local government specialists, VMLIP offers a variety of 
programs to aid members’ risk management efforts, including 24/7/365 access to a nurse for 
injured workers, a First-Fill Prescription Program, property appraisals, an HR hotline, contract 
review, and much more.

8)  Risk management partner: VMLIP offers three types of premium credits for members who 
participate in risk management programs. Member entities scoring 100 percent on VMLIP’s “Risk 
Management Guidelines” assessment receive five percent off of their premium. Additionally, 
members with law enforcement liability coverage can receive a discount for having an accredited 
police department and members can receive credits on their automobile coverage for participating 
in VMLIP’s Where the Rubber Meets the Road driver training Campaign. 

9)  Training opportunities: VMLIP offers a variety of training opportunities on-site and online. Through 
the VMLIP Online University, the multimedia library, seasonal workshops and monthly webinars, 
members have access to a variety of topics and resources through multiple channels.

10) Risk Management Grant: Each year VMLIP provides substantial grant funds to members for the 
purchase of vital equipment and training to strengthen risk management training. Members have 
utilized funding for equipment such as law enforcement body cameras, warning buoys, lightning 
strike detectors, and more.

From experienced claims staff to specialized service providers - including nurses, human resources, law 
enforcement, communications, and safety professionals, VMLIP offers a comprehensive mix of coverages, 
services, programs and expertise designed to meet the needs of all Virginia local governments, from the 
smallest to the largest.
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Members’ equity provides protection against:

Financial Strength Equals Financial Stability

As the following graphs illustrate, VML Insurance Programs (VMLIP) has been fortunate to experience 
substantial growth in members’ equity over the past 10 years. This has allowed the pool to provide 
members with remarkable rate stability - a VMLIP strategic goal. Our various underwriting, investment, 
claims and loss prevention strategies are all built around this fundamental concept, with our members’ 
budgeting in mind.

While Workers’ Compensation (WC) and Property & Liability (P&L) lines of coverage have been stable, 
Line of Duty Act (LODA) coverage costs continue to escalate. As LODA costs were beginning to level out, 
the General Assembly elected to place all LODA claimants into one health plan, dramatically increasing 
future expected costs on existing claims as well as future LODA claims. Fortunately, for the 90 percent 
of VMLIP members with all lines of coverage through VMLIP, LODA coverage represents only a small 
portion of overall premium - and your overall rate change will be nominal. 

·    Adverse claims development;
·    Continued liberalization of the Virginia Workers’ Compensation Commission and Courts;
·    Continued expansion of Workers’ Compensation presumptions and LODA benefits by the Virginia                                      
      General Assembly; 
·    Reinsurance market instability;
·    Investment losses; and
·    Catastrophic claims such as hurricanes, tornados, or a reinsurer failure.
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Target Equity Study
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Maintaining surplus adequacy to handle a 1-in-200 year event is fast becoming
a global standard for insurance companies.

·    Investment income to offset a substantial portion of operational costs; 
·    The ability to add and expand coverages at little additional costs to members; and 
·    The ability for the pool to take on additional risk. 

The VMLIP Members’ Supervisory Board recently engaged Price Waterhouse Coopers to conduct a 
target equity range study utilizing an enterprise risk management process, which enabled the board 
and staff to consider the appropriate level of risk tolerance and the corresponding range of members’ 
equity to hold appropriate for that risk. There are two main parameters in determining adequate 
funding levels: 

1. Board’s risk appetite/tolerance - The board’s desired level of protection helps define its target 
funding strategy. 

2.  Risk profile of the program - Utilization of an economic capital modeling approach that reflects the 
pool’s own risk and includes:
·    Underwriting Risk, also known as pricing risk, which represents risk that the actual outcome for 

the next year will deviate from the budgeted amount. Typical sources of this are volatility in the 
frequency or severity of claims and unexpected levels of catastrophic claims. Since the overhead 
expense items are rather predictable, the majority of risk lies within the claims cost. The model 
incorporates future claims and claims expenses, and the volatility around them, to measure 
underwriting risk. 

·    Reserving Risk, which measures the potential for actual claims settlement costs deviating 
unfavorably from the current booked reserves. Typical sources of potential unfavorable reserve 
development include excessive inflation, emergence of latent or new types of claims and a change 
in the judicial environment affecting claim settlements. 

·    Asset and Credit Default Risk, which reflects the risk that the value of investment and credit 
assets may deteriorate due to changes in macroeconomic financial conditions or a decline in the 
financial strength of debtors. 

·    Operational Risk captures potential for fund deterioration arising from off-balance sheet or 
unplanned items. 

- As a result, the board adopted a members’ equity policy that establishes a current target 
equity range of 1 x 1-in-200 year event and 2 x 1-in-200-year event. This translates to a current range 
of $67M - $133M with current members’ equity at approximately $107M. 

As a comparatively small, single state risk-sharing pool, the board feels strongly that a more 
conservative posture is advisable when compared to large insurance companies. The board briefly 
discussed a return of equity, but agreed that continued maintenance of stable rates for the 
foreseeable future was preferred. The board will continue to monitor members’ equity and evaluate 
the appropriate level to hold on behalf of members.

Members' Equity Also Provides

Result



VMLIP Member References

Town of Ashland

E-mail:

Wanda Cornwell

wcornwell@ashlandva.gov

Office: (804) 798-9219

Assistant to the Town Manager
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Office: (276) 783-4113

mvfletcher@hanovercounty.gov

E-mail:

Town of Marion

dvogel@suffolkva.us

Director of General Services

Marvin Fletcher

Donna Vogel

E-mail:

Town Manager

Office: (757) 514-4024

E-mail:

Hanover County

City of Suffolk

Office: (804) 365-6503

Bill Rush

brush@marionva.org

Risk, Benefits and Wellness Manager

Town of Windsor

Office: (757) 242-4288

E-mail: mstallings@windsor.va.gov

Michael Stallings

Town Manager

Town Manager

Town of Kenbridge

Office: (434) 676-2452

E-mail:

Robyn Fowler

robynfowler@kenbridge.va.net



VML Insurance Programs (VMLIP) does not charge additional premium during the policy year for 
newly acquired vehicles nor does it return premium for vehicles a member drops from the 
schedule.  This generally works to a member's advantage as older vehicles are replaced by new 
vehicles with higher physical damage costs.  VMLIP also provides auto physical damage 
replacement cost coverage for newer vehicles in excess of a certain initial purchase cost.  
These coverage enhancements serve to assist members in managing their budgets.

VML Insurance Programs Member Advantage

www.vmlins.org

Town of Bowling Green

AUTOMOBILE COVERAGE

POLICY PERIOD:

07/01/2018 - 07/01/2019

LIMITS AND COVERAGES:

$1,000,000
$10,000

$0
$500

$1,000

CSL for bodily injury & property damage
Medical payments
Deductible liability
Deductible comprehensive
Deductible collision

Uninsured/Underinsured Motorist Limits: $25,000 each person bodily injury/$50,000 
each accident bodily injury/$20,000 each 
accident property damage

VML Insurance Programs provides uninsured motorist coverage at the minimum limits required 
by law. It is in the member's best interest as a member to limit this coverage to what is required 
by law.  Unlike liability coverage, you do not owe any money beyond the limits that are insured.

Garage and Garagekeepers Liability, Hired, Non-Owned Automobile Physical Damage, and 
Rental Reimbursement coverages included.

POLICY FORM:

Occurrence - covers claims for personal injury or property damage which occur during the period 
07/01/2018 through 07/01/2019.

TOTAL AUTOMOBILE CONTRIBUTION:

Automobile Liability
Medical Payments

Uninsured Motorist
Comprehensive

Collision
TOTAL

Annual

$1,846
included

included
$425

included
$2,271

Basis of Coverage: Total 6 vehicles



POLICY PERIOD:

$1,000,000

LIMITS AND COVERAGES:

$0

Medical expense limit

Defense of certain excluded occurrences $100,000

07/01/2018 - 07/01/2019

LOCAL GOVERNMENT LIABILITY

Deductible

www.vmlins.org

$10,000

$1,000,000

Town of Bowling Green

$100,000

Each occurrence limit
Damages to Premises Rented to You

Land Use Coverage

(includes General Liability, Public Officials/School Board Legal and Law Enforcement Liability)

Any one fire

Any one person

POLICY FORM:

TOTAL CONTRIBUTION (NON-AUDITABLE):

Occurrence - covers claims for personal injury or property damage which occur during the period 
07/01/2018 through 07/01/2019. Provides protection against allegations of wrongful acts, 
including premises liability and employment practices liability.

No Aggregate

# of miles of streets/roads maintained 4

Sewer Payroll (exclude clerical) $97,637

Water Payroll (exclude clerical) $92,237

$2,310General Liability Annual premium

Public Officials Liability $1,618 Annual premium

Law Enforcement Liability $654 Annual premium

Crisis Intervention/Violent Acts coverageVML Insurance Programs (VMLIP) provides                                                                         including 
on-site crisis and grief counseling for students and employees who have experienced a personal 
crisis.  This coverage will also cover the expense of a media specialist to help handle the 
external communications following a crisis.

Land Use and Injunctive Relief CoverageVML Insurance Programs (VMLIP) provides                                                                                         
to protect members from claims or suits arising out of a variety of issues including, but not 
limited to land use, inverse condemnation and injunctive relief actions.  See policy for details.  
Coverage for these type of claims or suits are typically excluded by commercial carriers.  While 
Land Use and Injunctive Relief Coverage may be offered by other pools, you should be aware 
that VMLIP's coverage has no deductible and members are not required to pay a pro-rata 
portion of each claim.

Constitutional officers are excluded from coverage.

VML Insurance Programs Member Advantage



VML Insurance Programs Member Advantage

This coverage is paid for by VMLIP and is insured outside the VMLIP program.

Coverage will be provided at no charge to members that purchase VMLIP's property and local 
government liability coverage.

ENVIRONMENTAL IMPAIRMENT LIABILITY

Aggregate Limit for all members combined

Provides third party (liability) coverage for covered operations.

$25,000

Per Pollution Condition

$10,000,000
$1,000,000Per Named Insured aggregate limit
$1,000,000

POLICY PERIOD:

Provides both first (clean up) and third party (liability) coverage for covered locations (must be 
scheduled to have coverage) according to the terms and conditions of the policy.

07/01/2018 - 07/01/2019

Deductible

Claims Made Form

POLICY FORM:

Coverage Highlights

LIMITS AND COVERAGES:

www.vmlins.org

Self-insured retention

New Pollution conditions only.

Above ground storage tanks are included.

Underground storage tanks are excluded, however, coverage can be purchased by eligible 
members through simplified online application process at a reasonable cost.

Provides non-owned disposal site coverage (if trash is being hauled to a private landfill).

Town of Bowling Green

Coverage is only available to qualified members - see below



VML Insurance Programs offers optional no fault property damage coverage.  This is provided 
on both the automobile and general liability policies on a non several basis.  The coverage 
provides payments to third party claimants for property damage without regard to fault.  The 
limit is $10,000.00 per occurrence.  The coverage is similar to medical payments coverage 
already available under the automobile and general liability policies which make no fault 
payments to third party claimants for bodily injury.

LIMITS AND COVERAGES:

Each occurrence limit

NO FAULT PROPERTY COVERAGE-OPTIONAL COVERAGE

07/01/2018 - 07/01/2019

POLICY PERIOD:

www.vmlins.org

VML Insurance Programs Member Advantage

$10,000

Deductible:

TOTAL CONTRIBUTION (NON-AUDITABLE):

$1,068No fault property damage coverage Annual premium

Town of Bowling Green

$0



(over Local Government Liability and Automobile Liability)

07/01/2018 - 07/01/2019

TOTAL CONTRIBUTION

Town of Bowling Green

LIMIT

www.vmlins.org

POLICY PERIOD:

EXCESS LIABILITY COVERAGE

Following form over primary automobile liability, local government liability and employer's liability.

