
 

Town of North Topsail Beach 

Board of Aldermen Regular Meeting Agenda 

Wednesday, July 05, 2023, at 11:00 AM 

Town Hall - 2008 Loggerhead Court, North Topsail Beach, NC 28460 

(910) 328-1349 | www.northtopsailbeachnc.gov 

Mayor - Joann M. McDermon                                                Mayor Pro Tem - Mike Benson 
Alderman - Richard Grant                                                      Alderman – Alfred Fontana 
Alderman - Connie Pletl                                                         Alderman – Tom Leonard 
Town Manager - Alice Derian                                                InterimTown Clerk – Nancy Avery 
 

I. CALL TO ORDER (Mayor McDermon) 

II. INVOCATION (Alderman Grant) 

III. PLEDGE OF ALLEGIANCE (Mayor McDermon) 

IV. APPROVAL OF AGENDA 

Specific Action Requested: Mayor will request for a motion to adopt the agenda 

V. MANAGER’S REPORT 

VI. OPEN FORUM 

Citizens have the opportunity to address the Board for no more than three minutes per comment 
on any issue upon which the Board of Alderman has control. 

VII. PUBLIC PRESENTATIONS AND HEARINGS 

A. Danny Ferucci, Onslow United Transit System 

VIII. CONSENT AGENDA 

A. Approval of Minutes - May 3 and 10, 2023 and June 14, 2023 

B. Department Head Reports 

1. Finance Department 
2. Fire Department 
3. Inspections Department 
4. Planning Department 

C. Committee Reports 

1. Planning Board & PPI Committee  
2. Board of Adjustment 
3. TISPC https://tispc.org/minutes/  
4. ONWASA  
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D. Monthly report from Coastal Engineer Fran Way 

E. Personnel Policy amendments 

Specific Action Requested: Mayor will request a motion to adopt the Consent Agenda 

IX. CONTINUING BUSINESS 

A. BISAC Update (Chair Strother) 

B. NC DOT Memorandum of Understanding (Manager Derian) 

X. NEW BUSINESS 

A. Streaming Meetings (Alderman Grant) 

B. Golf carts (Chief Younginer) 

Specific Action Requested: Mayor may request a motion to adopt Ordinance 2023-02 
repealing Article XI of the Code on golf cart regulations. 

C. Discussion on possible action regarding Project Facilitator/Code Enforcement Officer position 
and associated budget amendment FY23-24.1 (Manager Derian) 

Specific Action Requested: Mayor may request a motion to approve Project 
Facilitator/Code Enforcement Officer position and associated Budget Amendment 
FY23-24.1. 

D. Proposal to hire four seasonal, temporary, part-time firefighters in the Fire Department and 
associated budget amendment FY23-24.2. (Chief Soward) 

Specific Action Requested: Mayor may ask for a motion to approve hiring of four 
seasonal, temporary, part-time firefighters in the Fire Department and the associated 
Budget Amendment FY23-24.2. 

XI. OPEN FORUM 

Citizens have the opportunity to address the Board for no more than three minutes per comment 
on any issue upon which the Board of Alderman has control. 

XII. ATTORNEY'S REPORT 

XIII. MAYOR'S REPORT 

XIV. ALDERMAN'S REPORT 

XV. CLOSED SESSION 

To consult with an attorney employed or retained by the public body in order to preserve the 
attorney-client privilege between the attorney and the public body, which privilege is hereby 
acknowledged. 

XVI. ADJOURNMENT 
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Joann M. McDermon, Mayor Alice Derian, ICMA-CM 
Mike Benson, Mayor Pro Tem            Town Manager 
 
Aldermen:                                          Nancy Avery 
Fred Fontana Interim Town Clerk 
Richard Grant                                   
Tom Leonard 
Connie Pletl 
                                       
                              

 
 
2008 Loggerhead Court    (910) 328-1349 
North Topsail Beach, NC 28460            www.northtopsailbeachnc.gov                        
    
 NTB is an equal opportunity provider and employer. 

Board of Aldermen Regular Meeting 
Wednesday, May 3, 2023 

MINUTES 
 

The Town of North Topsail Beach Board of Aldermen held its regular meeting on May 3, 2023. 
A quorum of the board was present. Attorney Edes was in attendance. 
 
Board members present: Mayor McDermon, Mayor Pro Tem Benson, Aldermen Connie Pletl, 
Fred Fontana, Richard Grant, and Tom Leonard. 
Board members absent: none. 
 
Staff present:  Town Manager Derian, IT Director Ricky Schwisow, Police Chief Younginer, 
Fire Chief Soward, Planning Director Hill, Finance Officer Elliott and Deputy Town Clerk 
Winzler. 
 
Call to order  
Mayor McDermon called the meeting to order at 11:00 am. Alderman Fontana gave the 
invocation and led in the Pledge of Allegiance. 
 
Approval of Agenda  
Mayor McDermon stated that Onslow United Transit Services will not be present today as item 
A under Presentations and will have to be rescheduled. 
 
Manager Derian requested draft minutes for March 15, and April 5, 2023, be removed from the 
Consent Agenda for changes to be brought to the next meeting. 
 
Motion - Alderman Leonard motioned to adopt the agenda as amended with the two referenced 
changes; seconded by Mayor Pro Tem Benson; unanimously approved.  
 
Manager’s report  
Beach Projects: 
 
Phase 5 

• CM Mitchell has continued with Tranche 2 of the project and is actively hauling sand. As 
of May 1st, a total of 410,000CY’s of sand have been placed and stockpiled ready to 
push. They will continue to haul sand through May 19th as approved by the Board. A 
project update reflecting the work plan from May 1st through May 19th has been placed 
on our website’s project page. They are utilizing the Gray Street access and working on 
the beach seaward of South Pemuda Wynd this week. They are projected to wrap up next 
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week in this area and move towards the campground area. The last week of scheduled 
work ending May 19th, we anticipate that the contractor will be working at the northern 
end of Seashore Drive. 

• As I look ahead to our next season, I am asking that our Engineers look at 
additional/alternative access options to consider and discuss before our projects resume. 
Residents in the Gray Street area tend to be more inconvenienced by the projects for the 
length of our environmental window. We opened the 2nd Avenue access this season, 
which helped facilitate the project; however, want to take time to thoroughly assess the 
project areas and what other options we may have and plan in advance. 
 

Phase 1 
• I previously reported that St Wooten worked through March 30th to place 24,419CY’s of 

sand. The area immediate to the South of the Reef received sand that included buildings 
$5,6,7 and 8 to include 100 feet south of the Reef and that they will finish the remaining 
20,581 CY’s that the BOA has authorized when we resume in the fall. 

• Fran has recently provided a new proposal for 50,000 CY’s to be placed in the amount of 
$2,250,000. In walking through the proposal with Fran, the Board would technically be 
approving 30,000 CY’s of additional sand plus mobilization. The 50,000 CY proposal is 
a clean slate proposal for the next season since the prior approval was for estimated 
quantities based on this environmental window that has closed. This proposal is based on 
a permit modification that increased the volume to extend nourishment past St. Regis. 
The Board previously approved 45,000 Cy’s Total. 15,000 FEMA reimbursable and 
30,000 to be paid from state allocated funds that were received in the amount of 
$1.5Million. If the Board chooses to pursue this additional work, you will need to 
approve the additional 30,000 CY’s plus $50k for mobilization. In total, we would place 
50,000 CY’s in the amount of $2,250,000. We used funding from the state in the amount 
of $377,130 that extended our project area this season. If the Board chooses to move 
forward with this then the funds will need to come out of the remaining state funds 
$1,122,870 and $1,350,000 out of Fund Balance. Fund balance is $11,395,434 as of 
6/30/22 (not all restricted, but enough to cover). 

 
Previously 
approved 

Breakdown    

45k CY: 15k CY 30k CY   
How Funded? FEMA project. 

reimbursable 
State Monies of 
$1.5mil to be 
used 

1,500,000 State monies 

   377130.02 spent 
   1,122,869.98 remaining 
New proposal Breakdown    
50k CY: 20,581 CY 30k CY 

ADDITIONAL 
  

How funded? State Monies 
Remaining 
($1.1mil 
Available) 
$945k 

30 Fund Balance   
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BA#4 
I am waiting for final invoices for BA#4 to be able to approach the County about using 
remaining funds for dune plantings. Unfortunately, the contractor tied this billing into a billing 
issue that Brian is working through, and it has taken this long to get all the pending invoices in. I 
have stressed the deadlines for the grant closeout, so all are aware of what we need to accomplish 
by when. 
 
Fire Station 
The lease agreement for Temporary quarters has been fully executed. The architect is working on 
the final plan regarding security cameras and once that is completed the IFB will be issued. 
 
Budget: 
Since our last budget workshop in April, we have amended the budget calendar and republished 
to reflect: 
 May 10th – Public Hearing on the Budget to be held ay 11:00 am at Town Hall 
 June 14yh – Budget Ordinance Adoption– Budget to be adopted during special meeting 

at 11:00 am 
 
Grants: 

• The Local Assistance for Stormwater Infrastructure Investments Program grant was 
submitted on April 28th for final design and permitting of two storm water projects in the 
amount if $203,000. Richard Peters Park and Gray Street area. 

• A State and Local Cybersecurity Grant Program application was submitted om April 28th 
for $13,527 that includes planned expenditures built into the FY 23/24 budget. 

• I had signage made for the Living Shoreline Project at Richard Peters Park that is being 
picked up today. The cost for signage is being paid for by another grant from the NC 
Coastal Federation. 

 
Announcements: 

• In observance of Earth Day, we installed numerous holly bushes, muhly grass, crepe 
myrtles and planted annuals throughout the front entrance to Town Hall. Thank you to 
Public Works and Admin staff who assisted with the project. We have a new free library 
box on the front deck at Town Hall now as well. 

• We rolled out NTB merchandise that is for sale at Town Hall. 
• We will hold a beach clean-up with Onslow tourism on May 11th at BA#4 from 9am to 

10am. 
• Vegetative Debris pick-up ended yesterday and we will be mulching soon. Once ready, 

we will notify residents to pick up the free mulch on a first come first served basis. 
 
Open Forum 
Dennis Ledwon of 1896 New River Inlet Road said he lives just south of St. Regis and asked if 
there is a tentative schedule for when that area will receive replenishment. 
 
Mayor McDermon responded that there is not a current project that covers St. Regis down to the 
bridge. That area is something the Town and beach committee are working on. 
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Public presentations and hearings 
 
Coastal Engineer Monthly Report 
Mr. Fran Way updated the Board on the status of projects with the following highlights:   

• US Corps of Engineers AIWW/Channel Dredging and Phase ! Placement completed mid-
March, 

• Hurricane Dorian Phase I FEMA Category G near Topsail Reef Condos (buildings 5, 6, 7 
and 8) completed. This was originally permitted for 40,000 cubic yards. Previously 
45,000 cubic yards were permitted. We were able to end up getting permitted for 
placement of a total of 75,000 cubic yards to start this November to place sand a little bit 
south of St. Regis, Topsail Reef buildings 1-4 and structures north of there and south of 
building 8 south.  We were able to get current work permitted until May 19th also. As of 
March 2023; 25,000 cubic yards have been placed. 15,000 cubic yards were funded by 
FEMA so anything above that will have to be funded another way. 

• New River Inlet Management Master Plan EIS Notice of Intent has been published and a 
draft environmental impact study is underway, 

• County Beach Access 4 project completed in late March, 
• State grant nourishment (Phase 4 and connects with Phase 5 Truck Haul)), 
• Phase 5 Beach Nourishment placed 450,000 cubic yards and is now working south from 

Gray Street access. 
 
Mayor McDermon said the Board needs to discuss and decide whether to increase the amount of 
sand to 75,000 cubic yards for the FEMA Category G work near Topsail Reef as suggested by 
Mr. Way in his report and how it will be paid for. Mr. Way said it is $45 per cubic yard plus 
$50,000 mobilization costs. The additional cost for this in his approximation, is 1.5 million 
conservatively. This is an alternative idea. ST Wooten needs a few months to stockpile the sand 
ahead of time, should we choose to do this. 
 
Manager Derian said the cost would be an additional $1,122,869.98. The $2,250,000 million is 
the total project cost, some of which has already been funded. Fund 30 balance is $11,395,434. 
24,419 cubic yards have been placed and 20,581 has yet to be placed.  
 
Discussion highlights: 

• This money will be spent from the next fiscal year. We will be committing money for the 
next fiscal year in this fiscal year. We are being asked to approve stockpiling sand now 
for work to be done next fiscal year. We have money in the current beach fund for this. 
We should approve it now, not for next year. Are there funding options other than town 
resources? Will doing this make this an engineered beach? (Grant) 

• Think it is cleaner to show it in this fiscal year and roll it over if we do not spend it. What 
would be left if we did this? We did not put out all 45,000 cubic yards. Is any of the cost 
for the remaining sand that has not been put out included in this $1,122,869.98 amount 
that has not been spent yet? (Fontana) 

• This proposal would require new funds to be committed, not funds we have already 
committed. The manager said it would cost an additional $2 million to place the 
additional sand and that would come from Fund 30. It would take the balance of Fund 30  
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to pay this. $5 million of that is to pay the SOB (Special Obligation Bond), correct? Isn’t 
some of that money for sand behind the Reef? (Benson) 

• We do have the money to pay for this without having to raise taxes for next year. Are 
there negatives to waiting until next month to decide? (Pletl) 

• There is serious dune damage in this area. This additional sand will be put on the beach. 
How will that help with the dune? Maybe we should table this for more information. Both 
the sand and the dune need to be taken care of. We need more information on how or if 
this will help the dune. (McDermon) 

• Alderman Grant and I will not be at the next meeting. That is a negative. (Leonard) 
 

Attorney Edes said the Board would be contracting for the work dependent on funds available 
from the next fiscal year. He said he thinks it could be earmarked in this year’s budget and if not 
spent, it would roll over to next fiscal year. 
 
Finance Officer Elliott said it would be a budget amendment for this year but then you would see 
it again in a couple of weeks when you approve the next fiscal year budget. Two million is the 
payment for the Special Obligation Bond (SOB). We would not be touching surplus but using 
fund balance. As of June 30, 2022, the fund balance is $11 million. 
 