Occurrence - covers claims for personal injury or property damage which occur during the period 
07/01/2018 through 07/01/2019.

Annual

$3,000,000Current Limit:

$1,000Current Premium:

$3,000,000 $1,000

$1,152$4,000,000

$5,000,000 $1,272

$1,370$6,000,000

$8,000,000 $1,472

$1,578$10,000,000



$1,000$3,097,049

$300

POLICY PERIOD:

$2,319Blanket Real and Real 
Personal Property 
Replacement Cost, Agreed 
Amount

$323,425

Town of Bowling Green

PROPERTY COVERAGE

Deductible

Per schedule

Coverage

07/01/2018 - 07/01/2019

Limit

www.vmlins.org

Miscellaneous Equipment, 
per schedule

Annual Premium

$1,000

Wind Deductible

$20,548 Included$500Off Premises Power BI

$20,548 Included$500Off Premises Power PD

PROPERTY CONTRIBUTION, ANNUAL $2,619



PROPERTY AUTOMATIC EXTENSION OF COVERAGE

www.vmlins.org

The following Property Extensions of Coverage are automatically provided as a part of the property 
program.  Each Extension of Coverage stated below is provided on a per occurrence basis, except as 
noted.  The extensions of coverage apply at premises specified in the Statement of Values.  When 
additional limits are being quoted, the Extension of Coverage has been noted on the prior page and 
includes the limits stated below.  The property deductible is a combined deductible and applies on a 
per occurrence basis.  The deductible includes the Extension of Coverage except as otherwise stated.

· Replacement of the same or a different site permitted.
· Architects' and engineers' fees, plans, specifications and supervision included in any 

loss recovery.
· Water damage including backup of sewers and drains, underground water through 

foundations, walls and floors, and damages to basements covered up to the blanket 
limit.

· Error in Reporting by Insured Endorsement.  
· Personal Property of Others automatically included in the definition of Personal 

Property.
· Retaining walls which are not part of the building, as long as they are scheduled on the 

Statement of Values.
· Collapse included as an additional coverage.
· Electronic Data Processing Equipment owned and used by the Named Member is 

included in the blanket limit of the policy.
· Property outside described premises is included when within 1000 feet of the premises.  

Expenses incurred by the insured to recover and temporarily safeguard property in the 
event of imminent or actual loss or damage by a covered cause of loss.

· Extra Expense: $1,000,000 Limit
· Unscheduled Property: $1,000,000 Limit for real and personal property combined.
· Debris Removal: $500,000 Limit.
· Valuable Papers/Accounts Receivables: $100,000 Limit
· Newly Acquired Property: $2,500,000 subject to a maximum of $250,000 for extra 

expense. Limited to $1,500,000/$100,000 for members in Tier 1 Windstorm category. 
120 days.

· Business Ordinance/Increased Cost of Construction/Demolition: $5,000,000 Limit.
· Flood (Zones B, C & X): $1,000,000 Limit; $25,000 deductible
· Earthquake: $1,000,000 Limit; $25,000 deductible

The options above are provided for no additional charge. Higher limits are available. 

Valuation is at Replacement Cost except for vacant property or unless otherwise noted or endorsed.  
Replacement cost is the cost to repair, rebuild, or replace, at the same site, lost, damaged, or 
destroyed property, with other property of comparable size, material, and quality; or the applicable 
Limit of Coverage.



Property Damage Limit:

Property Damage Deductible:

$100,000

Town of Bowling Green

Extended Comprehensive coverage for all 
boiler/machinery/electrical equipment including 
production and maintenance machines and computer 
control equipment used for energy control.

www.vmlins.org

07/01/2018 - 07/01/2019

$1000 all object except
$5,000 on all transformers>5,000 KVA but <=20,000 
KVA. $10,000 on all transformers>20,000 KVA unless 
Property Damage Deductible listed above is more than 
the $5,000 and $10,000 exceptions, in which case the 
higher deductible applies.

Scope of Coverage:

POLICY PERIOD:

LIMITS AND COVERAGES:

BOILER & MACHINERY/EQUIPMENT BREAKDOWN COVERAGE

Explosion Coverage:

-Computer Coverage

Bodily Injury Liability:

Included

-Perishable Goods/Consequential Damage/Ammonia 

Lightning Loss:

$100,000

Included

Included

$100,000

$100,000

Repair or Replacement Coverage:

-Newly Acquired Location Coverage - 120 days

-CFC (Refrigerant Coverage)

$250,000

$100,000

60 Days Notice of Cancellation:

Excluded

$250,000

-Hazardous Substances

Included

Ice rink piping exclusion applies.

-Demolition & Increased Cost of Construction

-Expediting Expenses

$100,000



2.  Testing accidents are covered except for hydrostatic, gas pressure and insulation breakdown tests.

www.vmlins.org

100% Period of Restoration

All Objects, Including Utility-Owned Transformers and Miscellaneous Electrical Apparatus used to 
supply power to the Premises of Insured (service interruption)

5.  Data processing, calculating, and computing equipment is covered.

ANNUAL CONTRIBUTION: $1,099

8.  Ovens, stoves, furnaces, incinerators and kilns are covered.

1.  The functioning of a safety or protective device is not excluded.

7.  Electrical drying out costs covered (flood is excluded).

12 Hour Waiting Period

BOILER & MACHINERY/EQUIPMENT BREAKDOWN COVERAGE (Continued)

3.  The failure of expendable items (gaskets, seals, etc.) is not excluded.

6.  X-ray machines, spectrographs, etc. are covered.

Extra Expense: Included

BOILER AND MACHINERY/EQUIPMENT BREAKDOWN HIGHLIGHTS

10.  Perishable goods coverage extends to all perishables, not just food.

Extensions of coverage are as follows:

9.  Elevators, escalators, conveyors, hoists and cranes are covered.

4.  Leakage at joints, etc. is not excluded.

Loss Adjustment Agreement:

$100,000Limit of Loss:

Included

Coverage includes inspection of boilers and air compressors as required by the Department of 
Labor Industry.
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$300

07/01/2018 - 07/01/2019

Computer Fraud

CRIME/BOND COVERAGE

POLICY PERIOD:

TOTAL CRIME / BOND CONTRIBUTION:

LIMITS AND COVERAGES:

Town of Bowling Green

Annual Premium

Provides coverage for the loss of money and securities which occurs during a wire transfer subject 
to a limit of $25,000 per occurrence.

Crime coverage provides protection from employee dishonesty, as well as protection from loss of 
money and securities.

Bond Type Limit Deductible Contribution

$250$250,000Form O:Public Employees 
Dishonesty Coverage Form

$300

$250$250,000Form C:Theft, Disappearance, 
and Destruction Coverage 
Form

included

$250$20,000Form D:Robbery and Safe 
Burglary Coverage Form

included

$250$250,000Form B:Forgery or Alteration 
Coverage Form

included

$250$250,000Form R:Money & Counterfeit 
Papers

included



Statutory

Bodily Injury by Disease

$0

Bodily Injury by Accident

Total Estimated Annual Premium

VML Insurance Programs uses the classifications and codes established by National Council on 
Compensation Insurance which are the same as those used by insurance companies in Virginia.

$8,625

Deductible

CODE

Manual Premium

Town of Bowling Green

Deductible Factor

$1,000,000 each accident

www.vmlins.org

0.8900

Coverage B:

Bodily Injury by Disease

VML Insurance Programs provides workers' compensation coverage in accordance with and limited 
to the Virginia Workers' Compensation Act and Employers Liability. Any other extensions of coverage 
requested in your specifications are not part of the coverage offered in the proposal.

RATE*

07/01/2018 - 07/01/2019

Coverage A:

CLASSIFICATION

$1,000,000 policy limit

Premium Discount

PREMIUM

$0

$1,000,000 each employee

*Rates have been filed with the State Corporation Commission and are subject to approval.

Experience Modification
$8,783Modified Premium

$9,868

PAYROLL

Scheduled Credit/Debit

Employers' Liability

WORKERS' COMPENSATION COVERAGE

$158

$4,5223.12$144,9327520Water Dept. Employee

$1,2271.40$87,6347580Sewage Op/Drive

$1,9373.16$61,2927720Police Dept.

$1870.10$187,3668810Clerical

$210.11$19,2948820Attorney

$2282.03$11,2539015Building Maint/Cust

$1,7462.70$64,6599102Park/Lawn, Parks & Rec, Non Construction



2

TOTAL ANNUAL ESTIMATED CONTRIBUTION:

www.vmlins.org

* Continuation of health insurance benefits for:

Spouse (in case of officer death or pemanent disability)

Children (in case of officer death or permanent disability) to age 26

#

* Death Benefit of $100,000 ($25,000 if within 5 years of retirement)

Benefits:

# of LODA eligible volunteers

# of Paid LODA eligible employees (FTE)

Statutory.

0

Town of Bowling Green

$1,472

07/01/2006

LINE OF DUTY

* Covers LODA claims reported during the period 07/01/2018 through 07/01/2019.

Officer (in case of permanent disability)

All benefits are subject to approval by the State Comptroller and may include:

Claims made policy form with                          retroactive date.

07/01/2018 - 07/01/2019

POLICY PERIOD:

POLICY FORM:

LIMITS AND COVERAGES:

LIABILITY
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CONTRIBUTION

Town of Bowling Green

SUMMARY

Annual
Contribution

Automobile Liability Coverage $1,846

Auto Physical Damage Coverage $425

$2,310General Liability

$2,271Public Officials & Law Enforcement Liability

$1,068No Fault Property Damage

IncludedEnvironmental Impairment Liability

Excess Coverage $3,000,000 $1,000

Property $2,319

Miscellaneous Items Coverage $300

Boiler & Machinery/Equipment Breakdown $1,099

Crime/Bond Coverage $300

$8,625Workers' Compensation Coverage

Line of Duty Act Coverage $1,472

$0Schedule Credit/Debit: (Included in Above Premiums)

Annual Premium

Quarterly Installments available.

$23,035

Signed Cover Page and Coverage Checklist must be signed and returned to VMLIP 
in order to bind coverage.



Automobile Medical Payments

MEMBER NAME:

Automobile Liability

VML Insurance Programs

Damages to Premises Rented to You

$0

[ X ]

$1,000,000 / $1,000,000 / $1,000,000

$10,000

[ X ]

$25,000 each person bodily injury/$50,000 each accident 
bodily injury/$20,000 each accident property damage

Deductible/Comprehensive

Employers Liability

[ X ]

If checked, subject to the Coverage Forms

For the period of July 1, 2018 to July 1, 2019 Property Coverage reinsurance is purchased excess of a $1,000,000 retention on a per occurrence basis.  
The windstorm occurrence retention is $1,000,000.  Boiler and Machinery Coverage is reinsured with a $100,000 retention except for objects over 350 
hp, up to a $350,000 retention.

[ X ]

[ X ]

0726

I. Coverages and Limits of Liability

$10,000

$1,000,000

If checked, subject to the Coverage Forms

Town of Bowling Green

[ X ]

Boiler and Machinery Coverage

Local Government Liability

[ X ]

[ X ]

Workers' Compensation

Statutory

2018-2019 Cover Page to Member Agreement

For the period of July 1, 2018 to July 1, 2019 Workers' Compensation and Employers Liability Coverage

For the period of July 1, 2018 to July 1, 2019, Fidelity, Crime and Surety Coverage is fully retained by VML Insurance Programs.

Collision

Comprehensive

[ X ]

[ X ]

Uninsured Motorists

[ X ]

[ X ]

See Schedule

$10,000

[ X ]

Each Occurrence Limit

$1,000,000 Combined Single Limit

[ X ]

Property Coverage

MEMBER #:

statutory reinsurance is purchased excess of a $1,500,000 retention on a per occurrence basis. 