Mr. Way said ideally you would put sand on the beach and the dune, but if you put it only on the 
beach, it will still help take some pressure from the dune. If we were not in a CBRA zone 
designation, it would be easy to say yes this would become an engineered beach. But we cannot 
guarantee that because of the CBRA designation. There is a shot. 
 
McDermon proposed tabling this to the next meeting or to the next budget workshop to get an 
answer about an engineered beach and more info about whether we should do more for the beach 
and the dune.  
 
No action was taken. 
 
Consent Agenda 

• Minutes from March 14, 2023, budget workshop 
 
Motion - Alderman Leonard motioned to approve the Consent Agenda as amended with the 
removal of the minutes from the March 15, 2023, budget workshop and the April 5, 2023, 
regular meeting.; seconded by Alderman Grant; unanimously approved. 
 
Continuing Business 
A. BISAC update - Chair Strother gave his report from the Beach, Inlet, Sound Advisory 

Committee (included in minutes) with the following highlights: 
• NC Byways and Waterways Convention will be held May 11th and 12th in Emerald 

Isle. He will attend to represent the committee. 
• TI Coastal Engineering presented a draft thirty-year plan to the committee. They 

discussed initial priorities, design schedule, initial construction schedule, and funding 
opportunities. They also discussed a groin or some other interim measures to provide 
temporary terminal structure for the inlet. He expects to have a Thirty-Year Concept 
Plan completed by August 2023. 
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B. Bike lanes on shoulders from 210 to north end of New River Inlet Road draft agreement with 

NC Department of Transportation 
 
Attorney Edes said the risk in the proposed Memo of Understanding (MOU) is the design and 
engineering costs anticipated at $100,00 may go up and the Town will be responsible or if we do 
not move forward or are unable to get the required permitting, the Town would still be 
responsible for the costs. He reads it as a lump sum deposit. The timing of when it is to be paid  
is probably negotiable. He does not read it as costs being refundable. We could ask to add 
language stating that within so many days of the Town making payment, work would begin. We 
can also ask for reasonable tasks to be associated with this. 
 
Discussion highlights: 

• He has no problem with the project or spending the money but it needs to be flushed out 
as to when the work will begin. (Grant) 

• Is it possible for the manager and attorney to draft changes they want to see in the MOU 
(Memo of Understanding)? He would like to be able to give DOT a date on when this can 
be expected from the Town. (Fontana) 

• She thinks the Board is in agreement with moving forward with getting bike lanes on 
New River Inlet Road and she wants to turn it over to the manager to respond and work 
with DOT. (McDermon) 

• There needs to be a list of deliverables. The language does not specify how or when the 
work will be done. (Leonard) 

 
Manager Derian said she thinks DOT needs to say what the deliverables are in the scope and the 
Board can look at it, consider it and decide. She does not think it is appropriate for her and the 
attorney to assume what the deliverables are. 
 
Consensus – Manager Derian to contact DOT requesting more information relating to 
deliverables and when work would begin in relation to payment by the Town. 
 
C. Thirty-year Beach Plan proposal from TI Coastal 
 
Manager Derian said the proposal codifies what the Town is trying to accomplish with a strategic 
five-year plan regarding specifically what is not already planned for Phases 2 and 3 and then 
looking forward with a thirty-year beach plan. The cost of the contract is $45,000 and that is to 
start working on the deliverables outlined by BISAC. 
 
Motion – Alderman Pletl motioned to accept the proposal from TI Coastal; seconded by Mayor 
Pro Tem Benson; unanimously approved. 
 
Open Forum  
Susan Myer, 2224 New River Inlet Road, Unit 138 said from Topsail Reef north we are federal 
flood, so part of that could be an engineered beach. She did not know if everyone was aware of 
that. 
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Attorney report  
None 
 
Mayor report 
Mayor McDermon thanked all for coming and thanked staff for all the hard work on the budget. 
 
Aldermen report 
Mayor Pro Tem Benson said BISAC (Beach, Inlet, Sound Advisory committee) had a very 
informative meeting last month and learned a lot about how beaches are built and how we can 
have berms along all 11 miles of the beach within 5-7 years from now, optimistically. 
 
Alderman Pletl thanked those that came out and watch the meetings and said she is pleased with 
how the Town has progressed moving forward especially with the budget this year. She 
reminded everyone that it is Turtle season so turn your lights out at night. 
 
Leonard said Congressman Murphy’s office said the CBRA bill has been referred to the House 
Committee on Natural Resources. He put together two proposed letters for out of state 
constituent property owners to put on the website. There will be a link of representatives from 
each district. The idea is to garner support throughout the House of Representatives. The second 
letter is for everyone else to use. He attended the Commander General’s Spring Reception last 
Wednesday evening at the Camp Lejeune Officer’s Club along with Alderman Fontana and 
Manager Derian. He introduced Manager Derian to key members of staff to hopefully help with 
the things we are working on. He appreciates everyone coming out and watching us. 
 
Alderman Fontana said turtle season is upon us. The turtle patrol was out yesterday morning. If 
folks would remind their renters to fill holes when finished playing on the beach, it would help 
the turtles to not have to go through the holes.  
 
Alderman Grant said he attended the County Commissioners meeting. They are struggling with 
their budget like everyone else. He took his grandkids to visit our Fire Department and they had 
hats and all kinds of things for the kids and made his family feel very welome. 
 
Closed session  
Motion - Alderman Pletl motioned to go into closed session at 12:17 pm as per NCGS 143- 
318.11(3) and (5) consultation with the attorney and land acquisition; seconded by Alderman 
Leonard; unanimously approved.  
 
The Board returned to open session at 1:05 pm. Mayor McDermon stated no action was taken. 
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Adjournment 
Motion – Alderman Pletl motioned to adjourn at 1:05 pm; seconded by Alderman Fontana; 
unanimously approved. 
 
 
 
 
 
 
__________________________________ 
Joann McDermon, Mayor 
 
 
 
 
 
ATTEST: __________________________ 
             Nancy Avery, Interim Town Clerk 
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Board of Aldermen Special Meeting 
Wednesday, May 10, 2023 

North Topsail Beach Town Hall 
 

The Town of North Topsail Beach Board of Aldermen held a budget workshop on May 10, 2023. 
A quorum of the board was present.  
 
Board members present: Mayor McDermon, Mayor Pro Tem Benson, Aldermen Connie Pletl, 
Fred Fontana, Richard Grant, and Tom Leonard. 
Board members absent: none. 
 
Staff present:  Town Manager Derian, IT Director Ricky Schwisow, Police Chief Younginer, 
Fire Chief Soward, Finance Officer Elliott and Deputy Town Clerk Kate Winzler. 
 
Call to order  
Mayor McDermon called the workshop to order at 10:59 am. 
 
Approval of Agenda  
Motion - Alderman Leonard motioned to approve the agenda with an amendment to remove 
item V. Continuing Business to be postponed to a later meeting; seconded by Alderman Fontana; 
unanimously approved. 
 
Review of Draft FY2023-24 Budget 
Town Manager Derian stated: 
The draft being presented today has been slightly amended since the last workshop on April 19, 
2023. The proposed budget is a balanced draft that maintains the tax rate of $0.43 per $100 
value. The budget is conservative and fiscally sound, boasting a Contingency fund that doubled 
over last year placing North Topsail Beach in a sound financial condition. 
 
Noteworthy changes are: 
 Addition of $100,000 in the Capital Improvement Fund (CIF) for the Bike Path, possible 

NCDOT project placeholder, 
 American Rescue Plan revenues were added to the General Fund as Revenue 

Replacement in the amount of $200,383.42 to offset salary cost which is an acceptable 
way to use these funds, freeing up monies to be transferred into the CIF, 

 Estimated Onslow County Fire Tax revenues were added to the CIF, 
 $20,500 allocated for a Human Resources platform and training for staff for customer 

service, safety and other requirements and allow for automation and tracking of HR 
processes, 
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 An additional 5% increase (10% total) added to employee insurance based on first quote 
we have received back, 

 An increase of 5% added to Property & Liability, Workers Compensation and Fire 
(VFIS) Insurance while we await quotes, 

 Conservative 5% increase for Sales and Use Tax revenues based on historical data. 
 
Finance Director Elliott presented the proposed budget with the following notations: 
 Assumes current tax rate of $0.43 per hundred-dollar valuation with $0.26 assigned to the 

General Fund, $0.07 assigned to CIF and $0.10 assigned to Shoreline Protection Fund, 
 Accounts for capital assets within the General Fund of $150,000 for the exterior of north 

end fire station; $64,000 for F450 dump truck for Public Works; $18,100 for enclosed 
trailer and mower for Public Works; $35,000 for one vehicle for Police Department; and 
$55,000 for one vehicle for Fire Department. 

 General Fund revenue and expenditure $7,591,075.78 
 Capital Improvement Fund revenue and expenditure balance at $1,743,695.92. 
 Shoreline Protection Fund revenue and expenditure balance at $4,254,816.65. 

 
Public Hearings 
Fiscal Year 2023-2024 Proposed Budget 
 
Motion – Alderman Leonard motioned to open the Public Hearing at 11:16 am; seconded by 
Alderman Pletl; unanimously approved. 
 
No one spoke on this matter. 
 
Motion – Alderman Leonard motioned to close the Public Hearing at 11:17 am; seconded by 
Alderman Fontana; unanimously approved. 
 
Adjournment 
Motion – Alderman Pletl motioned to adjourn at 11:17 am; seconded by Mayor Pro Tem 
Benson; unanimously approved. 
 
 
 
__________________________________ 
Joann McDermon, Mayor 
 
 
 
ATTEST: __________________________ 
               Kate Winzler, Deputy Town Clerk 
 
 
 
Minutes prepared by Nancy Avery. 
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BOARD OF ALDERMEN  
MEMORANDOM 

TO: MAYOR MCDERMON AND ALDERMEN 

FROM: Caitlin Elliott, Finance Officer 

SUBJECT: Monthly Financial Report 

DATE: June 23, 2023 

 

The following events occurred during June 2023 in the Finance Department: 
 
 

- The 23-24 Budget was adopted on June 14th. Thank you to the Board and staff 
for all of your time and for making this process as easy as it can be! Finance is 
now working on implementation of the upcoming budget and closing out the 
current fiscal year. The auditors are currently scheduled to come in the 
beginning of September. 

- The Town collected $81,465.97 in interest within the North Carolina Capital 
Management Trust account in May.   

- The Town was reimbursed by Onslow County for $134,741.48 for the work 
completed at Beach Access 4, including dune plantings.  

- The Town received our annual Alcoholic Beverage Distribution in the amount o 
$4,700.03. 

- A Budget to Actual report is contained in this month’s packet as well as a 
graph for the fiscal year. A separate Budget to Actual report is provided for 
Fund 31, the Capital Project Fund for the beach renourishment project.  
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- We received $61,282 in paid parking revenues for the month of May. Memorial 
Day weekend weather was not pretty beach weather, so we can see the 
effects of that here. Majority of revenues were made up of daily passes this 
month. For comparison, May of 2022 we collected $100,883.  

- We have received $11,196 from Onslow County for property taxes in May.  
- May’s Motor Vehicle taxes were deposited for $6,244.27. 
- To date, we have processed approximately $673,946 in accounts payable this 

month. The check register is enclosed for review. Please be aware that there is 
one final check run for June to be processed. 

- For June so far, we have received $73,911 for rentals during May. A detailed 
report is provided.  

- Lastly, we received $304,037.52 for Sales and Use Tax, for collections during 
May. Last year, for revenue comparison, we collected $259,561.59 for the same 
period. We also received our quarterly Utility Franchise Tax in the amount of 
$94,940.08. 

 
If anyone has any questions, concerns, or needs additional information, please 
do not hesitate to ask! 
 
Respectfully submitted, 
 
 
 
Caitlin Elliott 
Finance Officer 
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10 GENERAL FUND

Description Budget Encumbrance YTD Variance Percent

Revenues

3,678,714 4,073,431.68 394,717.68 111%10-301-00 AD VALOREM TAX - Current Year 0.000.00

50,000 (11,327.50) (61,327.50) -23%10-301-01 AD VALOREM TAX - Prior Years 0.000.00

70,000 87,155.80 17,155.80 125%10-301-02 AD VALOREM TAX - MOTV 6,229.640.00

3,000 1,877.32 (1,122.68) 63%10-317-00 AD VALOREM TAX Penalties 0.000.00

10,000 5,050.00 (4,950.00) 51%10-317-01 COUNTY GRANT FUNDING 0.000.00

175,000 373,104.61 198,104.61 213%10-329-00 INTEREST 14.630.00

5,000 15,818.35 10,818.35 316%10-335-00 MISCELLANEOUS 0.000.00

500 0.00 (500.00)10-335-01 MEETING ROOM 0.000.00

0 (300.00) (300.00)10-336-06 DONATIONS-BEAUTIFICATION 0.000.00

5,000 439.85 (4,560.15) 9%10-336-07 SALE OF TOWN MERCHANDISE 20.000.00

330,000 349,477.87 19,477.87 106%10-337-00 UTILTIES FRANCHISE TAX 94,940.080.00

3,400 4,730.03 1,330.03 139%10-341-00 BEER & WINE TAX 0.000.00

25,000 34,116.54 9,116.54 136%10-343-00 POWELL BILL ALLOCATIONS 0.000.00

1,864,500 2,487,100.18 622,600.18 133%10-345-00 LOCAL OPTION SALES TAX 226,507.950.00

750 803.43 53.43 107%10-347-02 SOLID WASTE DISP TAX 0.000.00

1,500 3,437.00 1,937.00 229%10-350-00 RECREATION -RENTAL FEES 706.000.00

182,500 122,905.26 (59,594.74) 67%10-350-01 PAID PARKING REVENUE 0.000.00

5,000 2,346.40 (2,653.60) 47%10-351-01 OFFICER CITATIONS & COURT 282.000.00

2,000 0.00 (2,000.00)10-352-01 FIRE FINES & VIOLATIONS 0.000.00

20,000 1,500.00 (18,500.00) 8%10-352-02 PARKING/CODE ENFORCEMENT 
FINES

50.000.00

6,000 0.00 (6,000.00)10-352-03 PLANNING DEPT. FEES 0.000.00

85,000 109,110.90 24,110.90 128%10-355-00 BUILDING PERMITS 9,499.000.00

15,000 10,300.00 (4,700.00) 69%10-355-01 MECHANICAL PERMITS 1,610.000.00

18,000 17,080.00 (920.00) 95%10-355-02 ELECTRICAL PERMITS 1,050.000.00

2,500 2,660.00 160.00 106%10-355-03 PLUMBING PERMITS 140.000.00

500 70.00 (430.00) 14%10-355-04 INSULATION PERMITS 0.000.00

300 234.00 (66.00) 78%10-355-05 HOMEOWNERS RECOVERY FEE 50.000.00
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7,500 7,473.82 (26.18) 100%10-355-06 TECHNOLOGY FEE 665.960.00

3,000 1,650.00 (1,350.00) 55%10-355-07 REINSPECTION FEE/FINES 0.000.00

20,000 30,175.00 10,175.00 151%10-357-08 ZONING PERMITS 2,025.000.00

514,524 465,746.63 (48,777.73) 91%10-359-00 REFUSE COLLECTION FEES 0.000.00

0 80.00 80.0010-359-01 REFUSE COLLECT PRIOR YEAR 0.000.00

10,000 13,089.04 3,089.04 131%10-359-50 VACANT LOT SWF 11,389.040.00

2,000 320.00 (1,680.00) 16%10-359-51 LOST CART REPLACEMENT 0.000.00

2,500 2,960.00 460.00 118%10-359-52 ADD'L CART RECYCLING 160.000.00

20,000 24,233.92 4,233.92 121%10-367-01 SALES TAX REFUNDS 0.000.00

8,396 8,395.67 (0.33) 100%10-368-01 GRASS MOWING REIMB 0.000.00

57,400 0.00 (57,400.00)10-368-02 GRANT FUNDS 0.000.00

5,000 3,551.00 (1,449.00) 71%10-382-00 SALE OF LESO ASSETS 0.000.00

20,000 17,845.00 (2,155.00) 89%10-383-00 SALE OF FIXED ASSETS 0.000.00

12,590 12,589.92 0.00 100%10-383-01 HURRICANE REIMBURSEMENT 0.000.00

0.00 355,339.30 8,279,231.72Revenues Totals: 114%7,242,074 1,037,157.44Revenues

Expenses

36,000 34,000.00 2,000.00 94%10-410-02 SALARIES 3,000.000.00

2,754 2,601.00 153.00 94%10-410-05 FICA (7.65%) 229.500.00

2,000 225.00 1,775.00 11%10-410-14 TRAVEL & TRAINING 0.000.00

1,500 1,446.46 53.54 96%10-410-33 DEPARTMENTAL SUPPLIES 0.000.00

5,000 595.00 4,405.00 12%10-410-42 CHARTER CODES SERVICE 0.000.00

15,500 17,850.00 (2,350.00) 115%10-410-43 AUDITOR FEES 0.000.00

62,000 70,113.05 (8,113.05) 113%10-410-45 TAX COLLECTION FEES 0.000.00

100,000 40,313.30 59,686.70 40%10-410-47 PROFESSIONAL SERVICES 0.000.00

6,000 4,780.00 1,220.00 80%10-410-50 DONATIONS OTHER AGENCIES 0.000.00

2,750 3,354.70 (604.70) 122%10-410-53 DUES & SUBSCRIPTIONS 0.000.00

500 84.97 415.03 17%10-410-57 MISCELLANEOUS 0.000.00

2,500 362.79 2,137.21 15%10-410-58 TAX REFUNDS 0.000.00

3,600 2,300.00 1,300.00 64%10-410-95 BOARD STIPEND 0.000.00
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240,104 178,026.27 62,077.73Totals:GOVERNING BODY 74%3,229.500.00

377,000 350,245.97 26,754.03 93%10-420-02 SALARIES 25,917.270.00

30,371 26,710.97 3,659.53 88%10-420-05 FICA (7.65%) 1,976.180.00

42,250 37,164.64 5,085.36 88%10-420-06 GROUP INSURANCE 0.000.00

48,553 42,739.28 5,813.82 88%10-420-07 ORBIT RETIREMENT (12.23%) 3,169.690.00

11,910 9,532.66 2,377.34 80%10-420-08 401K (3%) 688.950.00

30,000 28,304.68 1,695.32 94%10-420-09 TOWN INSURANCE HRA 3,567.780.00

6,000 1,659.02 4,340.98 28%10-420-10 EMPLOYEE TRAINING 0.000.00

2,500 1,295.44 1,204.56 52%10-420-11 POSTAGE 0.000.00

1,000 0.00 1,000.0010-420-12 MANAGER EXPENSE ACCT 0.000.00

2,500 0.00 2,500.0010-420-13 TUITION REIMBURSEMENT 0.000.00

2,500 514.53 1,985.47 21%10-420-15 BANK CHARGES 0.000.00

500 0.00 500.0010-420-16 M & R EQUIPMENT 0.000.00

1,500 65.84 1,434.16 4%10-420-17 M & R VECHICLE 0.000.00

4,000 4,603.76 (603.76) 115%10-420-18 CONSUMABLES 0.000.00

1,500 3,068.00 (1,568.00) 205%10-420-26 ADVERTISING 0.000.00

2,000 1,138.04 861.96 57%10-420-31 GAS, OIL & TIRES 0.000.00

6,000 5,254.39 745.61 88%10-420-33 DEPARTMENT SUPPLIES 0.000.00

3,000 4,861.85 (1,861.85) 162%10-420-34 TOWN APPAREL & MERCH 
EXPENSE

774.160.00

6,500 8,955.06 (2,455.06) 138%10-420-35 IT EQUIPMENT & SERVICES 0.000.00

46,200 41,636.60 4,563.40 90%10-420-45 CONTRACTED SERVICES 901.700.00

8,000 10,572.00 (2,572.00) 132%10-420-53 DUES & SUBSCRIPTIONS 0.000.00

1,000 1,225.69 (225.69) 123%10-420-57 MISCELLANEOUS 0.000.00

10,000 1,842.65 8,157.35 18%10-420-58 EMPLOYEE ENGAGEMENT 0.000.00

15,500 13,559.19 1,940.81 87%10-420-74 CAPITAL OUTLAY 0.000.00

0 311.68 (311.68)10-420-75 DEBT SERVICE 0.000.00

27,500 26,095.31 1,404.69 95%10-420-76 EQUIPMENT LEASE PAYMENTS 704.810.00

687,784 621,357.25 66,426.35Totals:ADMINISTRATION 90%37,700.540.00

92,500 92,535.42 (35.42) 100%10-490-02 SALARIES 7,079.720.00

15,500 10,125.68 5,374.32 65%10-490-03 PART-TIME SALARIES 120.000.00
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8,262 7,853.63 408.37 95%10-490-05 FICA (7.65%) 550.780.00

8,500 7,657.87 842.13 90%10-490-06 GROUP INSURANCE 0.000.00

11,313 11,292.71 20.04 100%10-490-07 ORBIT RETIREMENT (12.23%) 865.840.00

2,775 2,759.53 15.47 99%10-490-08 401K (3%) 212.400.00

3,000 1,431.10 1,568.90 48%10-490-10 EMPLOYEE TRAINING 780.000.00

500 0.00 500.0010-490-16 M & R EQUIPMENT 0.000.00

1,000 991.70 8.30 99%10-490-17 M & R VEHICLES 0.000.00

1,000 1,547.34 (547.34) 155%10-490-31 GAS, OIL, & TIRES 0.000.00

6,000 5,836.19 163.81 97%10-490-45 CONTRACTED SERVICES 0.000.00

1,650 1,230.00 420.00 75%10-490-53 DUES & SUBSCRIPTIONS 0.000.00

250 0.00 250.0010-490-57 MISCELLANEOUS 0.000.00

1,400 0.00 1,400.0010-490-58 CRS FLOOD ACTIVITY 0.000.00

153,650 143,261.17 10,388.58Totals:PLANNING/ZONING/CAMA 93%9,608.740.00

135,500 138,851.50 (3,351.50) 102%10-491-02 SALARIES 10,387.080.00

10,366 10,491.49 (125.74) 101%10-491-05 FICA (7.65%) 798.100.00

17,000 15,315.74 1,684.26 90%10-491-06 GROUP INSURANCE 0.000.00

16,572 16,724.44 (152.79) 101%10-491-07 ORBIT RETIREMENT (12.23%) 1,294.800.00

4,065 4,090.45 (25.45) 101%10-491-08 401K (3%) 317.620.00

4,500 3,258.15 1,241.85 72%10-491-10 EMPLOYEE TRAINING 0.000.00

1,200 1,197.01 2.99 100%10-491-17 M & R VEHICLES 1,166.020.00

3,000 2,000.46 999.54 67%10-491-31 GAS, OIL & TIRES 0.000.00

1,050 1,063.08 (13.08) 101%10-491-33 DEPARTMENTAL SUPPLIES 0.000.00

10,000 6,756.18 3,243.82 68%10-491-45 CONTRACTED SERVICES 0.000.00

1,555 480.00 1,075.00 31%10-491-53 DUES & SUBSCRIPTIONS 0.000.00

135,000 0.00 135,000.0010-491-54 DEMOLITION 0.000.00

500 0.00 500.0010-491-57 MISCELLANEOUS 0.000.00

10,651 9,067.41 1,583.59 85%10-491-75 DEBT SERVICE 0.000.00

350,958 209,295.91 141,662.49Totals:INSPECTIONS 60%13,963.620.00

30,000 27,606.23 2,393.77 92%10-500-11 PHONES 2,217.890.00
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50,000 43,439.19 6,560.81 87%10-500-13 UTILITIES 4,158.850.00

55,000 51,690.46 3,309.54 94%10-500-15 M & R BUILDINGS/GROUNDS 0.000.00

7,750 3,911.33 3,838.67 50%10-500-17 LANDSCAPING EXPENSE 0.000.00

6,500 1,953.78 4,546.22 30%10-500-33 BUILDING SUPPLIES 0.000.00

7,500 2,749.22 4,750.78 37%10-500-35 FURNITURE 0.000.00

7,000 6,250.00 750.00 89%10-500-43 CLEANING SERVICES 500.000.00

1,500 1,333.00 167.00 89%10-500-45 PEST CONTROL 0.000.00

5,000 4,214.00 786.00 84%10-500-57 TOWN SIGN M & R 0.000.00

1,500 1,125.00 375.00 75%10-500-58 WEB EOC SERVICE 0.000.00

342,000 119,746.50 136,808.50 60%10-500-74 CAPITAL OUTLAY 10,392.3985,445.00

0 8,100.00 (8,100.00)10-500-76 LEASE PAYMENTS 4,100.000.00

513,750 272,118.71 156,186.29Totals:PUBLIC BLDGS 70%21,369.1385,445.00

55,000 47,713.34 7,286.66 87%10-501-09 WORKER'S COMPENSATION 0.000.00

129,000 111,555.89 17,444.11 86%10-501-13 PROPERTY LIABILITY & BONDS 0.000.00

22,500 22,400.00 100.00 100%10-501-17 VFIS INSURANCE 0.000.00

26,000 13,626.78 12,373.22 52%10-501-53 CYBER INSURANCE 0.000.00

45,000 2,943.00 42,057.00 7%10-501-54 FLOOD INSURANCE 0.000.00

277,500 198,239.01 79,260.99Totals:INSURANCE 71%0.000.00

15,905 15,903.42 1.58 100%10-509-02 PSA SALARY 1,223.340.00

1,220 1,216.54 3.46 100%10-509-05 FICA (7.65%) 93.580.00

17,125 17,119.96 5.04Totals:PSA - RETIRED POLICE
OFFICERS

100%1,316.920.00

788,610 706,574.14 82,035.86 90%10-510-02 SALARIES 54,831.900.00

5,000 10,275.59 (5,275.59) 206%10-510-03 PART-TIME SALARIES 475.300.00

35,000 26,040.52 8,959.48 74%10-510-04 OVERTIME 3,776.800.00

65,178 56,199.21 8,978.79 86%10-510-05 FICA (7.65%) 4,616.330.00

111,000 87,750.03 23,249.97 79%10-510-06 GROUP INSURANCE 0.000.00

103,200 94,679.01 8,520.99 92%10-510-07 ORBIT RETIREMENT (13.04%) 7,624.420.00

38,000 34,864.43 3,135.57 92%10-510-08 401K (5%) 2,789.640.00
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15,000 5,137.69 9,862.31 34%10-510-09 BEACH PATROL EXPENSE 3,374.690.00

10,000 6,202.74 3,797.26 62%10-510-10 EMPLOYEE TRAINING 12.000.00

3,500 299.99 3,200.01 9%10-510-16 M & R EQUIPMENT 0.000.00

11,000 9,774.31 1,225.69 89%10-510-17 M & R VEHICLES 28.430.00

55,000 53,382.57 1,617.43 97%10-510-31 GAS,OIL & TIRES 0.000.00

1,000 296.73 703.27 30%10-510-32 OFFICE SUPPLIES 0.000.00

5,050 4,501.97 548.03 89%10-510-33 DEPARTMENTAL SUPPLIES 0.000.00

12,000 8,353.98 3,646.02 70%10-510-36 UNIFORMS 1,079.900.00

4,570 4,244.00 326.00 93%10-510-37 BALLISTIC VEST GRANT 
EXPENSE

0.000.00

4,160 2,704.75 1,455.25 65%10-510-47 PROFESSIONAL SERVICES 0.000.00

21,671 17,831.82 3,839.18 82%10-510-53 DUES & SUBSCRIPTIONS 11,156.250.00

2,000 1,686.63 313.37 84%10-510-57 K-9 EXPENSES 0.000.00

5,000 4,769.01 230.99 95%10-510-60 LESO PROGRAM 0.000.00

26,290 15,495.91 2,407.09 91%10-510-73 NON-CAPITAL OUTLAY 0.008,387.00

165,000 169,854.86 (48,060.24) 129%10-510-74 CAPITAL OUTLAY 0.0043,205.38

35,712 30,403.94 5,308.06 85%10-510-75 DEBT SERVICE 0.000.00

2,250 2,118.97 131.03 94%10-510-76 TAXES & TITLES 0.000.00

1,525,191 1,353,442.80 120,155.82Totals:POLICE 92%89,765.6651,592.38

183,500 191,027.34 (7,527.34) 104%10-545-02 SALARIES 16,631.800.00

43,000 9,930.05 33,069.95 23%10-545-03 PART-TIME SALARIES 0.000.00

2,000 5,500.18 (3,500.18) 275%10-545-04 OVERTIME 903.600.00

17,480 15,823.07 1,657.18 91%10-545-05 FICA (7.65%) 1,340.450.00

34,000 30,496.44 3,503.56 90%10-545-06 GROUP INSURANCE 0.000.00

27,946 25,243.07 2,702.48 90%10-545-07 ORBIT RETIREMENT (12.23%) 2,144.570.00

6,855 5,788.82 1,066.18 84%10-545-08 401K (3%) 473.450.00

2,500 348.16 2,151.84 14%10-545-14 EMPLOYEE TRAINING 0.000.00

20,000 17,703.60 2,296.40 89%10-545-16 M & R EQUIPMENT 0.000.00

15,000 11,269.94 3,730.06 75%10-545-17 M & R VEHICLES 997.400.00
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20,000 19,415.08 584.92 97%10-545-31 GAS, OIL & TIRES 0.000.00