Line of Duty Act Liability

$100,000

For the period of July 1, 2018 to July 1, 2019 Local Government Liability and Automobile Liability is reinsured for amounts exceeding $1,000,000 per occurrence 
on each line of coverage.  Automobile physical damage coverage is reinsured excess of $150,000.

$3,000,000

No Fault Property Damage

[ X ]

Medical Expense Limit

For the period of July 1, 2018 to July 1, 2019 Line of Duty Act Liability Coverage the Pool will retain 100% of the exposure.

Actual Cash Value per vehicle per schedule

$10,000

Automobile Physical Damage

[ X ]

Excess Liability

[ X ]

Actual Cash Value per vehicle per schedule

[ X ]

Statutory

No Fault Property Damage

$0

Deductible

Fidelity/Crime/Surety Coverage

See Schedule

If checked, subject to the Coverage Forms

[ X ]

Deductible

Deductible/Collision

For the period of July 1, 2018 to July 1, 2019 Cyber Liability is reinsured with $25,000 per Claim retention limit.

Limit

$0/$0

[    ]

Deductible

Data Breach Fund Sublimit

Cyber Liability Damage

Annual Member Aggregate/Shared Annual Pool Aggregate



III. Servicing Company

VML Insurance Programs

IV.  Liability of Members

A LOCAL GOVERNMENT GROUP SELF-INSURANCE POOL IS NOT PROTECTED BY THE VIRGINIA INSURANCE 
GUARANTY ASSOCIATION AGAINST DEFAULT DUE TO INSOLVENCY.  IN THE EVENT OF INSOLVENCY, 
MEMBERS AND PERSONS FILING CLAIMS AGAINST MEMBERS MAY BE UNABLE TO COLLECT ANY AMOUNT 
OWED TO THEM BY THE POOL, REGARDLESS OF THE TERMS OF THE MEMBER AGREEMENT.  IN THE EVENT 
THE POOL IS IN A DEFICIT POSITION, A MEMBER MAY BE LIABLE FOR ANY AND ALL UNPAID CLAIMS AGAINST 
SUCH MEMBER.

WITH REGARDS TO WORKERS’ COMPENSATION LIABILITY, EACH MEMBER AGREES TO ASSUME AND 

DISCHARGE, JOINTLY AND SEVERALLY, ANY LIABILITY UNDER THE VIRGINIA WORKERS’ 

COMPENSATION ACT OF ANY AND ALL EMPLOYERS PARTY TO SUCH AGREEMENT AND WHICH 

PROVIDES THAT, IN ADDITION TO THE RIGHTS OF THE POOL, IN THE EVENT OF FAILURE OF THE POOL 

TO ENFORCE SUCH RIGHTS AFTER REASONABLE NOTICE TO THE POOL, THE COMMISSION SHALL HAVE 

THE RIGHT INDEPENDENTLY TO ENFORCE ON BEHALF OF THE POOL THE JOINT AND SEVERAL 

LIABILITY OF ITS MEMBERS UNDER THE VIRGINIA WORKERS’ COMPENSATION ACT AND THE LIABILITY 

OF MEMBERS FOR ANY UNPAID CONTRIBUTIONS OR ASSESSMENTS.

V.   Rejection of Higher Uninsured Motorists Limits

THE MEMBER HAS READ THE MEMBER AGREEMENT AND THIS RENEWAL COVER PAGE, WHICH IS 

EXPRESSLY MADE PART OF THE MEMBER AGREEMENT. THE MEMBER HAS ALSO READ THE BUSINESS 

AUTOMOBILE POLICY AND THE BUSINESS AUTOMOBILE COVERAGE / RENEWAL DECLARATIONS.  THE 

MEMBER ACKNOWLEDGES THAT THE BOARD OF VML INSURANCE PROGRAMS HAS NOT, BY RESOLUTION, 

OFFERED TO PROVIDE UNINSURED MOTORIST COVERAGE TO ITS MEMBERS.  THE MEMBER UNDERSTANDS 

THAT IT IS POSSIBLE TO PURCHASE SUCH COVERAGE FROM OTHER COMMERCIAL CARRIERS, WITH 

COVERAGE LIMITS EQUAL TO THE POLICY'S LIABILITY COVERAGE LIMITS, UNLESS SUCH COVERAGE IS 

REJECTED BY THE MEMBER.

THE MEMBER UNDERSTANDS THAT IF ITS LIABILITY COVERAGE LIMIT EXCEEDS THE MINIMUM LIMIT 

SET BY VIRGINIA LAW, THE MEMBER MAY REJECT UNINSURED MOTORIST COVERAGE LIMITS EQUAL 

TO THE POLICY'S LIABILITY COVERAGE LIMIT, AND MAY SELECT LOWER LIMITS OF SUCH 

COVERAGE, PROVIDED THAT THE MEMBER MAY NOT SELECT UNINSURED MOTORIST COVERAGE IN 

AN AMOUNT LESS THAN THE MINIMUM LIABILITY COVERAGE LIMIT REQUIRED BY VIRGINIA LAW.

THE MEMBER HEREBY REJECTS UNINSURED MOTORIST COVERAGE AND UNDERINSURED 

MOTORIST COVERAGE IN THE AMOUNT EQUAL TO THE MEMBER'S LIABILITY COVERAGE LIMIT 

STATED IN THIS RENEWAL COVER PAGE, IN THE BUSINESS AUTOMOBILE POLICY, AND IN THE 

BUSINESS AUTOMOBILE COVERAGE / RENEWAL DECLARATIONS.  THE MEMBER HEREBY SELECTS 

THE LOWER LIMIT OF UNINSURED MOTORIST AND UNDERINSURED MOTORIST COVERAGE STATED 

IN THIS RENEWAL COVER PAGE, IN THE BUSINESS AUTOMOBILE POLICY, AND IN THE BUSINESS 

AUTOMOBILE COVERAGE / RENEWAL DECLARATIONS.

Town of Bowling Green

See Contribution Summary Page.

II. Contribution

(Date)

                                                        Due July 1, 2018.  See Declaration Pages attached to Coverage Forms for contributions by 
individual coverage lines.  The contribution was determined based on actuarially approved rates.  In the event of a deficit in the Pool's 
fund, additional assessments may be imposed by the Members' Supervisory Board.

(Signature of Authorized Member Representative)



DateTitle

Coverage Checklist
Member Name:  Town of Bowling Green
EffectiveDate:  07/01/2018
Termination Date:  07/01/2019

Renew As Expires:

Automobile Liability Coverage (required):

Automobile Comprehensive and 
Collision Coverage:

Please bind quoted options:

Deductible Amount:_______________

Please remove physical damage coverage from all vehicles _______ years or older with 
a value in excess of $____________

Cyber Liability Coverage

General Liability Coverage Only

No-Fault Property Damage Coverage

Excess Liability Coverage

Property Coverage

Please bind quoted deductible option of: $____________

Flood(Special Flood Hazards Zones B, C & X)

Flood(Special Flood Hazards Zones A & V) NFIP

Earthquake

Extra Expense

Boiler & Machinery

Crime/Fidelity Coverage

Line of Duty Act Coverage

Workers' Compensation Coverage

If you desire any increased limit, added coverage or deductible option that was not offered above, 
please state requested change here:________________________________________

Name

Yes No

Local Government Liability Coverage

If yes, please skip to the signature line.

Req. Limit Change of: $__________

Req. Limit Change of: $__________

Req. Limit Change of: $__________

Req. Limit Change of: $__________

Req. Limit Change of: $__________

www.vmlins.org  |  800-963-6800
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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: TSYS Credit Card and ACH Processing 
 
BACKGROUND / SUMMARY: Currently the Town uses Vanco for online payment processing and 
Square for in office transactions. Vanco deducts transaction fees with each customer payment 
making the process of manually entering payments received online into the Bright System extremely 
confusing and cumbersome. While Square has been an effect way of collecting payments in office, 
TSYS is offering a package that hosts both in office and online Credit Card and ACH processing at a 
lower rate and charges processing fees monthly as one lump sum. TSYS also has the option to set 
up recurring automatic payments which is not offered by our current processor. 

 
ATTACHMENTS: 

  Application for Merchant Card Processing for TSYS 
 

REQUESTED ACTION: 
Authorize Mayor to sign application and Town Treasurer to complete process of switching to 
TSYS for electronic payments. 

 
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 

Form updated 11-17 by ARP 

          
         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: April 5, 2018 
Agenda Item:  VI. Consent Agenda 
                              F. TSYS Credit Card 
and ACH Processing  



















 
 
 
 
 
 
 

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: Designate Newspaper of Record 

 
BACKGROUND / SUMMARY: On March 29, 2018 The Caroline Progress printed its last paper and 
went out of business. The Caroline Progress was or newspaper of record for legal advertisements 
such as public hearings. As required by State Law Public Notices must be published in a Newspaper 
of having general circulation in the Town. The two papers having circulation in Bowling Green are the 
Free Lance Star and the Richmond Times Dispatch. The Free Lance Star is more readily available 
for purchase in Bowling Green and has more reasonable rates for advertising that the Richmond 
Times Dispatch.  
 
Pricing comparison:  
 
The Caroline Progress The Free Lance Star Richmond Time Dispatch 
 

      $11.80 per col. Inch   $12.40 per col. Inch     $27.40 per col inch 

 

 
ATTACHMENTS: 

  None. 
 

REQUESTED ACTION: 
 

Designate a Newspaper of Record in which Public Hearing Notices will be published 
 
 

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 

Form updated 11-17 by ARP 

          

         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: April 5, 2018 
Agenda Item:  VII. New Business 
A. Designate Newspaper of Record 

 



Town of Bowling Green 

Town Council Meeting 

 

 

Date: April 5, 2018 
Agenda Item: VII-B Set Public Hearing 
Date for FY 2019 Budget and Tax & 
Utility Rates 

TYPE OFAGENDA ITEM: PURPOSE OF ITEM: 

 CONSENTAGENDA INFORMATION ONLY 
 PRESENTATION  
 ACTIONITEM DISCUSSION AND/OR DECISION 
 TOWN MANAGER & STAFF COMMENTS Introduction  

 PUBLIC HEARING  Ordinance Grant/ MOU 
 Duly Advertised  By Motion  Bylaws 

 Certificate 

 
PRESENTER: Reese Peck PRESENTER TITLE: Town Manager 
 
AGENDA ITEM: VII-B Set Public Hearing Date for FY 2019 Budget and Tax & Utility Rates 

 
BACKGROUND / SUMMARY: The proposed Budget and Tax and Utility Rates have been developed in 

conjunction with the Budget and Personnel Committee.  
 

 

 

 

 

 
ATTACHMENTS: Public Hearing Notice 
 
REQUESTED ACTION: Authorize Town Manager to have public hearing notice published. 

 

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 

mailto:Townmanager@townofbowlinggreen.com


  

NOTICE OF PUBLIC HEARING ON 

THURSDAY, MAY 3, 2018 

TOWN OF BOWLING GREEN, VIRGINIA 

PROPOSED BUDGET FOR FISCAL YEAR 

JULY 1, 2018 – JUNE 30, 2019 

AND PROPOSED CHANGES IN THE TAX AND PUBLIC UTILITY RATES 

 

The following Town Manager’s recommended budget synopsis is prepared and published for information and fiscal planning 
purposes only. The inclusion in the Budget of any item does not constitute a commitment or obligation on the part of the 
Town of Bowling Green’s Council to appropriate any funds for that item or purpose. The Budget has been presented on the 
basis of the estimates and requests submitted to the Town Manager’s Office by the several Officers and Department Heads of 
the Town. There is no obligation or allocation of any funds of Town of Bowling Green for any purpose until there has been an 
appropriation for that purpose by the Town of Bowling Green Council. 