500 0.00 500.0010-545-32 OFFICE SUPPLIES 0.000.00

6,000 4,156.88 1,843.12 69%10-545-33 DEPARTMENTAL SUPPLIES & 
EQUIP

567.600.00

5,000 0.00 5,000.0010-545-34 MOSQUITO CONTROL EXPENSE 0.000.00

1,500 985.70 514.30 66%10-545-36 UNIFORMS 0.000.00

2,900 2,313.36 586.64 80%10-545-37 RENTAL EQUIPMENT 0.000.00

0 32.08 (32.08)10-545-53 DUES & SUBSCRIPTIONS 0.000.00

100 1,156.68 (1,056.68) 1157%10-545-57 MISCELLANEOUS 0.000.00

242,100 228,757.30 13,342.70 94%10-545-74 CAPITAL OUTLAY 120.000.00

11,053 9,409.58 1,643.42 85%10-545-75 DEBT SERVICE 0.000.00

641,434 579,357.33 62,076.47Totals:PUBLIC WORKS 90%23,178.870.00

30,000 16,984.87 13,015.13 57%10-560-13 STREET LIGHT EXPENSE 0.000.00

25,000 11,764.72 5,885.28 76%10-560-15 M & R PUBLIC PARKING 0.007,350.00

4,000 4,855.13 (855.13) 121%10-560-33 DEPARTMENTAL SUPPLIES 1,009.980.00

2,000 0.00 2,000.0010-560-43 TOWN ENTRANCE SIGNS 0.000.00

15,000 15,000.00 0.00 100%10-560-72 STORMWATER 0.000.00

25,000 2,860.44 22,139.56 11%10-560-73 STREET PAVING & REPAIR 1,790.700.00

40,000 36,850.00 3,150.00 92%10-560-74 CAPITAL OUTLAY 0.000.00

141,000 88,315.16 45,334.84Totals:STREETS 68%2,800.687,350.00

413,969 369,662.06 44,307.30 89%10-580-45 SANITATION CONTRACTS 0.000.00

70,555 72,774.98 (2,219.98) 103%10-580-46 TIPPING FEES 7,089.660.00

30,000 2,181.29 27,818.71 7%10-580-47 RECYCLING 0.000.00

514,524 444,618.33 69,906.03Totals:SANITATION 86%7,089.660.00

12,000 10,345.21 1,654.79 86%10-620-12 SNOWFLAKES 0.000.00

1,500 0.00 1,500.0010-620-14 PARK WELL 0.000.00

40,000 28,313.56 11,686.44 71%10-620-15 PARK MAINTENANCE 0.000.00

22,250 7,128.68 15,121.32 32%10-620-17 PARK LANDSCAPING 0.000.00

1,500 0.00 1,500.0010-620-18 M & R BIKE PATH 0.000.00
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40,000 23,653.90 16,346.10 59%10-620-27 SPECIAL EVENTS 0.000.00

3,500 5,653.44 (2,153.44) 162%10-620-33 PARK SUPPLIES 59.470.00

10,000 9,768.50 231.50 98%10-620-72 OCEAN CITY GRANT EXPENSE 0.000.00

130,750 84,863.29 45,886.71Totals:RECREATION 65%59.470.00

865,500 817,312.30 48,187.70 94%10-690-02 SALARIES 61,308.250.00

2,500 0.00 2,500.0010-690-03 VOL INCENTIVE PAY 0.000.00

40,000 44,105.47 (4,105.47) 110%10-690-04 OVERTIME 5,929.650.00

69,462 64,934.93 4,527.07 93%10-690-05 FICA (7.65%) 5,084.400.00

143,750 101,701.36 42,048.64 71%10-690-06 GROUP INSURANCE 0.000.00

110,743 104,887.16 5,855.49 95%10-690-07 ORBIT RETIREMENT (12.23%) 8,223.250.00

27,165 25,391.42 1,773.58 93%10-690-08 401K (3%) 1,977.490.00

6,000 4,075.16 1,924.84 68%10-690-10 EMPLOYEE TRAINING 0.000.00

20,000 18,065.11 1,934.89 90%10-690-16 M & R EQUIPMENT 0.000.00

21,500 17,585.81 3,914.19 82%10-690-17 M & R VEHICLES 0.000.00

20,000 19,758.31 241.69 99%10-690-31 GAS, OIL & TIRES 1,161.440.00

1,500 1,124.85 375.15 75%10-690-32 OFFICE SUPPLIES 49.840.00

45,500 21,194.52 17,780.48 61%10-690-33 DEPARTMENTAL SUPPLIES 500.756,525.00

6,000 1,820.00 4,180.00 30%10-690-34 FIRE FIGHTER PHYSICALS 0.000.00

13,000 8,539.28 7,041.72 46%10-690-36 UNIFORMS 737.96(2,581.00)

8,500 5,672.63 2,827.37 67%10-690-53 DUES & SUBSCRIPTIONS 10.000.00

250 152.82 97.18 61%10-690-57 MISCELLANEOUS 0.000.00

6,000 3,581.00 820.40 86%10-690-73 COMUNICATIONS EQUIP 3,440.881,598.60

230,000 1,837.50 124,106.50 46%10-690-74 CAPITAL OUTLAY 0.00104,056.00

1,637,370 1,261,739.63 266,031.42Totals:FIRE DEPARTMENT 84%88,423.91109,598.60

1,000 275.50 724.50 28%10-695-91 PLANNING BOARD EXPENSE 0.000.00

1,000 275.50 724.50 28%10-695-92 BOARD OF ADJUSTMENT 
EXPENSE

0.000.00

2,000 551.00 1,449.00Totals:COMMITTES 28%0.000.00

0 341.72 (341.72)10-720-12 BEACH & ACCESS 
MAINTENANCE

0.000.00
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MTD

10 GENERAL FUND

Description Budget Encumbrance YTD Variance Percent

MAINTENANCE

0 300.00 (300.00)10-720-45 CONTRACTED SERVICES 300.000.00

0 641.72 (641.72)Totals:BEACH REN. / DUNE STAB. 300.000.00

408,935 0.00 408,934.7210-999-01 CONTINGENCY 0.000.00

408,935 0.00 408,934.72Totals:CONTINGENCY 0.000.00

253,985.98 298,806.70 5,452,947.54Expenses Totals: 79%7,242,074 1,535,140.76Expenses

10 GENERAL FUND Revenues Over/(Under) Expenses: 2,826,284.1856,532.60

Page Of9 13
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MTD

12 CAPITAL IMPROVEMENT FUND

Description Budget Encumbrance YTD Variance Percent

Revenues

990,423 1,101,754.94 111,331.94 111%12-301-00 AD VALOREM TAX (.07) 0.000.00

125,000 116,970.00 (8,030.00) 94%12-383-00 SALE OF FIXED ASSETS 0.000.00

0.00 0.00 1,218,724.94Revenues Totals: 109%1,115,423 103,301.94Revenues

Expenses

424,467 188,671.85 235,795.15 44%12-750-01 FIRE DEPARTMENT 0.000.00

141,489 0.00 141,489.0012-750-02 FIRE TRUCK 0.000.00

549,467 0.00 549,467.0012-750-11 FUTURE CAPITAL 
IMPROVEMENTS

0.000.00

1,115,423 188,671.85 926,751.15Totals: 17%0.000.00

0.00 0.00 188,671.85Expenses Totals: 17%1,115,423 926,751.15Expenses

12 CAPITAL IMPROVEMENT
FUND

Revenues Over/(Under) Expenses: 1,030,053.090.00

Page Of10 13
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MTD

15 AMERICAN RESCUE PLAN FUNDING

Description Budget Encumbrance YTD Variance Percent

Revenues

118,396 118,396.10 0.10 100%15-305-00 AMERICAN RESCUE PLAN 
FUNDING

0.000.00

0.00 0.00 118,396.10Revenues Totals: 100%118,396 0.10Revenues

Expenses

118,396 0.00 118,396.0015-790-00 AMERICAN RESCUE PLAN 0.000.00

118,396 0.00 118,396.00Totals: 0.000.00

0.00 0.00 0.00Expenses Totals: 118,396 118,396.00Expenses

15 AMERICAN RESCUE PLAN
FUNDING

Revenues Over/(Under) Expenses: 118,396.100.00
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MTD

30 SHORELINE PROTECTION

Description Budget Encumbrance YTD Variance Percent

Revenues

1,500,000 2,295,925.13 795,925.13 153%30-301-00 ACCOMMODATION TAX 73,910.740.00

1,414,890 1,561,099.66 146,209.66 110%30-301-05 AD VALOREM TAX - Beach 0.000.00

150,000 276,741.48 126,741.48 184%30-317-01 COUNTY GRANT FUNDING 0.000.00

1,000 122,038.69 121,038.69 12204%30-329-00 INTEREST INCOME 0.000.00

25,000 0.00 (25,000.00)30-336-00 SEA OATS PROGRAM 0.000.00

653,873 851,289.35 197,416.35 130%30-345-00 LOCAL OPTION SALES TAX 77,529.570.00

41,800 77,624.84 35,824.84 186%30-348-09 FEMA REIMBURSEMENTS 
(POST HURRICANE)

0.000.00

547,500 368,715.79 (178,784.21) 67%30-350-01 PAID PARKING REVENUE 0.000.00

7,000 0.00 (7,000.00)30-383-02 SPECIAL ASSESSMENT 0.000.00

0.00 151,440.31 5,553,434.94Revenues Totals: 128%4,341,063 1,212,371.94Revenues

Expenses

48,000 36,900.00 11,100.00 77%30-710-08 LEASE PAYMENTS 0.000.00

60,000 62,145.17 (2,145.17) 104%30-710-10 BEACH LOBBYIST CONTRACT 1,666.670.00

50,000 20,955.34 29,044.66 42%30-710-12 BEACH/ACCESS MAINTENANCE 0.000.00

20,000 16,212.57 3,787.43 81%30-710-14 BEACH MEETINGS / 
CONFERENCES 

0.000.00

8,000 0.00 8,000.0030-710-15 M & R DUNE/CROSSWALK 0.000.00

10,000 160.00 9,840.00 2%30-710-45 CONTRACTED SERVICES 0.000.00

50,000 44,250.00 5,750.00 89%30-710-59 SEA OATS PROGRAM 0.000.00

246,000 180,623.08 65,376.92Totals: 73%1,666.670.00

0 378,363.42 (378,363.42)30-720-03 HURRICANE EXPENDITURES 0.000.00

0 611,601.58 (611,601.58)30-720-04 FEMA Florence Truck Haul 0.000.00

280,000 109,720.20 170,279.80 39%30-720-07 Harden Structure Permit/Design 8,500.000.00

175,800 108,155.03 67,644.97 62%30-720-08 CONTRACTS, PLANS, SPECS 2,000.000.00

60,000 67,798.00 (7,798.00) 113%30-720-18 OTHER CONTRACTS & PLANS 0.000.00

2,030,484 1,933,363.03 97,120.97 95%30-720-50 2022B SOB PAYMENT 0.000.00

0 200,489.78 (200,489.78)30-720-57 2022C FEMA SOB FEES 0.000.00

Page Of12 13
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MTD

30 SHORELINE PROTECTION

Description Budget Encumbrance YTD Variance Percent

0 199,235.11 (199,235.11)30-720-58 2022A FEMA SOB FEES 0.000.00

0 35,059.09 (35,059.09)30-720-59 2022B USDA SOB FEES 0.000.00

30,000 0.00 30,000.0030-720-60 30 YEAR BEACH PLAN 0.000.00

200,000 0.00 200,000.0030-720-64 Sandbag Repair Project 0.000.00

1,318,779 0.00 1,318,779.0030-720-68 Future Projects Fund 0.000.00

4,095,063 3,643,785.24 451,277.76Totals:BEACH REN. / DUNE STAB. 89%10,500.000.00

0.00 12,166.67 3,824,408.32Expenses Totals: 88%4,341,063 516,654.68Expenses

30 SHORELINE PROTECTION Revenues Over/(Under) Expenses: 1,729,026.62139,273.64
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Southern Software FMS Budget vs Actual Graph Date: 6/23/2023 2:03 PM
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47Section VIII, ItemB.