The Bowling Green Town Council will, on Thursday, May 3, 2018 at 7:00 p.m. at the Bowling Green Town Hall, hold a public 
hearing for informational and fiscal planning purposes to consider the following proposed budget for the fiscal year ending 
June 30, 2019. The Public Hearing is held allowing the public to question and comment on the proposed Budget and changes 
in the tax and public utility rates subject to reasonable time limits and procedures established by the Bowling Green Town 
Council. Written comments are also accepted by mail prior to the meeting and may be presented to the Board at the meeting.  

Pursuant to Sections 15.2-2506 and 58.1-3007, Code of Virginia (1950), as amended, the Bowling Green Town Council will 
hold a Public Hearing on the proposed Budget for Fiscal Year 2018-2019 and the proposed changes in tax and public utility 
rates at 7:00 p.m. Thursday, May 3, 2018, in the Bowling Green Town Hall, 117 Butler Street, Bowling Green, Virginia, 
22427. 
 
A complete copy of budget 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 budget may be directed to A. Reese Peck, Town Manager. 
804-633-6212; and on the Town of Bowling Green website at http://www.townofbowlinggreen.com/  

 
Authorized by A. Reese Peck, Town Manager 

 

 
 

Solid Waste Collection Bi-Monthly Rate Schedule (In Town Only) 

 
Residential Rates: Current Rate-$30.60              
Proposed Rate – No Change 
Commercial Rates: Current Rate-$24.48 bimonthly/per cubic yard      Proposed Rate – No Change 

    
 

Proposed Tax Rates for Calendar Year 2018 

 
   Current Rate    Proposed Rate 
Real Estate  $0.13/$100     No increase 
Personal Property $0.72/$100 of 100% of assessed valuation No increase 
Mobile Homes  $0.10/$100 of assessed valuation  No increase 
Machinery/Tools    $0.72/$100    No Increase 
Route 301 Tax Dist. $0.52/$100 of assessed valuation  $0.88/$100  
 

Vehicle License Tax - $35 (an increase of $10) for cars and light trucks, and $25 (an increase of $7) for 
motorcycles 

Water Sewer Water Sewer Water Sewer Water Sewer

Base $5 $17 Base $10 $37 Base $20 $35 Base $20 $35 

Capital Charge $9 $9 Capital Charge $9 $9 Capital Charge $9 $9 Capital Charge $9 $9 

Administrative $1 $1 Administrative $1 $1 Administrative $1 $1 Administrative $1 $1 

0-4,000 $1.52 $9.55 0-4,000 $1.52 $9.55 0-4,000 $1.52 $9.55 0-4,000 $1.52 $9.55 

4,000-8,000 $1.83 $9.85 4,000-8,000 $1.83 $9.85 4,000-8,000 $1.83 $9.85 4,000-8,000 $1.83 $9.85 

8,000-10,000 $4.25 $10.13 8,000-10,000 $4.25 $10.13 8,000-10,000 $4.25 $10.13 8,000-10,000 $4.25 $10.13 

Over 10,000 $4.86 $11.00 Over 10,000 $4.86 $11.00 Over 10,000 $4.86 $11.00 Over 10,000 $4.86 $11.00 

Proposed Water and Sewer Rates for the Town of Bowling Green
Residential Commercial

Out-of-Town Out-of-Town

Residential Commercial

In-Town In-Town

http://www.townofbowlinggreen.com/


  

    CURRENT FISCAL YEAR 

2018 

PROPOSED FISCAL YEAR 

2019 

INC./DEC. 

REVENUE ESTIMATES       

  FUND #100 General Funds     

  Real Estate $139,000 $141,500 $2,500  

  Route 301 Special Tax $20,300 $0 ($20,300) 

  Public Service $4,500 $4,500 $0  

  Personal Property $39,000 $36,500 ($2,500) 

  Penalty & Interest $2,550 $4,000 $1,450  

  Revenue From Use Of Money $1,000 $1,000 $0  

  Refuse Collection $85,000 $85,000 $0  

  Farmers Market $500 $0 ($500) 

  Sales Tax $27,000 $30,000 $3,000  

  Consumer Utility Tax $30,000 $30,000 $0  

  Business License $75,000 $75,000 $0  

  Vehicle License & Registration Fees $17,000 $20,650 $3,650  

  Bank Stock Tax $144,000 $150,000 $6,000  

  Transient Occupancy Tax $4,500 $4,500 $0  

  Meals Tax $210,000 $210,000 $0  

  Permits, Fees And Licenses $2,200 $1,700 ($500) 

  Fines and Forfeitures $4,400 $30,400 $26,000  

  Rentals $36,050 $31,100 ($4,950) 

  Other Miscellaneous Revenue $0 $500 $500  

  VA Police Funding $23,000 $23,000 $0  

  PPTRA State Reimbursement $22,000 $22,000 $0  

  Communications Tax $43,000 $43,000 $0  

  Special Activities Fees $10,000 $0 ($10,000) 

  Grants $25,000 $1,000 ($24,000) 

  VA Fire Program $11,000 $11,000 $0  

  Use of Fund Balance $294,468 $117,509 ($176,959) 

  Total General Funds $1,270,468 $1,073,859 ($19,650) 

       

  Other Funds (Net of Transfers)     

  FUND #300 CIP $6,316,000 $0 ($6,316,000) 

  FUND #320 Economic Development Authority (Fund Balance) $0 $25,000 $25,000  

  FUND #400 Events and Activities $23,500 $39,000 $15,500  

  FUND #420 Debt Service $0 $55,859 $55,859  

  FUND #500 Water $300,226 $293,390 ($6,836) 

  FUND #510 Water Capital Reserve $0 $104,556 $104,556  

  FUND #520 Sewer $398,586 $382,250 ($16,336) 

  FUND #530 Sewer Capital Reserve $0 $35,490 $35,490  

  Total Other Funds $7,038,312 $935,545 ($6,102,767) 

       

TOTAL REVENUE ESTIMATES   $8,308,780 $2,009,404 ($6,122,417) 

       

EXPENDITURE ESTIMATES       

  FUND #100 General Funds     

  Council And Manager $199,804 $199,413 ($391) 

  Clerk/Treasurer $174,588 $206,790 $32,202  

  Outside Agency/ Community Donations $3,367 $0 ($3,367) 

  Police Department $78,700 $101,440 $22,740  

  Donations $0 $13,000 $13,000  

  Donations - State Funds $11,000 $0 ($11,000) 

  Bg/VFD Donation $1,000 $0 ($1,000) 

  Bg/VRS Donation $1,000 $0 ($1,000) 

  Streets/Sidewalks $31,500 $0 ($31,500) 

  Refuse Collection $89,500 $0 ($89,500) 

  Public Works $130,820 $314,275 $183,455  

  Town Hall Expenses $33,000 $0 ($33,000) 

  Activity Program $7,500 $0 ($7,500) 

  Economic Development & Tourism $20,000 $0 ($20,000) 

  Economic Development $5,000 $0 ($5,000) 

  Total Direct Expenditures $786,779 $834,918 $48,139  

       

  GENERAL FUND TRANSFERS     

  FUND #300 Capital Reserve Fund $262,000 $10,000 ($252,000) 

  FUND #400 Events and Activities $0 $52,450 $52,450  

  FUND #420 Debt Service $78,075 $160,141 $82,066  

  FUND #500 Water $45,000 $0 ($45,000) 

  FUND #520 Sewer $98,614 $0 ($98,614) 

  Total Transfers $483,689 $222,591 ($261,098) 

       

OTHER FUND EXPENDITURES     

  FUND #300 Capital Reserve Fund $6,490,000 $10,000 ($6,480,000) 

  FUND #320 Economic Development Authority $0 $25,000 $25,000  

  FUND #400 Events and Activities $23,500 $91,450 $67,950  

  FUND #420 Debt Service $78,075 $216,000 $137,925  

  FUND #500 Water Operations $250,443 $293,390 $42,947  

  FUND #510 Water Capital Reserve Fund $0 $104,556 $104,556  

  FUND #520 Sewer Operations $445,700 $382,250 ($63,450) 

  FUND#530 Wastewater Treatment Capital Reserve Fund $0 $51,840 $51,840  

  Total Other Funds $7,287,718 $1,174,486 ($6,113,232) 

       

TOTAL EXPENDITURE ESTIMATES (Net of Transfers) $8,074,497 $2,009,404 -$6,065,093 

       

SUMMARRY       

TOTAL TOWN BUDGET REVENUES (Net of Transfers) $8,308,780 $2,009,404   

TOTAL TOWN BUDGET NET EXPENDITURES $8,074,497 $2,009,404   

       

  Beginning General Fund Unassigned Fund Balance - July 1, 2017 $789,763    

  Ending General Fund Unassigned Fund Balance - June 30, 2018 $569,763    

       

  Beginning General Fund Unassigned Fund Balance - July 1, 2018 $569,763   

  Use of Fund Balance $117,509   

  Ending General Fund Unassigned Fund Balance - June 30, 2019 $452,254   



Town of Bowling Green 

Town Council Meeting 

 

 

Date: April 5, 2018 
Agenda Item: VII-C Schedule Public 
Hearing for O-2018-004 – An 

ordinance allowing annual public utility 
and tax rates to be set annually as 
part of the Town’s budget process and 

to increase the water reconnection 
fee. 

TYPE OFAGENDA ITEM: PURPOSE OF ITEM: 

 CONSENTAGENDA INFORMATION ONLY 
 PRESENTATION  
 ACTIONITEM DISCUSSION AND/OR DECISION 
 TOWN MANAGER & STAFF COMMENTS Introduction  

 PUBLIC HEARING  Ordinance Grant/ MOU 
 Duly Advertised  By Motion  Bylaws 

 Certificate 

 
PRESENTER: Reese Peck PRESENTER TITLE: Town Manager 
 
AGENDA ITEM: VII-C Schedule Public Hearing for O-2018-004 – An ordinance allowing annual public utility 

and tax rates to be set annually as part of the Town’s budget process and to increase the water reconnection 
fee. 
BACKGROUND / SUMMARY:  
 
 

 
ORDINANCE NUMBER 2018-004 AMENDS THE BOWLING GREEN TOWN CODE, CHAPTER 5, “PUBLIC 
FACILITIES,” ARTICLE I, “PUBLIC UTILITIES,” DIVISION 1, “SEWER REGULATIONS,” SECTION 5-103, 
“RATES AND BILLING”. ORDINANCE NUMBER 2018-004 ALSO AMENDS BOWLING GREEN TOWN 
CODE, CHAPTER 5, “PUBLIC FACILITIES,” ARTICLE I, “PUBLIC UTILITIES,” DIVISION 2, “WATER 
REGULATIONS,” SECTION 5-177, “RATES FOR SERVICE WITHIN TOWN,” SECTION 5-178, “RATES FOR 
SERVICE OUTSIDE OF TOWN,” SECTION 5-179, “STATEMENT OF CHARGES,” AND SECTION 5-180, 
“PENALTY FOR NONPAYMENT; DISCONTINUANCE OF SERVICE; REESTABLISHMENT.” LASTLY, 
ORDINANCE NUMBER 2018-004 AMENDS THE BOWLING GREEN TOWN CODE, CHAPTER 7, 
“TAXATION,” ARTICLE VII, “VEHICLE LICENSE,” SECTION 7-803, “APPLICATION FOR LICENSE; 
AMOUNT OF TAX-MOTOR VEHICLES; MOTORCYCLES.” 

 

 

 
ATTACHMENTS: Public Hearing Notice 
 
REQUESTED ACTION: Authorize Town Manager to have public hearing notice published. 

 

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 

mailto:Townmanager@townofbowlinggreen.com


BOWLING GREEN TOWN COUNCIL 

PUBLIC HEARING 

 
The Bowling Green Town Council will conduct a public hearing on Thursday, May 3, 2018, at 7:00 PM in 

Town Hall, 117 Butler Street. The purpose of the hearing will be for the Council to receive public 

comment on and consider the following matter: 

 
Ordinance O-2018-004 “An ordinance allowing annual public utility and tax rates to be set 

annually as part of the Town’s budget process and to increase the water reconnection fee.” 

 
These amendments allow water and sewer rates and the vehicle tax to be setting annually 

as part of the Town’s budget process and to increase the water service reconnection fee. 

 
All interested persons may attend the hearings and be heard. Copies of the proposals are available for 

review in Town Hall during business hours. Any person requiring assistance in order to participate in the 

hearings is asked to contact the Town Manager in advance so appropriate arrangements can be made. 

 
A. Reese Peck 

Town Manager 



  

 
ORDINANCE NUMBER 2018-004 

   

ORDINANCE NUMBER 2018-004 AMENDS THE BOWLING GREEN TOWN CODE, CHAPTER 5, 

“PUBLIC FACILITIES,” ARTICLE I, “PUBLIC UTILITIES,” DIVISION 1, “SEWER REGULATIONS,” 

SECTION 5-103, “RATES AND BILLING”.  ORDINANCE NUMBER 2018-004 ALSO AMENDS 

BOWLING GREEN TOWN CODE, CHAPTER 5, “PUBLIC FACILITIES,” ARTICLE I, “PUBLIC 

UTILITIES,” DIVISION 2, “WATER REGULATIONS,” SECTION 5-177, “RATES FOR SERVICE WITHIN 

TOWN,” SECTION 5-178, “RATES FOR SERVICE OUTSIDE OF TOWN,” SECTION 5-179, 

“STATEMENT OF CHARGES,” AND  SECTION 5-180, “PENALTY FOR NONPAYMENT; 

DISCONTINUANCE OF SERVICE; REESTABLISHMENT.” LASTLY, ORDINANCE NUMBER 2018-004 

AMENDS THE BOWLING GREEN TOWN CODE, CHAPTER 7, “TAXATION,” ARTICLE VII, “VEHICLE 

LICENSE,” SECTION 7-803, “APPLICATION FOR LICENSE; AMOUNT OF TAX-MOTOR VEHICLES; 

MOTORCYCLES.” 
 

 BE IT ORDAINED by the Bowling Green Town Council, at its regular monthly meeting on the 7
th
 day 

of June, 2018, that the Bowling Green Town Code, Chapter 5, “Public Facilities,” Article I, “Public Utilities,” 

Division 1, “Sewer Regulations,” Section 5-103, “Rates and Billings” be amended to read it its entirety as 

follows: 

 

“Section 5-103. Rates and billings. 

(a) Sewage disposal rates shall be as follows: 

(1) In-Town rates. 

[a] Each customer within the corporate limits of the Town who is served by the sewage disposal 

system of the Town, shall be charged Two Hundred Sixty-One percent (261%) of the total water 

consumption charge for each residential customer and Two Hundred Eight-Two percent (282%) of the 

total water consumption charge for each commercial customer. 

[b] Each customer within the corporate limits of the Town that must perform pump and haul operations 

will be charged $.0124 per gallon of wastewater delivered to the wastewater treatment plant. 

(2) Out-of-Town rates. 

[a] Each customer outside the corporate limits of the Town who is served by the sewage system, of the 

Town shall be charged Two Hundred Ninety-Five percent (295%) of the water consumption charge 

before the surtax for residential customers and Three Hundred Thirty- Nine percent (339%) of the 

water consumption charge before the surtax for commercial customers. 

[b] Each customer outside the corporate limits of the Town that must perform pump and haul 

operations will be charged $.0250 per gallon of wastewater delivered to the wastewater treatment plant. 

[a] Public utilities rates and fees are to be set by the Town Council as part of the annual budget.   

(b) All fees and charges payable are due and payable upon the receipt of notice of charges. Unpaid charges 

shall become delinquent and shall be subject to a service charge of 5% of the unpaid amount. 

(c) Deposits. 

(1) A deposit of $100 shall be required from all customers located in the Town of Bowling Green and of 

$150 from all customers located outside the Town when first obtaining service from the sewage disposal 

system, except that any such user who is also a user of the Town waterworks shall pay only one deposit. 

(2) Any customer performing pump and haul operations and delivering their wastewater to the wastewater 

treatment plant shall pay a deposit equal to the cost total of estimated gallons to be delivered in one billing 

cycle (60 days). This deposit will be held in escrow until pump and haul operations cease and the last bill 

is satisfied. 

(d) Statements for charges shall be computed at the same time as statements for water charges. A combined 

statement for water and sewage charges shall be sent to all users of both services as soon as practicable after 

each water meter reading. Each statement shall be considered the correct assessment unless a correction is 



  

requested of the Town Manager within 10 days after the mailing date. The Town Manager may adjust any 

erroneous assessment of sewerage charges or may refer complaints thereof to the Town Council. 

(e) Sewer rates for residential and commercial irrigation. 

(1) Utility customers, located in-Town and outside of Town with an in-ground, installed irrigation system 

used solely for irrigation purposes shall be eligible for relief from payment of sewer and sewage treatment 

charges for water used for irrigation. 

(2) Application must be made annually at Town Hall for such relief and such application must be filed on 

or before March 1 of each year, unless a new irrigation system is being installed at a later date; and such 

application shall only be made for, and such program shall only apply to in- ground, installed irrigation 

systems; and such application shall carry a $25 annual administrative fee. 

(3) The relief granted from sewer and sewage treatment charges during periods of irrigation shall be 

calculated based on an averaging of water use on the property for which relief is being sought during the 

billing periods November-December, January-February and March-April preceding a March 1 application; 

and such modified billing shall only be applied to the May-June, July- August, and September-October 

billing periods. 

(4) For the installation of an irrigation system on property connected to the Town’s water system, 

appropriate Building and Plumbing Permits are required to be secured from the Caroline County Building 

Inspection Department and proof of issuance of such permits must be presented at Town Hall when 

applying for billing relief; For each installed irrigation system, an approved “Backflow Prevention Device” 

and an approved “System Isolation Shut-off Valve” must be installed, inspected, and re-inspected each 

year at the expense of the property owner in accordance with Town Code. All work on such irrigation 

system including its installation must be coordinated by the property owner and must be accomplished by 

personnel as required under Virginia State Code § 54.1-1103-C.” 

 

BE IT FURTHER ORDAINED by the Bowling Green Town Council that the Bowling Green Town Code, 

Chapter 5, “Public Facilities,” Article I, “Public Utilities,” Division 2, “Water Regulations,” Section 5-177, 

“Rates for service within Town,” Section 5-178, “Rates for service outside of Town,” Section 5-179, “Statement 

of Charges,” and  Section 5-180, “Penalty for nonpayment; discontinuance of service; reestablishment” be 

amended to read it its entirety as follows: 

  

“Section 5-177. Rates for service within Town. 

(a)  Water rates for services within the Town shall be as follows: 

(1) Water customers within the Town who are served by the waterworks of the Town shall be charged for 

water consumed between each bimonthly meter reading at the rate of $24.80 for 5,000 gallons or less, plus 

the following rates for consumption per 1,000 gallons or fraction thereof in excess of 5,000 gallons: 

 

Gallons of Water 
 

[a] Residential Patrons: 

Rate 

5,001 to 10,000 $1.26 

10,001 to 20,000 $1.32 

20,001 to 30,000 $1.38 

Over 30,000 $1.43 

 

[b] Commercial Patrons: 

 

5,001 to 10,000 $1.38 

10,001 to 20,000 $1.43 

20,001 to 30,000 $1.48 



30,001 to 40,000 $1.54 

40,001 to 50,000 $1.60 

50,001 to 100,000 $1.65 

Over 100,000 $1.70 

[a] Public utilities rates and fees are set forth annually by the Town Council in the approved Public

Utilities Budget, and become effective July 1 of each year.  

(2) Multiple-unit facilities. Water rates for multifamily dwelling and commercial facilities designed for

occupancy by more than one business or commercial activity having fewer than one meter per unit shall be

determined as if each dwelling unit or independent commercial unit therein receiving water service

constituted a separate customer, regardless of the number of connections or meters serving such buildings

or complex of buildings. The water rate for such buildings or complex of buildings not having separate

water meters for each unit receiving water service shall be $24.80 the total of base charge, capital charge

and administrative fees multiplied by the number of residential or independent commercial units served by

each meter plus the applicable residential or commercial rate for each 1,000 gallons or fraction thereof. for

each unit over the total of 5,000 gallons.

(3) All unmetered water must be purchased at the Town Business Office during regular working hours.

Payment must be by cash, check or money order payable at the time of purchase. Special payment terms

may be arranged for extended purchases at the discretion of the Town Manager or his designee. Water

must be drawn from the hydrant at Town Hall unless expressly authorized by the Town Manager or his

agent to draw from another location. For other locations, the customer must pay a fifty-dollar deposit and

provide a hydrant meter acceptable to the Town and installed under the supervision of an authorized Town

official.

[a] Rates based on a flat per-truckload basis are as follows:

Truck Size Rate 

Small (1 to 2,200 Gallons) $33.08 

Medium (2,201 to 4,400 Gallons) $66.15 

Large (4,401 to 7,000 Gallons) $99.23 

[b] Town residents may purchase bulk unmetered water by special arrangement at the prevailing in-

Town residential rates upon approval by the Town Manager or his designee. Fire and rescue units shall

be exempt from the fee requirements of this section.

(4) Nonprofit facilities will be charged residential water and sewer rates.

Section 5-178. Rates for service outside Town limits. 

Water customers outside the corporate limits of the Town shall be charged at the same different rates. as for 

those within the Town, plus an additional charge of 100% thereof. 

Section 5-179. Statement of charges. 

All statements for Town water service shall be computed by the Town Clerk on a bimonthly monthly basis, and 

meters shall be read bimonthly monthly. Such statements shall be rendered to the customer as soon as 

practicable after bimonthly readings. This statement shall be considered the correct assessment unless a 

correction is requested of the Town Clerk within 10 days after the mailing date. 

Section 5-180. Penalty for nonpayment; discontinuance of service; reestablishment. 

(a) In the event that any person shall not pay the amount owed, as set forth on a statement rendered him as

provided in Section 5-179, on or before the date specified for payment of such amount, a service charge of



5% of the unpaid amount shall be assessed. 

(b) If the amount owed, including service charge, remains unpaid for more than 10 days following the date

specified for payment of the bill, the Town Clerk may cause the water service to the premises served by the

water connection for which the amount is delinquent to be disconnected.

(c) A fee of $25  $50 shall be charged each user to reestablish water service which has been discontinued for

nonpayment of the amount due for such service.

BE IT FINALLY ORDAINED THAT by the Bowling Green Town Council that the Bowling Green Town Code, 

Chapter 7, “Taxation,” Article VII, “Vehicle License,” Section 7-803, “Application for License; Amount of Tax-

Motor Vehicles; Motorcycles” be amended to read it its entirety as follows: 

“Sec. 7-803.  Application for License; Amount of Tax-Motor Vehicles; Motorcycles. 

(a) The owner of a motor vehicle for which a permanent license is required shall make application to the

Treasurer of the Town of Bowling Green on a form to be prescribed by him or her and approved by the

Town Council. The applicant shall submit with such application satisfactory evidence that all personal

property taxes upon the motor vehicle to be licensed have been paid.

(b) For 2012 and beyond, the owner of a motor vehicle for which a permanent license has been issued shall be

assessed an annual license/registration tax by the Treasurer.  Purchasers of new or used vehicles for which a

permanent license has not been obtained within 10 days from purchase shall be billed for such tax on a

supplemental bill for such vehicle as may be required.

(c) Effective January 1, 2011, the cost of the permanent license/registration tax required by this article shall be

set annually by the Town Council as part of the annual budget by the twenty-five dollars ($ 25) for

motorized vehicles with four or more wheels, and eighteen dollars ($ 18) for motorcycles and similar two-

wheel vehicles.  The permanent license/registration tax shall be paid to the Bowling Green Town Treasurer.