MTD

31 CAPITAL PROJECT BEACH MAINTENANCE

Description Budget Encumbrance YTD Variance Percent

Revenues

0 8,765,828.66 8,765,828.6631-330-00 LOAN PROCEEDS 0.000.00

17,599,184 3,838,292.60 (13,760,891.40) 22%31-348-08 FEMA REIMBURSEMENT 0.000.00

10,500,000 5,250,000.00 (5,250,000.00) 50%31-368-00 NCDEQ GRANT FUNDS 0.000.00

1,528,134 0.00 (1,528,133.90)31-399-01 T/I FROM BEACH FUND 0.000.00

0.00 0.00 17,854,121.26Revenues Totals: 60%29,627,318 (11,773,196.64)Revenues

Expenses

9,000 3,996.00 5,004.00 44%31-450-01 ENGINEERING & 
CONSTRUCTION PHASE SUPPORT

0.000.00

210,000 364,678.25 (154,678.25) 174%31-450-02 CONSTRUCTION MANAGEMENT 
& ADMINISTRATION

0.000.00

44,400 6,020.00 38,380.00 14%31-450-03 LABORATORY ANALYSIS 0.000.00

10,000 5,992.50 4,007.50 60%31-450-04 REGULATORY COORDINATION 
& CLOSEOUT

0.000.00

180,000 180,000.00 0.00 100%31-450-05 MOBILIZATION & 
DEMOBILIZATION

0.000.00

8,378,110 9,141,735.55 (763,625.55) 109%31-450-06 HAUL & PLACEMENT OF BEACH 
FILL

0.000.00

45,000 45,000.00 0.00 100%31-450-07 PAYMENT & PERFORMANCE 
BONDS

0.000.00

123,490 562,915.14 (439,425.14) 456%31-450-08 PROFESSIONAL FEES 0.000.00

8,621,653 3,520,613.37 5,101,039.27 41%31-450-09 TRANCHE 2 CONSTRUCTION 0.000.00

585,000 190,633.77 394,366.23 33%31-450-10 TRANCHE 2 ENGINEERING 0.000.00

920,665 595.00 920,070.26 0%31-450-11 TRANCHE 2 CONTINGENCY 0.000.00

10,500,000 1,690.00 10,498,310.00 0%31-460-00 TRANCHE 3 PROJECT 0.000.00

29,627,318 14,023,869.58 15,603,448.32Totals: 47%0.000.00

0.00 0.00 14,023,869.58Expenses Totals: 47%29,627,318 15,603,448.32Expenses

31 CAPITAL PROJECT BEACH
MAINTENANCE

Revenues Over/(Under) Expenses: 3,830,251.680.00

Page Of1 1
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Page

NORTH TOPSAIL BEACH

6/23/2023 2:20 PM 1/1

GL Account History Summary

Account Range:

Date Range: 6/1/2023  -  6/23/2023

30-301-00 ACCOMMODATION TAX - 30-301-00 ACCOMMODATION TAX

GL Account - 30-301-00 ACCOMMODATION TAX

Date Description Source Debits Credits Date

Fiscal Period - FY 22-23 Beg Balance $0.00 $4,163,243.67

OCC TAX 06/08/202306/05/2023 GL GJ $0.00 $455.26

OCC TAX 06/08/202306/06/2023 GL GJ $0.00 $273.60

OCC TAX 06/08/202306/06/2023 GL GJ $0.00 $187.98

OCC TAX 06/13/202306/09/2023 GL GJ $0.00 $397.70

OCC TAX 06/12/202306/09/2023 GL GJ $0.00 $4,501.97

OCC TAX 06/13/202306/12/2023 GL GJ $0.00 $29,523.71

OCC TAX 06/13/202306/12/2023 GL GJ $0.00 $139.49

OCC TAX 06/13/202306/13/2023 GL GJ $0.00 $20,272.86

OCC TAX 06/16/202306/14/2023 GL GJ $0.00 $69.60

OCC TAX 06/16/202306/14/2023 GL GJ $0.00 $567.00

OCC TAX 06/16/202306/15/2023 GL GJ $0.00 $87.27

OCC TAX 06/16/202306/15/2023 GL GJ $0.00 $90.01

OCC TAX 06/20/202306/15/2023 GL GJ $0.00 $87.27

OCC TAX 06/20/202306/16/2023 GL GJ $0.00 $782.69

OCC TAX 06/20/202306/16/2023 GL GJ $0.00 $72.00

OCC TAX 06/21/202306/20/2023 GL GJ $0.00 $224.00

OCC TAX 06/21/202306/20/2023 GL GJ $0.00 $195.71

OCC TAX 06/21/202306/20/2023 GL GJ $0.00 $15,982.62

Transaction Totals $0.00 $73,910.74

End Balance** **$0.00 $73,910.74
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Check Listing

NORTH TOPSAIL BEACH

06/23/2023 02:19 PM Page: 1 of 2

Vendor Range: A PLUS WAREHOUSE EQUIPMENT & SUPPLY - ZOCKLEIN & ASSOCIATES

Date From: 6/1/2023  Date To: 6/23/2023

Check Number Vendor AmountDateBank

$26,201.77APPLIED TECHNOLOGY & MNGMT47027 06/01/20231

$753.65AT&T MOBILITY47028 06/01/20231

$1,634.43BULLDOG HOSE COMPANY47029 06/01/20231

$18,251.70CAROLINA FLOORING & ROOFING47030 06/01/2023VOIDED1

$8,000.00COASTAL TRANSPLANTS47031 06/01/20231

$1,161.40COLONIAL LIFE47032 06/01/20231

$2,047.16CROSSLEY MCINTOSH COLLIER47033 06/01/20231

$739.69CW IT SUPPORT, INC.47034 06/01/20231

$756.42METLIFE47035 06/01/20231

$6.00NC. DIVISON OF MOTOR VEHICLES47036 06/01/20231

$13.60RICK'S REPAIR SERVICE47037 06/01/20231

$417.02RICKY SCHWISOW47038 06/01/20231

$1,369.60SPECIALTIES PLUS OF NC, LLC47039 06/01/20231

$803.85VERIZON WIRELESS47040 06/01/20231

$832.89CHARTER COMMUNICATIONS47041 06/08/20231

$430,031.27CM MITCHELL CONSTRUCTION47042 06/08/20231

$127.00DODSON PEST CONTROL47043 06/08/20231

$1,175.00GLASS TINTING BY SPF47044 06/08/20231

$304.00GREGORY POOLE EQUIPMENT COMPANY47045 06/08/20231

$2,424.27JONES ONSLOW ELECTRIC COMPANY47046 06/08/20231

$828.95KLEMPIRE47047 06/08/20231

$3,681.74MOTOROLA SOLUTIONS, INC.47048 06/08/20231

$852.23O'REILLY AUTOMOTIVE INC.47049 06/08/20231

$7,089.66ONSLOW COUNTY SOLID WASTE DEPT47050 06/08/20231

$250.00PEACHY CLEAN47051 06/08/20231

$1,921.96QUALITY EQUIPMENT LLC47052 06/08/20231

$32.62THE SHERWIN-WILLIAMS CO.47053 06/08/20231

$31,220.00TI COASTAL SERVICES, INC.47054 06/08/20231

$3,684.32TOWN OF SURF CITY47055 06/08/20231

$11,670.22TRUIST BANK47056 06/08/20231

$2,100.00VALERIA EDWARDS47057 06/08/20231

$142.49VILLAGE HARDWARE47058 06/08/20231
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Check Listing

NORTH TOPSAIL BEACH

06/23/2023 02:19 PM Page: 2 of 2

Vendor Range: A PLUS WAREHOUSE EQUIPMENT & SUPPLY - ZOCKLEIN & ASSOCIATES

Date From: 6/1/2023  Date To: 6/23/2023

Check Number Vendor AmountDateBank

$11,525.94AXON ENTERPRISE, INC.47059 06/15/20231

$7,930.00BALLAST POINT BUILDING COMPANY INC.47060 06/15/20231

$1,161.40COLONIAL LIFE47061 06/15/20231

$33,342.51GFL ENVIRONMENTAL47062 06/15/20231

$1,280.54JONES ONSLOW ELECTRIC COMPANY47063 06/15/20231

$11,598.19LOWE'S HOME CENTERS47064 06/15/20231

$225.50ONSLOW WATER & SEWER AUTHORITY47065 06/15/20231

$104.62THREAD FX47066 06/15/20231

$2,000.00TI COASTAL SERVICES, INC.47067 06/15/20231

$1,666.67TOWN OF SURF CITY47068 06/15/20231

$2,217.89AT&T MOBILITY47069 06/22/20231

$1,246.04BLACKS TIRE SERVICE47070 06/22/20231

$18,251.70CAROLINA FLOORING & ROOFING47071 06/22/20231

$900.62CW IT SUPPORT, INC.47072 06/22/20231

$817.23DELL MARKETING LP47073 06/22/20231

$8,500.00DIAL CORDY47074 06/22/20231

$7,119.66FIRST CITIZENS BANK CC47075 06/22/20231

$754.15GREATAMERICA FINANCIAL SERVS47076 06/22/20231

$300.00India Mackinson47077 06/22/20231

$250.00PEACHY CLEAN47078 06/22/20231

$228.54PLURIS, LLC47079 06/22/20231

$2,000.00VALERIA EDWARDS47080 06/22/20231

$673,946.11Checks Totaling -54

Totals By Fund
Checks Voids Total

$143,420.26$161,671.96 $18,251.7010

$24,821.11$24,821.1130

$487,453.04$487,453.0431

$673,946.11 $18,251.70 $655,694.41Totals:
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North Topsail Beach, NC
This report was generated on 6/21/2023 3:04:02 PM

Town of North Topsail Beach Fire Department

Breakdown by Major Incident Types for Date Range

MAJOR INCIDENT TYPE # INCIDENTS % of TOTAL
Fires 2 7.14%

Rescue & Emergency Medical Service 18 64.29%

Hazardous Condition (No Fire) 1 3.57%

Service Call 3 10.71%

False Alarm & False Call 4 14.29%

TOTAL 28 100%

Zone(s): All Zones | Start Date: 06/07/2023 | End Date: 06/21/2023

Doc Id: 553
emergencyreporting.com

Only REVIEWED and/or LOCKED IMPORTED incidents are included.  Summary results for a major incident type are 
not displayed if the count is zero. 

Page # 1 of 2
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Detailed Breakdown by Incident Type 

INCIDENT TYPE # INCIDENTS % of TOTAL
111 - Building fire 2 7.14%
311 - Medical assist, assist EMS crew 14 50%
323 - Motor vehicle/pedestrian accident (MV Ped) 1 3.57%
341 - Search for person on land 1 3.57%
352 - Extrication of victim(s) from vehicle 1 3.57%
365 - Watercraft rescue 1 3.57%
412 - Gas leak (natural gas or LPG) 1 3.57%
500 - Service Call, other 1 3.57%
550 - Public service assistance, other 1 3.57%
553 - Public service 1 3.57%
733 - Smoke detector activation due to malfunction 1 3.57%
743 - Smoke detector activation, no fire - unintentional 1 3.57%
745 - Alarm system activation, no fire - unintentional 2 7.14%

TOTAL INCIDENTS: 28 100%

Doc Id: 553
emergencyreporting.com

Only REVIEWED and/or LOCKED IMPORTED incidents are included.  Summary results for a major incident type are 
not displayed if the count is zero. 

Page # 2 of 2
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Town of North Topsail Beach 
Board of Aldermen 

 

Agenda 
Item: 

Consent 
Agenda 

Date: 07 05 2023 

  

 

Issue: Planning Board Committee Report  
Hanna McCloud, Chair 

Department: Planning 
Prepared by: Deborah J. Hill MPA AICP CFM CZO 

Presentation: No 
 

On June 15, 2023, the Planning Board held a special meeting and discussed: 
Wetland Protection (use of artificial turf grass) 
At the March 9, 2023, the Planning Director asked the members to come to the next meeting with 
ideas for discussion. She explained the City of Wilmington and New Hanover County have adopted 
higher standards for wetland protection using a coastal overlay that extends protection from the 
normal high-water line. She offered the following for the Planning Board to consider: 

• Increase the Outstanding Resource Water buffer from thirty feet to forty feet. 
• Decrease the maximum impervious surface from thirty percent to twenty-five percent along 
the shoreline. 
• Ban artificial turf in the buffer. 
• Trash, garbage, debris, and pollution in the wetlands. 
• The Outstanding Resource Waters (ORW): 

o Oyster beds. 
o Pristine water classification. 
o Expansion opportunities. 
o Water quality improvement. 

• Invite the Division of Coastal Management and Department of Natural Resources to make 
innovative protection suggestions to the Planning Board. 
• Watch the video “Clean Water Act Forward to the Past.” 
• Consider the balance between protecting the environment, regulations, and property 
rights. 

DCM Staff requested clarification from the Coastal Resources Commission (CRC) at the September 
15, 2021 Commission meeting on the use of artificial turf grass in the 30-Foot Buffer (CRC-21-24). In 
order to retain the effectiveness of the 30’ buffer in filtering runoff, the DCM staff requested that 
the Commission confirm DCM’s interpretation that the application of artificial turf within an Area of 
Environmental Concern requires a CAMA permit, and that it is not allowable in the 30-foot buffer 
along Estuarine Shorelines, even under the “landscaping” exception at 15A NCAC 
07H.0209(d)(10)(G). This would be consistent with the Division of Energy, Mineral, and Land 
Resources (DEMLR) State Stormwater-Section rules under 15A NCAC 02H .1003(4) Vegetated 
Setbacks, and with the Division of Water Resources’ (DWR) rules under 15A NCAC 02B .0734 Tar- 
Pamlico and 15A NCAC 02B .0714 Neuse Riparian Buffers. The CRC agreed with staff’s interpretation 
that artificial turf constitutes “development” under CAMA, and therefore requires a permit; and that 
it should not be allowed in the 30-foot buffer under the landscaping exception. 
While DCM and LPOs can potentially permit this material within the Coastal Shoreline 75’ or 575’ 
AEC, it may be deemed as impervious surface based on a case-by-case review, and therefore may 
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count toward the maximum allowable impervious surface coverage (depending on installation 
methods and materials, and any existing impervious surfaces).  
 
OUTDOOR LIGHTING ORDINANCE 
Planning Director Hill explained that the Board of Aldermen has requested the Planning Board 
consider an outdoor lighting ordinance. She offered Surf City’s as a model.  
• Existing structure implementation during replacement. 
• Jones-Onslow Electric Membership Corporation (JOEMC) replacement implementation. 
• Lighting plan review for new construction during the site plan review. 
Ms. Hill asked the Planning Board for input and offered to present the topic at the next 
meeting. 
 
HMGP 
We are still waiting on FEMA for guidance. I will notify the owner that we are working with FEMA to 
request a possible change of scope of work.  
 