Upon payment of the tax and compliance with the other provisions of this article, the Town Treasurer shall

issue to the applicant a decal for the vehicle for which the tax was paid.”

Adopted this 5th day of April, 2018 by a recorded vote as follows:

         

        _________________________________________________
     Honorable Jason E. Satterwhite, Mayor

     
 Melissa J. Lewis, Clerk of the Council

____________________________________



Town of Bowling Green 

Town Council Meeting 

 

 

Date: April 5, 2018 
Agenda Item: VII-D Schedule Public 
Hearing for O-2018-005 – An 

ordinance to repeal and replace the 
Town’s sign ordinance 

TYPE OFAGENDA ITEM: PURPOSE OF ITEM: 

 CONSENTAGENDA INFORMATION ONLY 
 PRESENTATION  
 ACTIONITEM DISCUSSION AND/OR DECISION 
 TOWN MANAGER & STAFF COMMENTS Introduction  

 PUBLIC HEARING  Ordinance Grant/ MOU 
 Duly Advertised  By Motion  Bylaws 

 Certificate 

 
PRESENTER: Reese Peck PRESENTER TITLE: Town Manager 
 
AGENDA ITEM: VII-D Schedule Public Hearing for O-2018-005 – An ordinance to repeal and replace the 

Town’s sign ordinance 
 
BACKGROUND / SUMMARY:  The Town needs to revise its sign ordinance to comply with the 

Supreme Court’s ruling on Reed v. Town of Gilbert, Arizona. The Planning Commission held a public hearing 

on March 19, 2018 and recommended on a 4-0 vote that the Town Council adopted the attached proposed 
ordinance. 
 

The Town Council may want to suspend action on this ordinance for the time being given the 
change in its official paper and the increased cost of public notices, and incorporated this revised 

ordinance with the upcoming Town’s recodification project. 

 

 

 

 

 

 

 

 
ATTACHMENTS: Public Hearing Notice 
 
REQUESTED ACTION: Authorize Town Manager to have public hearing notice published. 

 

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 

http://www.scotusblog.com/case-files/cases/reed-v-town-of-gilbert-arizona/
mailto:Townmanager@townofbowlinggreen.com


BOWLING GREEN TOWN COUNCIL 

PUBLIC HEARING 

 
The Bowling Green Town Council will conduct a public hearing on Thursday, May 3, 2018, at 7:00 PM in 

Town Hall, 117 Butler Street. The purpose of the hearing will be for the Council to receive public 

comment on and consider the following matter: 

 

 
Ordinance O-2018-00x “An Ordinance to repeal and replace Division 6 Signs of the Town Code 

of Bowling Green’s Zoning Ordinance.” 

 
These amended regulations balance the need to protect the public safety and welfare by 

regulating the size, color, illumination, movement, materials, location, height, and condition 

of all signs. Amend the Zoning Ordinance to add “Minor Event Facilities with conditions” as 

uses permitted by Special Use Permit in residential zoning districts. 

 
All interested persons may attend the hearings and be heard. Copies of the proposals are available for 

review in Town Hall during business hours. Any person requiring assistance in order to participate in the 

hearings is asked to contact the Town Manager in advance so appropriate arrangements can be made. 

 
A. Reese Peck 

Town Manager/Zoning Administrator 



 

 

ORDINANCE NUMBER 2018-00x 

ORDINANCE O-2018-00x AMENDS THE BOWLING GREEN TOWN CODE,CHAPTER 3, “LAND 

USE AND BUILDINGS,” ARTICLE I, “ZONING ORDINANCE,” DIVISION 6, “SIGNS,” TO 

REPEAL AND REPLACE DIVISION 6 SIGNS.   

BE IT ORDAINED by the Bowling Green Town Council, at its regular monthly meeting on the 7
th
 day 

of June, 2018, the Bowling Green Town Code, Chapter 3, “Land Use And Buildings,” Article I, “Zoning 

Ordinance,” Division 6, “Signs,” be amended to repeal and replace division 6 signs to now read it its 

entirety as follows: 

“Division 6 Signs  

Section 3-185. Purpose. 

   These regulations balance the need to protect the public safety and welfare by regulating the 

size, color, illumination, movement, materials, location, height, and condition of all signs. The 

regulations for signs have the following specific objectives: 

a) To ensure that signs are designed, constructed, installed and maintained according to 

minimum standards to safeguard life, health, property, and public welfare; 

b) To allow for adequate and effective signs whose dimensional characteristics further the 

interests of public safety and the needs of the motorist, where signs are viewed from a 

street or roadway; 

c) To create a regular and impartial process for businesses and/or persons seeking to erect 

signs; 

d) To reduce sign or advertising distractions and obstructions that may contribute to traffic 

accidents and reduce hazards; 

e) To protect and enhance economic viability of Town of Bowling Green. 

Section 3-186.  Definitions. 

The following words and terms when used in this article shall have the following meanings 

unless the context clearly indicates otherwise: 

A-Frame sign means a two-faced sign with supports that are connected at the top and 

separated at the base, forming an “A” shape not more than four feet high. No A-frame sign shall 

be permitted to exceed two feet in width and three feet in height. Each side must be at least one 

inch in thickness.  Also referred to as “sandwich board” signs; a-Frame signs are considered 

portable signs. 

Advertising means any words, symbols, colors or designs used to call attention to a 

commercial product, service, or activity. 

Animated sign means a sign or part of a sign that is designed to rotate, move or appear to 

rotate or move and is sometimes referred to as a “moving sign.”  
Attention getting device means a device placed upon or attached to any land, structure, 

building or vehicle to promote or advertise the sale of goods, wares, merchandise, events or 

services. The device includes pennants, banners, banner signs, streamers, vertical flag, teardrop 

flag, bow flag, banner blade, feather flag, balloons, inflatable devices, and any similar device not 



 

 

specifically mentioned here of any configuration when displayed outside and includes any 

animated display. 

Awning sign means a sign placed directly on the surface of an awning.  
Billboard means a sign used as an outdoor display for the purpose of advertising or 

promoting a business, service, activity, interest or product which is not located, offered for sale 

or otherwise related to the use of the premises on which such sign is situated.  

Banner means a temporary sign of flexible material designed to be installed with 

attachments at each of four corners or a temporary sign of flexible material affixed to a 

framework or flat surface.   

Building frontage means the length of the main wall of a building which physically 

encloses usable interior space and which is the architecturally designed wall that contains the 

main entrance for use by the general public. Building frontage shall be measured at a height of 

ten feet above grade.  

Canopy sign means a sign attached to a canopy. (A canopy is a detachable, roof-like 

cover, supported from the ground, or deck, floor or walls of a building, for protection from sun 

and weather.) 

Changeable copy or electronic sign means a sign or part of a sign that is designed so that 

characters, letters or illustrations can be changed or rearranged without altering the face or 

surface of the sign.  

Comprehensive sign plan means a plan for the signage of a property that includes 

multiple tenants or owners with shared parking or other facilities.      

Flag means a piece of cloth or similar material, typically oblong or square, attachable by 

one edge to a pole or rope and used as a symbol or decoration and includes pennants. 

Feather Flag Sign means a vertically oriented banner attached to a single pole allowing 

the fabric to hang loose at one or two of the four corners. 

Flashing sign means a sign that includes lights that flash, blink, or turn on and off 

intermittently.  

Freestanding sign means any non-portable sign supported by a fence, retaining wall, or 

by upright structural members or braces on or in the ground and not attached to a building. 

Ground mounted sign means a sign that is supported by structures or supports in or upon 

the ground and independent of any support from any building or wall.  

Height means the maximum vertical distance from the base of the sign at normal grade to 

the top of the highest attached component of the sign. Normal grade shall be construed to be the 

lower of:  

(1) Existing grade prior to construction; or 

(2) The newly established grade after construction, exclusive of any filling, berming, 

mounding or excavating primarily for the purpose of mounting or elevating the sign.  

Holiday Displays mean displays erected on a seasonal basis in observance of religious, 

national, or state holidays which are not intended to be permanent in nature and which contain no 

advertising material.  

Illegal sign means any sign erected without a required permit or which otherwise does 

not comply with any provisions of this article.  

Illuminated sign means a sign that is backlit, internally lighted, or indirectly lighted, but 

does not include a neon sign. 



 

 

Marquee means a permanent structure projecting beyond a building wall at an entrance to 

a building or extending along and projecting beyond the building's wall and generally designed 

and constructed to provide protection against the weather.  

Marquee sign means a sign attached to and made a part of a marquee or any similar 

projections from a building, with changeable, fixed or both types of lettering in use. 

Minor sign means a wall or freestanding sign not exceeding one square foot in area, not 

exceeding four feet in height, and not illuminated. 

Monument sign means a sign affixed to a structure built on grade in which the sign and 

the structure are an integral part of one another; not a pole sign.  

Mural means a picture on an exterior surface of a structure.   

Neon sign means a sign containing exposed tubes filled with light-emitting gas. 

Nonconforming sign means any sign which was lawfully erected in compliance with 

applicable regulations of Town of Bowling Green and maintained prior to the adoption of this 

article and which fails to conform to current standards and restrictions of this article. 

Off-premises sign means a sign that directs attention to a business, product, service or 

activity conducted, sold or offered at a location other than the premises on which the sign is 

erected. 

Pole sign means a sign that is mounted on one or more freestanding poles. 

Portable sign means any temporary sign not affixed to a building, structure, vehicle or 

the ground. It does not include a flag or banner. 

Projecting sign means any sign, other than a wall, awning or marquee sign, affixed to a 

building and supported only by the wall on which it is mounted. 

Roof sign means a sign erected or constructed, in whole or in part, upon or above the 

highest point of a building with a flat roof, or the lowest portion of a roof for any building with a 

pitched roof. 

Sign means any device (writing, letter work or numeral, pictorial presentation, illustration 

or decoration, emblem, device, symbol or trademark, flag, banner or pennant or any other device, 

figure or character) visible to and designed to communicate information to persons in a public 

area.  

Sign face means the portion of a sign structure bearing the message. 

Sign structure means any structure bearing a sign face. 

Sign alteration means any change in size or shape, which changes appearance of a sign, 

or a change in position, location, construction or supporting structure of a sign, except that a 

copy change on a sign is not an alteration. A change in corporate logo is not considered a sign 

alteration. 

            Sign, illegal means any sign placed without proper approval or permits as required by this 

article at the time of sign placement.   Illegal sign shall also mean any sign placed contrary to the 

terms or time limits of any permit. 

Temporary sign means any sign intended to be displayed for a limited period and a sign 

constructed of cloth, canvas, vinyl, paper, plywood, fabric, or other lightweight material not well 

suited to provide a durable substrate or, if made of some other material, is neither permanently 

installed in the ground nor permanently affixed to a building or structure which is permanently 

installed in the ground. 

Vehicle or trailer sign means any sign attached to or displayed on a vehicle, if the vehicle 

or trailer is used for the primary purpose of advertising a business establishment, product, service 

or activity. Any such vehicle or trailer shall, without limitation, be considered to be used for the 



 

 

primary purpose of advertising if it fails to display current license plates, inspection sticker, or 

municipal decal, if the vehicle is inoperable, if evidence of paid-to-date local taxes cannot be 

made available, or if the sign alters the standard design of such vehicle or trailer.  

Wall Sign means any sign attached to a wall or painted on or against a flat vertical surface 

of a structure.       

Window sign means a sign affixed to the interior or exterior of a window or door, or 

within one (1) foot of the interior of the window or door, visible primarily from the outside of the 

building. 

 

 

Freestanding Sign  Temporary Sign  Wall Sign  

Billboard/Outdoor advertising sign  Banner  Awning sign  

Monument sign  Flag sign  Canopy sign  

Pole sign  Inflatable sign  Marquee sign  

Ground sign  Pennant  Projecting sign  

Public service message board 
2 

(when 

freestanding)  
Feather sign  

Public service message board 
2 

(when 

fastened to wall)  

 

Portable sign (including A-

frame signs)  
Permanent window sign  

 
Yard sign  

 

 
Temporary window sign  

 

 

Section 3-187. Permit required.  