UDO ARTICLE 2. §2.02 PLANNING BOARD & §2.03 BOARD OF ADJUSTMENT 
Both Boards need to replace members that have recently relocated or appointed to BOA:  

PLANNING BOARD -3 
Gunnar Matthews; Hanna McCloud; Lisa Brown; Paul Dorazio; Scott Morse; Susan Meyer 
Recent resignations due to relocation: Pat Stigall; Stuart Harness;  
resignations due to appointment: Alfred Fontana 
BOARD OF ADJUSTMENT -3 
Cameron Kuegel; Hanna McCloud; Paul Dorazio; Scott Morse; Susan Meyer; Lisa Kozlowski  
Recent resignations due to relocation: Debra Swantek; Pat Stigall; Stuart Harness 

 
JULY PLANNING BOARD 
anticipate 2 modification applications to 2 existing subdivisions under §2.15 (D). 
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Town of North Topsail Beach 
Board of Aldermen 

 

Agenda 
Item: 

Consent 
Agenda 

Date: 07 05 2023 

  

 

Issue: Board of Adjustment Committee Report  
Hanna McCloud, Chair 

Department: Planning 
Prepared by: Deborah J. Hill MPA AICP CFM CZO 

Presentation: No 

 
 
To be rescheduled from May 24 to June 28 due to staff illness: 
 
1. Case #AA23-000003 (Continued): Appeal by Mark Wilson of decision by Deborah J. Hill, 

Planning Director to issue a Notice of Violation and Citation based on § 10.07.02  REBUILDING 
OF DAMAGED DUNES; §10.02.01 DEVELOPMENT WITHOUT A PERMIT; §10.02.02 
DEVELOPMENT INCONSISTENT WITH A PERMIT; §10.02.03 VIOLATION OF CONDITIONS 
IMPOSED; § 10.07.02  REBUILDING OF DAMAGED DUNES. The case was continued for 
approximately six weeks, to allow a cooperative effort to resolve the issues; the fine has not 
been lifted. The appealant understands that he must abide by the provisions of the existing 
stop work order; the appealant agrees to work in good faith with Town staff to attempt to 
resolve the decisions from which he has appealled from. Staff and applicant have completed 
tasks as agreed and ready to report to Board of Adjustment.  

 
2. Case #AA23-000003: Appeal by Cedar Home Investments, LLC of decision by Deborah J. Hill, 

Planning Director to issue a Notice of Violation and Citation based on § 10.07.02  REBUILDING 
OF DAMAGED DUNES; §10.02.02 DEVELOPMENT INCONSISTENT WITH A PERMIT; §10.02.03 
VIOLATION OF CONDITIONS IMPOSED; § 10.07.02  REBUILDING OF DAMAGED DUNES. 
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Marina, Coastal, Environmental 
& Water Resources Engineers

North Topsail Beach Coastal Update
July 2023
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Ongoing and Upcoming Projects Overview
State Grant, Dorian and Florence FEMA Category G

Phase 5 Cat. G:
Placed:  ~411,00 cy

Florence: ~607,000 cy
Dorian: ~30,000 cy

Phase 1 Cat. G:
Dorian: ~15,000 cy
Placed: ~25,000 cy

Permitted: 75,000 cy
Upcoming Planned 

Placement: 20,000 cy 

Seaview Pier

Topsail Reef 
Condos

HWY 210

State Grant: 
~325,000 cy

Onslow County Beach 
Access (BA) 4
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Phase 1 
Beach 

Placement

~160,000 cy

April Aerial, June Survey

April Aerial, June Survey

USACE (Corps) AIWW/Channel Dredging.  Completed Mid March.
June Survey Shows Material Still There. 
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Phase 1  Beach (not Dune) Truck Haul Nourishment

March 2023 Placement: ~25,000 cy

Permitted for PlacementPhase 1 Nourishment
20,000 CY Planned for 
Upcoming Placement 

Environmental 
Window

Phase 1 
Nourishment
Full 75,000 CY 

Permitted Template 
Shown (Placed and 

Not Yet Placed)
Permitted Extension Past St. Regis

April Aerial, June Survey
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Ongoing Florence & Dorian Nourishment in Phase 5  
Beach (not Dune) Nourishment. ~3.0 Miles of New Beach

Town 
Limit

Work Completed
~3.0 Miles

Remaining Work

Access at Gray 
Street and 

Working South

April Aerial, June Survey
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Successful State Grant in Phase 4.  Beach (not Dune) 
Nourishment

State Grant 
(Yellow Line)

Project Timing vs Project Production

Up to ~325,000 cy over 
~2.5 miles

HWY 210

~80 to 100 
Feet of Beach 

Width

72Section VIII, ItemD.



County Beach Access Dune Rehabilitation - Completed
Site

HWY 210

Post-Project

Pre-Project

“Hatteras Ramp” 
Timber Panels

Post-Project

Vegetation Sprigging Occurred last week of May 
(Sea Oats and Bitter Panicum)

Planting In 
Process
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Town Beach Projects Updates
• Annual Monitoring Completed in June.  Beach Wide Volume Comparison with 

Last Year’s Survey Underway.  
• Hurricane Dorian Phase 1 FEMA Category G (~15,000 cy) near Topsail Reef 

Condos.  Completed ~25,000 cy at TopsaiL Reef Condos (bldgs. 5, 6, 7, 8) and 
~20,000 cy now planned for placement. 

• New River Inlet Management Master Plan EIS: Notice of Intent (NOI) has been 
published and Draft EIS under development.

• County Beach Access 4 –Vegetation Sprigging Completed Late May
• State Grant Nourishment - ~325,000 cy in Phase 4 and connects with Phase 5 

Truck Haul.  
• Phase 5 Beach Nourishment – Placed ~411,000 cy.  Remaining volume 

(~226,000 cy).  
• Working with NTB Finance Officer and DEC Associates regarding funding for 

FEMA and State funded projects 
• Permitting Coordination (all projects)
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BOARD OF ALDERMEN  
AGENDA ITEM 

ISSUE: Town Personnel Policy Amendment 

PRESENTED BY: Caitlin Elliott, Finance Officer 

PRESENTATION: Administration Department 
 
 
Background:  The 2023 – 2024 fiscal year budget was approved on June 14th, 

2023. Comprised in this budget was the addition of two floating 
holidays for Town employees. The attached Personnel Policy 
represents these two floating holidays as well as the addition of a 
title page. 

Attachments:   Amended Town Personnel Policy 

Recommendation: Approve Amendment as recommended 

Action Needed:  Yes 

Suggested Motion: “I, _______ make a motion to approve the Amendment to the Town 
Personnel Policy as presented.” 
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TOWN OF NORTH TOPSAIL BEACH 
PERSONNEL POLICY 

BE IT RESOLVED by the Board of Aldermen of the Town of North Topsail Beach that the following 
policies apply to the appointment, classification, benefits, salary, promotion, demotion, dismissal, 
and conditions of employment of the employees of the Town of North Topsail Beach. 

Title        Page 

ARTICLE I.  GENERAL PROVISIONS ............................................................................................. 5 
Section 1.    Purpose of the Policy ......................................................................................... 5 
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Section 8     Salary Effect of Promotions, Demotions, Transfers, and Reclassifications ...... 13 
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ARTICLE IV.  RECRUITMENT AND EMPLOYMENT ..................................................................... 19 
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ARTICLE I.  GENERAL PROVISIONS 
 
Section 1.  Purpose of the Policy 
 
It is the purpose of this policy and the rules and regulations set forth to establish a fair and uniform 
system of personnel administration for all employees of the Town under the supervision of the Town 
Manager. This policy is established under authority of Chapter 160A, Article 7, of the General 
Statutes of North Carolina.   
 
Section 2.  At Will Employment 
 
The Town of North Topsail Beach is an “at will” employer.  Nothing in this policy creates an 
employment contract or term between the Town and its employees.  No person has the authority to 
grant any employee any contractual rights of employment.  The Town reserves the right to modify 
the provisions of the Personnel Policy at any time.  This policy does not bestow upon any employee 
a right to continued employment with the Town of North Topsail Beach.  All Town positions are 
subject to budget review and approval each year, and salary advancement is subject to annual 
funding and approval by the Board.  
 
Section 3.  Merit Principle 
 
All appointments and promotions shall be made solely on the basis of merit.  Decisions regarding 
appointments and promotions are within the Town’s discretion.  All positions requiring the 
performance of the same duties and fulfillment of the same responsibilities shall be assigned to the 
same class and the same salary range.  No applicant for employment or employee shall be deprived 
of employment opportunities or otherwise adversely affected as an employee because of such 
individual’s race, religion, color, sex, national origin, sexual orientation, age, veteran status, marital 
status, political affiliation, non-disqualifying disability, genetic information, or on the basis of actual 
or perceived gender as expressed through dress, appearance or behavior.  
 
Section 4.  Responsibilities in the Administration of the Human Resource Management 
Program  
 
Responsibilities of the Board of Aldermen 
 
The Board of Aldermen shall be responsible for establishing and approving personnel policies, the 
position classification and pay plan, and may change the policies and benefits as necessary.  They 
also shall make and confirm appointments when so specified by the North Carolina General Statutes.   
 
Responsibilities of the Town Manager 
 
The Town Manager shall be accountable to the Board of Aldermen for the administration and 
technical direction of the personnel program.  The Town Manager shall appoint, suspend, and 
remove all Town employees except those whose appointment is otherwise provided for by law.  The 
Town Manager shall make appointments, dismissals and suspensions in accordance with the Town 
Charter and other policies and procedures spelled out in other Articles in this Policy. 
 
The Town Manager shall supervise or participate in: 
 

a) recommending rules and revisions to the personnel system to the Board of Aldermen for 
consideration; 
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b) making changes as necessary to maintain an up-to-date and accurate position classification 
plan; 

 
c) preparing and recommending necessary revisions to the pay plan; 

 
d) determining which employees shall be subject to the overtime provisions of the Fair Labor 

Standards Act (FLSA);   
 
e) establishing and maintaining a roster of all persons and authorized positions in the municipal 

service, setting forth each position and employee, class title of the position, salary, any 
changes in class title and status, and such data as may be desirable or useful;  

 
f) developing and administering such recruiting programs as may be necessary to obtain an 

adequate supply of competent and diverse applicants to meet the needs of the Town; 
 
g) developing and implementing such administrative procedures as are necessary to implement 

these polices, provided the administrative procedures are not in conflict with these policies; 
and 

 
h) performing such other duties as may be required by law or assigned by the Board of Aldermen 

not inconsistent with this Policy. 
 

Responsibilities for the Human Resources Function 
 
The Town Manager shall designate an employee to perform this role or perform this role him/herself 
and delegate any or all of the responsibilities listed below.  If delegated, the employee responsible 
for the Human Resources function shall make recommendations to the Town Manager on the 
following: 
 

a) policies and revisions to the personnel system for the Town Manager’s consideration; 
 
b) changes as necessary to maintain an up-to-date and accurate position classification plan; 

 
c) necessary revisions to the pay plan; 

 
d) which employees shall be subject to the overtime provisions of the FLSA; 

 
e) maintenance of a roster of all persons in the municipal service; 

 
f) establishment and maintenance of a list of authorized positions in the municipal service at 

the beginning of each budget year which identifies each authorized position, class title of the 
position, salary range, any changes in class title and status, position number and other such 
data as may be desirable or useful; 

 
g) development and administration of such recruiting programs as may be necessary to obtain 

an adequate supply of competent applicants to meet the needs of the Town; 
 
h) development and/or coordination of training and educational programs for Town employees; 

 
i) development and recommendation of such administrative procedures as are necessary to 

implement these polices provided the procedures are not in conflict with these policies; 
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j) periodic evaluations of the operation and effect of the personnel provisions of this Policy;  

 
k) actions that are needed to address barriers to effective employee communication, 

productivity, engagement, and morale; and  
 

l) such other duties as may be assigned by the Town Manager not inconsistent with this Policy.    
 
Responsibilities of Department Directors and Supervisors  
 
Department directors and supervisors shall meet their responsibilities as directed by the Board of 
Aldermen and/or the Town Manager, being guided by this Policy and Town ordinances.  The Town 
will require all department directors and supervisors to meet their responsibilities by: 
 

a) dealing with all employees in a fair and equitable manner and upholding the principles of 
equal employment opportunities; 

 
b) developing and motivating employees to reach their fullest potential through continued 

education and training; 
 
c) making objective evaluations of individual work performance and discussing these 

evaluations with each employee so as to bring about needed improvements; 
 
d) keeping employees informed of their role in accomplishing the work of their unit and of 

conditions or changes affecting their work; 
 
e) making every effort to resolve employee problems and grievances and advising employees 

of their rights and privileges; 
 
f) cooperating and coordinating with other staff members in work flow and distribution of 

information; 
 
g) making proper performance documentation and maintaining current files; and 

 
h) abiding by the provisions of these policies and ensuring employees abide by same. 

 
Responsibilities of Employees   
 
Employees of the Town shall be expected to conduct themselves both on and off the job to reflect 
favorably upon the Town and fellow employees.  Employees are expected to: 
 

a) ask questions and learn their full scope of responsibilities and perform those diligently; 
 

b) recognize and follow the chain of command in addressing work concerns and problems; 
 

c) show courtesy and respect and work cooperatively with other employees; 
 

d) show courtesy and respect and provide excellent customer service to citizens and tax payers; 
and; 
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e) learn and follow these personnel policies along with any departmental policies and 
procedures. 
 

Section 5.  Application of Policies, Plan, Rules, and Regulations 
 
The personnel policy and all rules and regulations adopted pursuant thereto shall be binding on all 
Town employees.  Members of the Board of Aldermen and advisory Boards and commissions, the 
Town Manager and Town Attorney will be exempted except in sections where specifically included.  
An employee violating any of the provisions of this policy shall be subject to appropriate disciplinary 
action, as well as prosecution under any civil or criminal laws which have been violated. 
 
Section 6.  Departmental Rules and Regulations 
 
Because of the particular personnel and operational requirements of the various departments of the 
Town, each department is authorized to establish supplemental written rules and regulations 
applicable only to the personnel of that department.  All such rules and regulations shall be subject 
to review and approval of the Town Manager and shall not in any way conflict with the provisions of 
this Policy but shall be considered as a supplement to this Policy.  
 
Section 7.  Definitions 
 
For the purposes of this Policy, the following words and phrases shall have the meanings 
respectively ascribed to them by this section:   
 
Full-time employee.  An employee who is in a position for which an average work week is at least 
40 hours, and continuous employment of at least 12 months are required by the Town.  
 
Immediate family.  Means an employee’s spouse, child, parent, guardian, sibling, grandparent, and 
grandchild, to include comparable in-law, step and half relationships.   
 