(a) In general. A sign permit is required prior to the display and erection of any sign, 

except as provided in section 3-188 of this article.  

(b) Application for permit.  

(1) An application for a sign permit shall be filed with the Zoning 

Administrator or designee on forms furnished by the town. The applicant shall 

provide sufficient information for the town to determine if the proposed sign is 

permitted by this article and any other applicable laws, regulations, and 

ordinances. An application for a temporary sign shall state the dates intended for 

the erection and removal of the sign. 



 

 

(2) The Zoning Administrator or designee shall promptly process the sign 

permit application and approve the application, reject the application, or notify the 

applicant of deficiencies in the application within twenty business days after 

receipt.  Any application that complies with all provisions of this article, the 

building code, and other applicable laws, regulations, and ordinances shall be 

approved. 

(3) If the application is rejected, the town shall identify the reasons for the 

rejection in writing. An application shall be rejected for non-compliance with the 

terms of this article, building code, or other applicable law, regulation, or 

ordinance.  

(c) Permit fee. Fees for sign permits shall be in accordance with the schedule of fees 

for zoning permits as adopted by Town Council. 

(d) Duration and revocation of permit. If a sign is not installed within six months 

following the issuance of a sign permit (or within thirty days in the case of a temporary sign 

permit), the permit shall be void. The permit for a temporary sign shall state its duration, not to 

exceed thirty days, unless another time is provided in the zoning ordinance. The town may 

revoke a sign permit under any of the following circumstances:  

(1) The town determines that information in the application was materially 

false or misleading;  

(2) The sign as installed does not conform to the sign permit application; or 

(3) The sign violates this article, building code, or other applicable law, 

regulation, or ordinance.  

 Section 3-188. Permit not required.  

A sign permit is not required for:  

(1) Signs erected by a governmental body or required by law.  

(2) Flags up to 16 square feet in size not containing any commercial advertising; 

provided, that no freestanding pole shall be erected in the public right-of-way nor be within five 

(5) feet of a service drive, travel lane or adjoining street.  

(3) The changing of messages on marquees and the repair of an existing permitted 

sign, except that repair of a nonconforming sign must comply with section 3-193. 

(4) Temporary signs as follows: 

a. One (1) sign, no more than twelve (12) square feet in area, located on 

property where a building permit is active.  

b. On any property for sale or rent, not more than one sign with a total area 

of up to twelve square feet and a maximum height of six feet when the sign abuts 

a road with a speed limit of twenty-five miles per hour or less, and when the sign 

abuts a road with a speed limit greater than twenty-five miles per hour not more 



 

 

than one sign with a total area of up to thirty two square feet and a maximum 

height of eight feet.  

c. Official notices or advertisements posted or displayed by or under the 

direction of any public or court officer in the performance of his official or 

directed duties; provided that all such signs shall be removed within ten (10) days 

after their purpose has been accomplished.  

d. On residential property, one or more temporary signs with a total area of 

no more than twelve square feet, and which are removed within ninety days after 

being erected.   

e. On residential property, window signs, provided that the total extent of 

window signs do not obstruct more than twenty-five percent of the total area of all 

windows on each building façade. 

(5) Not more than two minor signs per parcel. Additional minor signs are permitted in 

certain zoning districts with a permit. 

(6) A-frame signs more than fifty feet from the nearest public right of way. 

(7) Pavement markings. Any sign applied directly and entirely to and flush with an 

asphalt, concrete, or similar paved surface. 

(8) A permanent window sign, provided that the aggregate area of all window signs 

on each window or door does not exceed twenty-five percent of the total area of the window or 

door. 

Section 3-189. Prohibited signs.  

The following signs are prohibited: 

(a) General prohibitions. 

(1) Signs that violate any law of the Commonwealth relating to outdoor 

advertising. 

(2) Signs attached to natural vegetation. 

(3) Signs simulating, or which are likely to be confused with, a traffic control 

sign or any other sign displayed by a public authority. Any such sign is subject to 

immediate removal and disposal by an authorized city official as a nuisance. 

(4) Vehicle or trailer signs.  

(5) Freestanding signs more than twenty-five feet in height. 

(6) Signs hanging from supports, except against the face of a building. 

(7) Billboards 

(8) Moving signs and electronic message signs on residential properties in all 

residential districts. 



 

 

(9)  Any sign displayed without complying with all applicable regulations of 

this article. 

(10) Any sign that is not expressly permitted by this article. 

(b) Prohibitions based on materials. 

(1) Signs painted directly on a building, except where expressly permitted by 

this article. 

(2) Animated signs where the message content does not change more often 

than once every seven seconds. 

(3) Flashing signs or other signs displaying flashing, scrolling or intermittent 

lights or lights of changing degrees of intensity, except where such signs are 

expressly permitted within this article. 

(4) Signs consisting of illuminated tubing or strings of lights outlining 

property lines or open sales areas, rooflines, doors, windows or wall edges of any 

building, except for temporary decorations not to exceed a total of three months 

per calendar year. 

(5) Signs that emit smoke, flame, scent, mist, aerosol, liquid, or gas. 

(6) Signs that emit sound. 

(7) Any electronic sign that is generated by a series of moving images, such as 

an LED, digital display, or other video technology, whether displayed on a 

building, vehicle, or mobile unit. 

(8) Strings of flags visible from, and within fifty feet of, any public right-of-

way. 

(9) Pole signs less than six feet in height. 

(c) Prohibitions based on location. 

(1) Off-premises signs, unless specifically permitted by this article.  

(2) Signs erected on public land other than those approved by an authorized 

town official in writing, required by law without such approval, or permitted 

under Virginia Code § 24.2-310(E). Any sign not so authorized is subject to 

immediate removal and disposal by any authorized official. Removal of the sign 

under this provision does not preclude prosecution of the person responsible for 

the sign. 

(3) Signs on the roof surface or extending above the roofline of a building or 

its parapet wall. 

(4) Neon signs, except in windows. 



 

 

(5) Any sign located in the vision triangle formed by any two intersecting 

streets, as regulated by the provisions of section 5-433.   

(6) Window signs whose aggregate area on a window or door exceeds twenty-

five percent of the total area of the window or door.   

Section 3-190.  Measurements of sign area and height.  

(a) Supports, uprights or structure on which any sign is supported shall not be 

included in determining the sign area unless such supports, uprights or structure are designed in 

such a way as to form an integral background of the display; except, however, when a sign is 

placed on a fence, wall, planter, or other similar structure that is designed to serve a separate 

purpose other than to support the sign, the entire area of such structure shall not be computed. In 

such cases, the sign area shall be computed in accordance with the preceding provisions.  

(b) In instances where there are multiple tenants or users on a property or in a 

building, allowable sign area for all parties shall not exceed the maximum sign area computed as 

if there were a single tenant or user.  

(c) Sign area.  

(1) Sign area is calculated under the following principles: 

a. With signs that are regular polygons or circles, the area can be 

calculated by the mathematical formula for that polygon or circle. With 

signs that are not regular polygons or circles, the sign area is calculated 

using all that area within a maximum of three abutting or overlapping 

rectangles that enclose the sign face.  

b. The permitted area of a double-faced sign shall be considered to be 

the area on one side only. If one face contains a larger sign area than the 

other, the larger face shall be used in calculating the sign area. A double-

faced sign must have an internal angle between its two faces of no more 

than 45 degrees.  

c. For projecting signs with a thickness of four inches or more, the 

sign area also includes the area of the visible sides of the sign, calculated 

as a rectangle enclosing each entire side view.  

(2) The supports, uprights or structure on which any sign is supported shall 

not be included in determining the sign area unless such supports, uprights or 

structure area are designed in such a manner as to form an integral background of 

the display.  

(d) Maximum height. The maximum height for any sign shall be twenty-five feet 

unless otherwise specified within this article.  

Section 3-191. Maintenance and removal.  

(a) All signs shall be constructed and mounted in compliance with the Virginia 

Uniform Statewide Building Code.  



 

 

(b) All signs and components shall be maintained in good repair and in a safe, neat 

and clean condition.  

(c) The building official may cause to have removed or repaired immediately without 

written notice any sign which, in his opinion, has become insecure, in danger of falling, or 

otherwise unsafe, and, as such, presents an immediate threat to the safety of the public. If such 

action is necessary to render a sign safe, the cost of such emergency removal or repair shall be at 

the expense of the owner.  

(d) The owner of any advertising sign, other than a permitted off-premises sign, 

located on commercial property where the use or business has ceased operating shall, within 

sixty days of the cessation of use or business operation, replace the sign face with a blank face 

until such time as a use or business has resumed operating on the property. 

(e) Sign condition, safety hazard, nuisance abatement, and abandonment.  

(1) Any sign which becomes a safety hazard or which is not kept in a 

reasonably good state of repair shall be put in a safe and good state of repair 

within thirty days of a written notice to the owner and permit holder.  

(2) Any sign which constitutes a nuisance may be abated by the town under 

the requirements of Virginia Code §§ 15.2-900, 15.2-906, and/or 15.2-1115.  

Section 3-192. General requirements.  

(a) Placement. Except as otherwise permitted, all freestanding signs shall be set back 

from any street right-of-way at least half the height of the sign.  

(b) Illumination. All permitted signs may be backlit, internally lighted, or indirectly 

lighted, unless such lighting is specifically prohibited in this article.  

(1) In the case of indirect lighting, the source shall be so shielded that it 

illuminates only the face of the sign. However, shingle signs shall be indirectly 

illuminated or have shielded direct lighting, unless otherwise prohibited within 

this article. Indirect lighting shall consist of full cut-off or directionally shielded 

lighting fixtures that are aimed and controlled so that the directed light shall be 

substantially confined to the sign to minimize glare, sky glow, and light trespass. 

The beam width shall not be wider than that needed to light the sign.  

(2) No sign shall be permitted to have an illumination spread of more than .05 

foot candle at the lot line, shine into on-coming traffic, affect highway safety, or 

shine directly into a residential dwelling unit. In no event shall the illumination of 

any sign resulting from any internal or external artificial light source exceed 100 

lumens. All lighting fixtures used to illuminate a sign shall be full-cutoff, as 

defined by the Illuminating Engineering Society of North America (IESNA), and 

shall have fully shielded or recessed luminaires with horizontal-mount flat lenses 

that prevent upward light scatter and protect the dark night sky.  

(c) Changeable copy or electronic signs and electronic signs must meet the following 

standards: 



 

 

      (1)   Design. The electronic sign must be contained within, or as part of, a monument 

sign; 

      (2)   Setback from residential. The leading edge of the electronic sign must be a 

minimum distance of one-hundred feet from any abutting residential district boundary; 

      (3)   Setback from other electronic changeable copy or electronic graphic display. 

Electronic signs must be separated from other electronic signs by at least 35 feet; 

      (4)   Orientation. When located within one-hundred and fifty feet of a residentially-

used lot in a residential district, any part of the electronic sign must be oriented so that no portion 

of the sign face is visible from an existing or permitted principal structure on that lot; 

      (5)   Duration. 

         a.   Any portion of the electronic changeable copy sign message must have a 

minimum duration of four seconds and must be a static display;   

         b.   Any portion of the electronic graphic display sign image must have a minimum 

duration of twenty minutes and must be a static display;  

         c.   No portion of the electronic sign message or image may flash, scroll, twirl, 

change color, fade in or out or in any manner imitate movement; 

      (6)   Color. The message or display must use a single color. 

      (7)   All electronic signs must be equipped with an automatic dimmer that controls the 

intensity of the light source. The intensity of light allowed for all illuminated signs shall be 

eighty-five percent by day and fifty percent at night; 

      (8)   All electronic message signs must be turned off at the close of business; 

      (9)   Limited text. The text of the sign must be limited to ten words to allow passing 

motorists to read the entire copy with minimal distraction; and 

      (10)   Audio or pyrotechnics. Audio speakers or any form of pyrotechnics are 

prohibited in association with a changeable copy or electronic sign. 