Limited Service employee.  An employee appointed to a position for which either the average work 
week required by the Town over the course of a year is less than 20 hours, or continuous employment 
required by the Town is less than 12 months.   
 
Part-time employee.  An employee who is in a position for which an average work week is at least 
20 hours and less than 40 hours and continuous employment of at least 12 months are required by 
the Town.  

 
Permanent position.  A position authorized as a regular position by the Board of Aldermen.  Regular 
permanent positions are assigned a specific job title, salary grade, salary range, duties and desirable 
qualifications.  Appointments to permanent positions are made through a competitive selection 
process.  All Town positions are subject to budget review and approval each year by the Board of 
Aldermen.  Reference to “permanent” positions or employment should not be construed as a contract 
or right to perpetual funding or employment 
 
Probationary Employee.  An employee appointed to a full or part-time position who has not yet 
successfully completed the designated probationary period. 
 
Regular employee.  An employee appointed to a full or part-time position who has successfully 
completed the designated probationary period.  
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Trainee.  An employee status when an applicant is hired (or employee promoted) who does not meet 
all of the desirable education and experience requirements for the position.  During the duration of a 
trainee appointment, the employee is on probationary status.  
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ARTICLE II.  POSITION CLASSIFICATION PLAN 
 
Section 1.  Purpose 
 
The position classification plan provides a complete inventory of all authorized and permanent 
positions in the Town service, and an accurate description and specification for each class of 
employment.  The plan standardizes job titles, each of which is indicative of a definite range of duties 
and responsibilities. 
 
Section 2.  Composition of the Position Classification Plan 
 
The classification plan shall consist of: 

 
a) a grouping of positions in classes which are approximately equal in difficulty and responsibility 

which call for the same general qualifications, and which can be equitably compensated 
within the same range of pay under similar working conditions; 

 
b) class titles descriptive of the work of the class; 

 
c) written specifications for each class of positions; and  

 
d) an allocation list showing the class title of each position in the classified service. 

 
Section 3.  Use of the Position Classification Plan 
 
The classification plan is to be used: 
 

a) as a guide in recruiting and examining applicants for employment; 
 
b) in determining lines of promotion and in developing employee training programs; 

 
c) in determining salary to be paid for various types of work; 

 
d) in determining personnel service items in departmental budgets; and 

 
e) in providing uniform job terminology. 

 
Section 4.  Administration of the Position Classification Plan 
 
The Town Manager or his/her designee shall allocate each position covered by the position 
classification plan to its appropriate class and shall be responsible for the administration of the plan.  
The Town Manager shall periodically review portions of the plan and recommend appropriate 
changes to the Board of Alderman.  The position classification plan shall be adopted by the Board 
of Aldermen.   
 
Section 5.  Authorization of New Positions and the Position Classification Plan 
 
New positions shall be established upon recommendation of the Town Manager and approval of the 
Board of Aldermen.  New positions shall be recommended to the Board of Aldermen with a 
recommended class title and the Town Manager shall either allocate the new position into the 
appropriate existing class, or revise the position classification plan to establish a new class to which 
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the new position may be allocated.  The position classification plan, along with any new positions or 
classifications, shall be approved by the Board of Aldermen. 
 
Section 6.  Request for Reclassification 
 
Any employee who considers the position in which classified to be improper shall submit a request 
in writing for reclassification to such employee's immediate supervisor, who shall transmit the request 
through the department director to the Town Manager.  Upon receipt of such request, the Town 
Manager or his/her designee shall study the request, determine the merit of the reclassification, and 
recommend a revision to the classification and pay plan where necessary and such revision shall be 
approved by the Board of Aldermen.   
 
Section 7.  Maintenance of the Classification and Pay Plan 
 
Because job duties change over time and the market pay rate changes at different rates for different 
jobs, comprehensive classification and pay plan reviews are needed periodically.  When the 
organization is stable and budget allows, reviews are needed approximately every five years.  When 
there is significant growth and/or change in the organization, comprehensive reviews are needed 
more frequently.  
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ARTICLE III. THE PAY PLAN 
 
Section 1.  Definition 
 
The pay plan includes the basic salary schedule and the "Allocation of Classes to Grades" adopted 
by the Board of Aldermen. The salary schedule consists of hiring, minimum (normally probation 
completion), midpoint and maximum rates of pay for all classes of positions.  
 
Section 2.  Administration and Maintenance 
 
The Town Manager shall be responsible for the administration and maintenance of the pay plan.  All 
employees covered by the pay plan shall be paid at a rate listed within the salary range established 
for the respective position classification, except for employees in a trainee status or employees 
whose existing salaries are above the established maximum rate following transition to a new pay 
plan.  
  
The pay plan is intended to provide equitable compensation for all positions, reflecting differences in 
the duties and responsibilities, the comparable rates of pay for positions in private and public 
employment in the area, changes in the cost of living, the financial conditions of the Town, and other 
factors.  To this end, each budget year the Town Manager may make comparative studies of all 
factors affecting the level of salary ranges including the consumer price index, anticipated changes 
in surrounding employer plans, and other relevant factors. Changes may be made in the salary 
ranges such that the hiring rate, minimum, midpoint, and maximum rates change according to the 
market, subject to approval by the Board of Aldermen.  
 
Section 3.  Starting Salaries 
 
All persons employed in positions approved in the position classification plan shall be employed at 
the hiring rate for the classification in which they are employed; however, exceptionally well qualified 
applicants may be employed above the hiring rate of the established salary range upon 
recommendation of the department director and approval of the Town Manager.   
 
Section 4.  Trainee Designation and Provisions 
 
Applicants being considered for employment or Town employees who do not meet all of the desirable 
education and experience requirements for the position for which they are being considered may be 
hired, promoted, demoted, or transferred by the Town Manager to a "trainee" status.  In such cases, 
a plan for training, including a time schedule, must be prepared by the department director.   
 
"Trainee" salaries shall be no more than two salary grades below the hiring rate established for the 
position for which the person is being trained.  A new employee designated as "trainee" shall be 
regarded as being in a probationary period. However, probationary periods shall be no less than six 
months and trainee periods may extend up to eighteen months. A trainee shall remain a probationary 
employee until the trainee period is satisfactorily completed.       
 
If the training is not successfully completed to the satisfaction of the Town Manager, the trainee shall 
be transferred, demoted, or dismissed.  If the training is successfully completed, the employee shall 
be paid at least at the hiring rate established for the position for which the employee was trained. 
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Section 5.  Probationary Pay Increases 
 
Subject to the availability of funds, employees hired or promoted into the hiring rate of the pay range 
shall receive a salary increase within the pay range of approximately 5% upon successful completion 
of the probationary period or upon six months of satisfactory service if the employee is not on 
probation.   
 
Employees serving a twelve-month probationary period will be considered for this increase after six 
months of employment.   
 
Section 6.  Performance Pay 
 
Upward movement within the established salary range for an employee is not automatic, but rather 
based upon specific performance-related criteria and available funds.  Procedures for determining 
performance levels and performance pay increases or other performance-related movement within 
the range shall be established in procedures approved by the Town Manager.  
 
The amount or range of performance increases shall be approved each fiscal year by the Board of 
Aldermen, upon recommendation of the Town Manager.  The amount of monies available for 
performance increases for Town employees may vary from year to year, depending on funds 
available, performance criteria, and merit program design.   
 
Section 7. Performance Pay Bonus 
 
Employees who are at the maximum amount of the salary range for their position classification are 
eligible to be considered for a performance pay bonus at their regular performance evaluation time.  
Performance pay bonuses shall be awarded based upon the performance of the employee as 
described in the performance evaluation and in the same amounts as employees who are within the 
salary range.  Performance pay bonuses shall be awarded in lump sum payments and do not 
become part of base pay.  
 
Section 8.  Salary Effect of Promotions, Demotions, Transfers, and Reclassifications  
 
Promotions.  The purpose of the promotion pay increase is to recognize and compensate the 
employee for taking on increased responsibility.  When an employee is promoted, the employee's 
salary shall normally be advanced to the hiring rate of the new position, or to a salary which provides 
an increase of at least approximately 5% over the employee's salary before the promotion, whichever 
is greater.  In the event of highly skilled and qualified employees, shortage of qualified applicants, or 
other reasons related to the merit principle of employment, the Town Manager may set the salary at 
an appropriate rate in the range of the position to which the employee is promoted that best reflects 
the employee’s qualifications for the job and relative worth to the Town, taking into account the range 
of the position and relative qualifications of other employees in the same classification.  In no event, 
however, shall the new salary exceed the maximum rate of the new salary range. In setting the 
promotion salary, the Town shall consider internal comparisons with other employees in the same 
or similar jobs.  
 
Demotions.  Demotion is the movement of an employee from one position to a position in a class 
assigned to a lower salary range.  When an employee is demoted to a position for which qualified, 
the salary shall be set at the rate in the lower pay range which provides a salary commensurate with 
the employee’s qualifications to perform the job and consistent with the placement of other 
employees within the same classification in that salary range.  If the current salary is within the new 
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range, the employee’s salary may be retained at the previous rate if appropriate.  If the demotion is 
the result of discipline, the salary shall be decreased at least approximately 5%.  Salaries of demoted 
employees may be no greater than the maximum of the new range.   
 
Transfers.  The salary of an employee reassigned to a position in the same class or to a position in 
a different class within the same salary range shall not be changed by the reassignment. 
 
Reclassifications.  An employee whose position is reclassified to a class having a higher salary 
range shall receive a pay increase of approximately 5% or an increase to the hiring rate of the new 
pay range, whichever is greater.  If the employee has completed probation, the employee’s salary 
shall be advanced to at least the probation completion amount in the new range.  

 
If the position is reclassified to a lower pay range, the employee's salary shall remain the same.  If 
the employee's salary is above the maximum established for the new range, the salary of that 
employee shall be maintained at the current level with no increases to base pay until the range is 
increased above the employee's salary. 
 
Section 9.  Salary Effect of Salary Range Revisions 
 
When an individual class of positions is assigned to a higher salary range, employees in that class 
shall normally receive a pay increase of approximately 5%, or to the minimum rate of the new range, 
whichever is greater. If the employee has passed probation, the employee’s salary shall be advanced 
at least to the probation completion amount in the new range.   
 
When a class of positions is assigned to a lower salary range, the salaries of employees in that class 
will remain unchanged.  If this assignment to a lower salary range results in an employee being paid 
at a rate above the maximum rate established for the class, the salary of that employee shall be 
maintained at that level with no increases in base pay until such time as the employee's salary range 
is increased above the employee's current salary. 
 
Section 10. Transition to a New Salary Plan 
 
The following principles shall govern the transition to a new salary plan: 
 

a) no employee shall receive a salary reduction as a result of the transition to a new salary plan; 
 
b) all employees being paid at a rate lower than the minimum rate established for their 

respective classes shall have their salaries raised at least to the new minimum rate for their 
classes; 

 
c) all employees being paid at a rate below the maximum rate established for their respective 

classes shall be paid at a rate within the salary schedule; and 
 

d) all employees being paid at a rate above the maximum rate established for their respective 
classes shall have their salaries maintained at that salary level with no increases until such 
time as the employees' salary range is increased above the employees' current salary. 

 
Because transition to a new salary plan is based on jobs, not people, the Town Manager has the 
authority to withold or delay increases for any ndividual employee where there are documented 
disciplinary actions indicating that the employee is not fulfilling job requirements. 
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Section 11.   Effective Date of Salary Changes 
 
Salary changes approved after the first working day of a pay period shall become effective at the 
beginning of the next pay period, or at such specific date as may be provided by procedures 
approved by the Town Manager. 
 
Section 12.  Payroll Deductions 
 
Deductions shall be made from each employee's salary as required by law.  Additional deductions 
may be made for insurance or for other reasons as authorized by the Town Manager considering the 
capability of the payroll system, associated increase in workload, and appropriateness of the 
deduction. 
 
Section 13.  Fair Labor Standards Act and Overtime Pay Provisions 
 
Employees of the Town can be requested and may be required to work in excess of their regularly 
scheduled hours as necessitated by the needs of the Town and determined by the department 
director.  Overtime work should normally be approved in advance by the department director, Town 
Manager or other designee. 
 
To the extent that local government jurisdictions are so required, the Town will comply with the Fair 
Labor Standards Act (FLSA).  The Town Manager or his/her designee shall determine which jobs 
are "non-exempt” and are therefore subject to the Act in areas such as hours of work and work 
periods, rates of overtime compensation, and other provisions. 
 
Non-Exempt Employees 
Employees are expected to work during all assigned periods exclusive of breaks or mealtimes.  
Employees are not to perform work at any time that they are not scheduled to work, unless they 
receive approval from their department director or supervisor, except in cases of emergency.  
  
Department directors are responsible for ensuring that overtime hours are authorized, recorded, and 
properly documented for compensatory time off or overtime pay in accordance with the established 
record keeping forms and instructions. 
 
It is the policy of the Town, in agreement with its employees, that non-exempt employees receive 
compensatory time at the appropriate overtime rate, in lieu of cash payments, in accordance with 
the provisions of the FLSA.  The Town shall not unreasonably prevent the employee from use of the 
compensatory time.  Any unused accrued compensatory time balance will be paid out at termination 
or at which time an employee moves from non-exempt to exempt FLSA status, typically the result of 
a promotion.  Compensatory leave requires approval by the Town Manager when creating a balance 
that exceeds 100 hours.  
 
Non-exempt employees will be paid at a straight time rate for hours up to the FLSA established limit 
for their position (usually 40 hours in a 7-day period; 86 hours for sworn police and 106 for fire in a 
14-day cycle).  Hours worked beyond the FLSA established limit will be compensated in either 
compensatory time or pay at the appropriate overtime rate, if approved by the Town Manager.  
 
In determining eligibility for overtime in a work period, only hours actually worked shall be considered; 
in no event will vacation, sick leave, or holidays be included in the computation of hours worked for 
FLSA purposes, even though they are paid hours.    
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Whenever practical, departments will schedule time off on an hour-for-hour basis within the 
applicable work period for non-exempt employees, instead of paying overtime. When time off within 
the work period cannot be granted, overtime worked will be compensated in accordance with the 
FLSA.  
 
Compensatory time may be taken in 15-minute increments, not to exceed scheduled hours per day.  
Compensatory time must be taken before any vacation leave.  Compensatory time is available for 
use once it has been earned.    
 