(d) Landscaping. All non-temporary ground-mounted or monument signs shall be 

installed with a minimum surround of three feet of regularly maintained floral and shrubbery 

landscaping in every direction.  

Section 3-193. Nonconforming signs.  

(a) Signs lawfully existing on the effective date of this article or prior ordinances, 

which do not conform to the provisions of this article, and signs which are accessory to a 

nonconforming use shall be deemed to be nonconforming signs and may remain except as 

qualified below. The burden of establishing nonconforming status of signs and of the physical 

characteristics/location of such signs shall be that of the owner of the property. Upon notice from 

the zoning administrator, a property owner shall submit verification that sign(s) were lawfully 

existing at time of erection. Failure to provide such verification shall be cause for order to 

remove sign(s) or bring sign(s) into compliance with the current ordinance.  



 

 

(b) No nonconforming sign shall be enlarged nor shall any feature of a 

nonconforming sign, such as illumination, be increased.   

(c) Nothing in this section shall be deemed to prevent keeping in good repair a 

nonconforming sign. Nonconforming signs shall not be extended or structurally reconstructed or 

altered in any manner, except a sign face may be changed so long as the new face is equal to or 

reduced in height and/or sign area. 

(d) No nonconforming sign shall be moved for any distance on the same lot or to any 

other lot unless such change in location will make the sign conform in all respects to the 

provisions of this article.  

(e) A nonconforming sign that is destroyed or damaged by any casualty to an extent 

not exceeding fifty percent of its area may be restored within two years after such destruction or 

damage but shall not be enlarged in any manner. If such sign is so destroyed or damaged to an 

extent exceeding fifty percent, it shall not be reconstructed but may be replaced with a sign that 

is in full accordance with the provisions of this article.  

(f) A nonconforming sign which is changed to becoming conforming or is replaced 

by a conforming sign shall no longer be deemed nonconforming, and thereafter such sign shall 

be in accordance with the provisions of this article.  

(g) A nonconforming sign structure shall be subject to the removal provisions of 

section 3-191. In addition, a nonconforming sign structure shall be removed if the use to which it 

is accessory has not been in operation for a period of two years or more. Such structure sign shall 

be removed by the owner or lessee of the property. If the owner or lessee fails to remove the sign 

structure, the zoning administrator or designee shall give the owner fifteen days’ written notice 

to remove it. Upon failure to comply with this notice, the zoning administrator or designee may 

enter the property upon which the sign is located and remove any such sign or may initiate such 

action as may be necessary to gain compliance with this provision. The cost of such removal 

shall be chargeable to the owner of the property.  

Section 3-194. Non-commercial signs. 

(a) Substitution. Wherever this article permits a sign with commercial content, non-

commercial content is also permitted subject to the same requirements of size, color, 

illumination, movement, materials, location, height and construction. 

(b) Off-site Signs for Noncommercial Use of Limited Duration. With a permit, a 

noncommercial use may erect up to three off-site signs on properties with the consent of the 

persons in charge of such properties.  Each sign shall be no more than sixteen square feet in area 

and eight feet in height. The area of the sign counts against the maximum sign area permitted on 

that lot. No more than one permitted temporary sign may be displayed per lot. Display of signs 

shall be limited to thirty days at a time. Each organization shall be limited to the display of such 

signs no more than four times within any calendar year.



 

 

  

Zoning District Land Use Wall Signs Freestanding Signs 

Accessory 

Building/Structure 

Signs 

Ground Signs 

Maximum area (per sign face): 2 

sq. ft.

Maximum height: 4 ft.

Maximum number: 1 per 

dwelling unit

Minimum distance from 

property line: 6 ft.

Maximum area (per sign 

face): 8 sq. ft.

Maximum area (per sign face): 

32 sq. ft.

Maximum area (per sign face): 

9 sq. ft.

Maximum number:

<100 ft. lot frontage: 0

≥100 ft. lot frontage: 1

Maximum number:

Located at a vehicular entrance 

to the site: 1 per entrance

Located elsewhere on the lot: 

No maximum

Table 1. Permanent Signage 

Not Permitted

Maximum number: 1 per 

dwelling unit

Multi-Family, Uses not 

otherwise noted
Not Permitted

Maximum area (total of 

all signs): 32 sq. ft.
Maximum height: 2.5 ft.

Maximum number: 1 per 

50 ft. of building frontage

Minimum distance from right-of-

way line: 5 ft.

Signs Permitted in Residential Districts

R-1, R-2, R-3, 

Residential 

Uses in PDU 

Districts

Single-Family, Two-Family, 

Semi-Detached Dwelling 

and Townhouse

Maximum area (per sign 

face): 2 sq. ft.

Not Permitted



 

 

 

Zoning District Land Use Wall Signs Freestanding Signs 
Accessory 

Building/Structure Signs 
Ground Signs 

Maximum area (total of all 

signs facing a public street):
Maximum area (per sign face):

<32 ft. building frontage: 32 

sq. ft.
<100 ft. lot frontage: 0 sq. ft.

>32 ft. building frontage: 1 sq. 

ft. per linear ft. of building 

frontage

100—200 ft. lot frontage: 32 sq. ft.

>200 ft. lot frontage: 75 sq. ft.

Maximum height: 12 ft. or 16 ft. if set 

back 20 ft. from public right-of-way
Maximum height: 2.5 ft.

Maximum number: Maximum number:

<100 ft. lot frontage: 0
Located at a vehicular 

entrance to the site: 1 per 

100—200 ft. lot frontage: 1
Located elsewhere on the 

lot: No maximum

>200 ft. lot frontage: 1 plus 1 for each 

additional 200 ft. lot frontage

Minimum distance from right-of-way 

line: 5 ft.

Shopping centers with >40,000 sq. ft. of 

building area may have 1 additional 

sign located at the entrance to the 

center with a maximum area of 50 sq. 

ft. and a maximum height of 12 ft. or 16 

ft. if set back 20 ft. from the public right-

of-way

Table 1. Permanent Signage 

Signs Permitted in Commercial Districts

B-1, B-2, 

Commercial 

Uses in PDU 

Districts

Any Use

Maximum area (total of 

all signs): ½ sq. ft. per 

linear ft. of frontage

Maximum area (per sign 

face): 9 sq. ft.



 

 

  

Zoning 

District 
Land Use Wall Signs Freestanding Signs 

Accessory 

Building/Structure 

Signs 

Ground Signs 

Maximum area (total of all signs 

facing a public street):
Maximum area (per sign face):

<32 ft. building frontage: 32 sq. ft. <100 ft. lot frontage: 0 sq. ft.

>32 ft. building frontage: 1 sq. ft. 

per linear foot of frontage
100—200 ft. lot frontage: 32 sq. ft.

>200 ft. lot frontage: 75 sq. ft.

Maximum height: 12 ft. Maximum height: 2.5 ft.

Maximum number: Maximum number:

<100 ft. lot frontage: 0
Located at a vehicular entrance to the 

site: 1 per entrance

100—400 ft. lot frontage: 1
Located elsewhere on the lot: No 

maximum

>400 ft. lot frontage: 1 plus 1 for 

each additional 400 ft. lot frontage

Minimum distance from right-of-

way line: 5 ft.

Table 1. Permanent Signage 

Signs Permitted in Industrial Districts

M-1 Any Use

Maximum area 

(total of all signs): 

½ sq. ft. per linear 

ft. of frontage

Maximum area (per sign face): 9 sq. ft.



 

 

 

Zoning District Land Use Yard Signs Banners Flag Signs A-Frame Signs
Duration 

Limitations
Other Limitations

Maximum area:

24 sq. ft. (total of 

all signs)

12 sq. ft. (any 

one sign)

Minimum height 

(wall mounted): 8 

ft.
Maximum height 

(ground): Equal to 

distance from 

nearest property 

line
Maximum number: 

No limit

Maximum area 

(total of all signs): 

24 sq. ft.

Minimum height 

(wall mounted): 8 

ft.

Maximum height 

(ground): Equal to 

distance from 

nearest property 

line

Maximum number: 

No limit

A-Frame signs shall 

be located within 

10 feet of a 

pedestrian 

entrance
Maximum 

number: No limit

Maximum 

number: 1 per 

street frontage

A-Frame signs: 

must be 

removed while 

business is 

closed and 

during severe 

weather events

Signs Permitted in Residential Districts

R-1, R-2, R-3, 

Residential Uses in 

PDU Districts

Single-Family, 

Two-Family, 

Semi-

Detached 

Dwelling and 

Townhouse

Maximum area 

(per banner): 8 

sq. ft.

Maximum area 

(total of all flags): 

24 sq. ft.

Maximum Number: 1 

per zoning lot

Multi-Family, 

Uses not 

otherwise 

noted

Maximum area: 

48 sq. ft.

Maximum area 

(per banner): 

32 sq. ft.

Maximum Number: 1 

per zoning lot

Yard and Banner 

signs: 6 times 

per year per 

sign, limited to 

20 days each

Up to 4 times 

per years for 

events at the 

residence to be 

displayed only 

during daylight 

hours of the 

eventMaximum 

number: No limit

Maximum 

number: 1 per 

dwelling unit

Table 2 Temporary Signage



 
 
 
 
 
 
 

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: R-2018-001 Resolution of Governing Body – USDA Public Works Trucks Grant 

 
 
BACKGROUND / SUMMARY:   
Resolution as required by the USDA to award Public Works Truck Grant.  

 
 
 
 
 

ATTACHMENTS: 
  R-2018-001 Resolution of Governing Body – USDA Public Works Trucks Grant 
 

REQUESTED ACTION: 
Adopt Resolution 

 
 

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   Rowe 
  Hauser   Satterwhite 

 
Form updated 4-17 by ARP 

 

          
         Town of Bowling Green 
 
          Town Council Meeting 
 

 

 
Date: April 5, 2018 
Agenda Item: R-2018-001 Resolution of 
Governing Body – USDA Public Works 
Trucks Grant  



R-2018-001 
 

VA PN No. 181 (Rev. 05-11-04) 

 
 

RESOLUTION OF GOVERNING BODY OF 
 

TOWN OF BOWLING GREEN 
 

 
 The TOWN COUNCIL of the TOWN OF BOWLING GREEN, consisting of 
____________ members, in a duly called meeting held on the               day of                 __________, 
2018 at which a quorum was present RESOLVED as follows: 
 
 BE IT HEREBY RESOLVED that, in order to facilitate obtaining financial assistance from 
the United States of America, United States Department of Agriculture, Rural Development, (the 
Government) in the PURCHASE OF PUBLIC WORKS VEHICLES to serve the community, the 
TOWN COUNCIL does hereby adopt and abide by the covenants contained in the agreements, 
documents, and forms required by the Government to be executed. 
 
 BE IT FURTHER RESOLVED that the MAYOR and TOWN MANAGER of the TOWN 
OF BOWLING GREEN be authorized to execute on behalf of TOWN COUNCIL the above-
referenced agreements and to execute such other documents including, but not limited to, debt 
instruments and security instruments as may be required in obtaining the said financial assistance. 
 
 This Resolution, along with a copy of the above-referenced documents, is hereby entered 
into the permanent minutes of the meetings of this COUNCIL. 
 

   
       TOWN OF BOWLING GREEN    

 (ENTITY NAME) 
 
 By: ____________________________________ 
 
Attest:  ___________________________ 

 
 

CERTIFICATION 
 
 I hereby certify that the above resolution was duly adopted by the TOWN COUNCIL of 
the TOWN OF BOWLING GREEN in a duly assembled meeting on the _________ day of 
____________, 2018. 
 
 
_____________________________ 
 Secretary/Clerk 
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