Compensatory leave balances may not exceed 240 hours except for public safety employees (sworn 
police and fire) who may not accrue more than 480 hours.  Any overtime worked after such maximum 
balances must be compensated in pay.      
 
When employees are required to work long and continuous hours, the Board may approve 
compensation at time and a half for those hours worked and/or grant time off with pay for rest and 
recuperation to ensure safe working conditions.  
 
Exempt Employees 
Employees in positions determined to be "exempt" from the FLSA (as Executive, Administrative, or 
Professional staff) are paid on a salary basis and will not receive pay for hours worked in excess of 
their normal work periods.  These employees may be granted compensatory leave by their 
supervisor on an hour for hour basis where the convenience of the Town allows and as approved 
the Board.  Such compensatory time is not guaranteed to be taken and ends without compensation 
upon separation from the organization.  
 
In declared disaster or emergency situations requiring long and continuous hours of work, exempt 
employees shall be compensated at a rate of time and a half and/or be granted time off with pay for 
rest and recuperation to ensure safe working conditions for the duration of the emergency period, at 
the approval of the Board.  
 
Section 14.  Call-back Pay (On-Call) 
 
The Town provides a continuous twenty-four hour a day, seven day a week service to its customers.  
Therefore, it is necessary for certain employees to respond to any reasonable request for duty at 
any hour of the day or night.  One of the conditions of employment with the Town is the acceptance 
of a share of the responsibility for continuous service, in accordance with the nature of each job 
position.  If an employee fails to respond to reasonable calls for emergency service, either special or 
routine, the employee shall be subject to disciplinary actions up to and including dismissal. 
 
Call-back. Non-exempt employees will be guaranteed receipt of two hours of pay or compensatory 
time for being called back to work outside of normal working hours.  “Call-back" provisions do not 
apply to previously scheduled overtime work (scheduled one or more days in advance).   
 
Section 15.  Hourly Rate of Pay  
 
Employees working in a part-time or Limited Service capacity with the same duties as full-time 
employees will normally work at a rate in the same salary range as the full-time employees.  Special 
exceptions may apply for intermittent work as part of recreational events.  The pay rate will be 
negotiated between the employee and the Town Manager.  
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The hourly rate for employees working other than 40 hours per week, such as shift police officers 
working an average of 42 hours per week, will be determined by dividing the average number of 
hours scheduled per year into the annual salary for the position.   
 
Section 16.  Pay for Interim Assignments in a Higher-Level Classification 
 
An employee who is formally designated, for a period of at least 14 days or more, to perform the 
duties of a job that is assigned to a higher salary grade than that of the employee’s regular 
classification shall normally receive an increase for the duration of the interim assignment.  The 
employee shall receive a salary adjustment to the minimum rate of the job in which the employee is 
acting or an increase of 5%, whichever is greater. Criteria involved in determining the amount of the 
compensation will include:  
 

a) the difference between the existing job and that being filled on a temporary basis, and  
 

b) the degree to which the employee is expected to fulfill all the duties of the temporary 
assignment.   

 
The salary increase shall be temporary and upon completion of the assignment, the employee shall 
go back to the salary he or she would have had if not assigned in the interim role, taking into account 
any increase the employee would have received if not placed in the interim role. 
 
Section 17.  Certification and Educational Increases  
 
The Town Manager will develop a schedule of salary increases to reward employees for attaining 
and maintaining certifications and obtaining degrees that increase the employee’s value to the Town.  
The Town Manager shall present this schedule of salary increases to the Board of Aldermen for 
adoption and revision, when appropriate. 
 
Section 18:  Reimbursement of Training Expenses  
  
An employee who enters a voluntary but job-related training program or educational course, with the 
prior approval of the Manager, may be reimbursed for expenses such as tuition and books upon 
successful completion of the program. The Board may set annual limits for the amount of 
reimbursement.  If the employee leaves employment with the Town within twelve months thereafter, 
the employee shall reimburse the Town for such expenses within limits established by the FLSA.  If 
the employee remains employed with the Town for at least twelve months following the job-related 
training, repayment of the cost of the training will be forgiven.    
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Section 19.  Longevity Pay  
  
Subject to availability of funds, full-time and part-time employees of the town are compensated for 
years of service by payment of a longevity supplement based on the following table:  
  

Years of Service        Longevity Amount
0 - 2                    $      150  

 3 - 4                  250    
5 - 9                   350  
10 - 14                 450   
15 - 19                  550   
20 - 24                           650  
25 plus                 750  

  
Years of service are calculated on a calendar year basis as of June 30 of each year.  
  
Longevity pay will be issued on the last regular pay period in November or on a date in November 
designated by the Town Manager.  
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ARTICLE IV.  RECRUITMENT AND EMPLOYMENT 
 

Section 1.  Equal Employment Opportunity Policy 
 
It is the policy of the Town to foster, maintain and promote equal employment opportunity.  The Town 
shall select employees on the basis of the applicant's qualifications for the job and award them with 
respect to compensation and opportunity for training and advancement, including upgrading and 
promotion, without regard to race, religion, color, sex, national origin, sexual orientation, age, veteran 
status, marital status, political affiliation, non-disqualifying disability, genetic information, or on the 
basis of actual or perceived gender as expressed through dress, appearance or behavior.  Applicants 
with physical disabilities shall be given equal consideration with other applicants for positions in 
which their disabilities do not represent an unreasonable barrier to satisfactory performance of 
essential duties with or without reasonable accommodation. 
 
It is a violation of Town policy to retaliate in any way against an employee who assists, participates 
in, or supports this policy or anyone making a bona-fide complaint under this policy or who 
participates or assists in any EEOC, OSHA or other internal or external processes protected by law. 
 
Section 2.  Implementation of Equal Employment Opportunity Policy 
 
The Town Manager and all personnel responsible for recruitment and employment will continue to 
review regularly the implementation of this Personnel Policy and relevant practices to assure that 
equal employment opportunity based on reasonable, job-related requirements is being actively 
observed to the end that no employee or applicant for employment shall suffer discrimination 
because of race, religion, color, sex, national origin, sexual orientation, age, veteran status, marital 
status, political affiliation, non-disqualifying disability, genetic information, or on the basis of actual 
or perceived gender as expressed through dress, appearance or behavior.  Notices with regard to 
equal employment matters shall be posted in conspicuous places on Town premises in places where 
notices are customarily posted. 
 
Section 3.  Recruitment, Selection and Appointment 
 
Recruitment Sources.  When position vacancies occur, the Town Manager shall publicize these 
opportunities for employment, including applicable salary information and employment qualifications.  
Information on job openings and hiring practices will be provided to recruitment sources, including 
organizations and news media available to minority applicants. In addition, notice of vacancies shall 
be posted at designated conspicuous Town sites.  Individuals shall be recruited from a geographic 
area as wide as necessary and for a period of time sufficient to ensure that well-qualified applicants 
are obtained for Town service.  In rare situations because of emergency conditions, high turnover, 
etc., the Town may hire or promote without advertising jobs upon approval of the Town Manager. 
 
Job Advertisements.  Jobs will be advertised in local area newspapers, professional publications, 
and other relevant publications, as needed, in order to establish a diverse and qualified applicant 
pool.  Vacancy notices should be posted in all Town employment locations.  Employment 
advertisements shall contain assurances of equal employment opportunity and shall comply with 
Federal and State statutes.   
 
Application for Employment. All persons expressing interest in employment with the Town shall 
be given the opportunity to file an application for employment for positions which are being recruited. 
The Town accepts applications and resumes only for vacant advertised positions.   
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Application Reserve File.  Applications shall be kept in an inactive reserve file for a period of two 
years in accordance with state and federal guidelines.   
 
Selection.  Department directors, with input from the Town Manager, shall make such investigations 
and conduct such examinations as necessary to assess accurately the knowledge, skills, and 
experience qualifications required for the position, including criminal history where job-related.  All 
selection devices administered by the Town shall be valid measures of job performance. 
 
References and Background Investigations.  Before any commitment is made to an applicant, 
the Town will conduct reference checks regarding the employee’s qualifications and work 
performance.  In addition, physical examinations, drug screening, driver’s license and criminal 
background investigations may be performed.  Conviction of a crime is not automatically 
disqualifying.  The Town will consider the severity of the crime, degree to which the crime is job 
related to the job for which the applicant is being considered, and length of time since the conviction 
to determine the degree to which there is a business necessity for choosing not to hire the applicant.   
 
Appointment. Before any commitment is made to an applicant either internal or external, the 
department director shall make recommendations to the Town Manager including the position to be 
filled and the salary to be paid.  The Town Manager or his/her designee shall approve appointments 
and the starting salary for all applicants. 
 
Section 4.  Probationary Period 
 
An employee appointed or promoted to a permanent position shall serve a probationary period. 
Employees shall serve a six-month probationary period, except that employees in sworn police, fire 
service personnel and department heads shall serve a twelve-month probationary period.  
Employees hired as “trainees” shall remain on probation until the provisions of their traineeship are 
satisfied.  During the probationary period, supervisors shall monitor an employee's performance and 
communicate with the employee concerning performance progress. Employees serving a twelve-
month probation shall have a probationary review at the end of six months as well as before the end 
of twelve months.   
 
An important purpose of the probationary period is to provide an opportunity for the appointee to 
adjust to the new job.  Likewise, it serves as a trial period during which the employee demonstrates 
his or her ability to perform the work, to demonstrate good work habits and to work well with the 
public and coworkers. Before the end of the probationary period, the supervisor shall conduct a 
performance evaluation conference with the employee and discuss accomplishments, strengths, and 
needed improvements. A summary of this discussion shall be documented in the employee's 
personnel file.  The supervisor shall recommend in writing whether the probationary period should 
be completed, extended, or the employee transferred, demoted, or dismissed.  With approval of the 
Town Manager probationary periods may be extended for a maximum of six additional months. 
 
Disciplinary action, including demotion and dismissal, may be taken at any time during the 
probationary period of a new hire without following the steps outlined in this policy.  A new hire 
probationary employee who voluntarily separates from Town employment during the probationary 
period is not eligible for terminal pay for accrued annual leave and not eligible to file an appeal. 
      
A promoted employee who does not successfully complete the probationary period may be 
transferred or demoted to a position in which the employee shows promise of success.  If no such 
position is available, the employee shall be dismissed.  Promoted and demoted employees who are 
on probation retain all other rights and benefits. 
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Section 5.  Promotion 
 
Promotion is the movement of an employee from one position to a vacant position in a class assigned 
to a higher salary range. It is the Town's policy to create career opportunities for its employees 
whenever possible.  Therefore, when a current employee applying for a vacant position is best suited 
of all applicants, that applicant shall be appointed to that position.  The Town will balance three goals 
in the employment process: 
 

a) the benefits to employees and the organization of promotion from within;  
 
b) providing equal employment opportunity and a diversified workforce to the community; and  

 
c) obtaining the best possible employee who will provide the most productivity in that position.  

 
Therefore, except in rare situations where previous Town experience is essential or exceptional 
qualifications of an internal candidate so indicate, the Town will conduct an open recruitment and 
consider external and internal candidates rather than automatically promote from within. Candidates 
for promotion shall be chosen on the basis of their qualifications and their work records. Internal 
candidates shall apply for promotions using the same application process as external candidates.  
 
Section 6.  Demotion 
 
Demotion is the movement of an employee from one position to a position in a class assigned to a 
lower salary range.  Demotion may be voluntary or involuntary.  An employee whose work or conduct 
in the current position is unsatisfactory may be demoted provided that the employee shows promise 
of becoming a satisfactory employee in the lower position.  Such disciplinary demotion shall follow 
the disciplinary procedures outlined in this Policy.   
 
An employee who wishes to accept a position with less complex duties and reduced responsibilities 
may request a demotion.   A voluntary demotion is not a disciplinary action and is made without using 
the above-referenced disciplinary procedures.  
 
Section 7.  Transfer 
 
Transfer is the movement of an employee from one position to a position in a class in the same 
salary range.  If a vacancy occurs and an employee in another department is eligible for a transfer, 
the employee shall apply for the transfer using the usual application process.  A department director 
wishing to transfer an employee to a different department or classification shall make a 
recommendation to the Town Manager.  Any employee transferred without requesting the action 
may appeal the action in accordance with the grievance procedure outlined in this Policy.  
Notwithstanding the employee’s right to file a grievance, the Town reserves the right to transfer 
employees either temporarily or permanently when doing so will serve the Town’s best interest.  An 
employee who has successfully completed a probationary period may be transferred into the same 
classification without serving another probationary period.  
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ARTICLE V.  CONDITIONS OF EMPLOYMENT 
 

Section 1.  Work Schedule 
 
Department directors shall establish consistent work schedules, with the approval of the Town 
Manager, which meet the operational needs of the department in the most cost-effective manner 
possible.  The Town Manager may authorize a deviation from established work schedules when 
staffing needs and operational demands may necessitate variations in starting and ending times, as 
well as variations in the total hours that may be scheduled each day and week.   
 
Because Town services are essential and continuous, an employee shall avoid unnecessary 
absences and tardiness.  Attendance and punctuality are important responsibilities of the employee 
which may influence his/her future eligibility for a merit pay increase for promotion.  
  
The employee shall be required to call his supervisor in advance to advise him/her when illness 
prevents reporting to work, or when the employee expects to be late for work because of unusual 
and unavoidable circumstances.  
  
If an employee is away from the job for three (3) consecutive work days without notice, it may be 
presumed that the employee has resigned and forfeited any claim to terminal pay for accumulated 
vacation.  
 
Section 2.  Political Activity 
 
Each employee has a civic responsibility to support good government by every available means and 
in every appropriate manner.  Each employee may join or affiliate with civic organizations of a 
partisan or political nature, may attend political meetings, may advocate and support the principles 
or policies of civic or political organizations in accordance with the Constitution and laws of the United 
States and the State of North Carolina. However, no employee shall: 
 

a) engage in any political or partisan activity while on duty; 
 
b) use official authority or influence for the purpose of interfering with or affecting the result of a 

nomination or an election for office; 
 
c) be required as a duty of employment or as condition for employment, promotion or tenure of 

office to contribute funds for political or partisan purposes; 
 
d) coerce or compel contributions from another employee of the Town for political or partisan 

purposes; 
 

e) use any supplies or equipment of the Town for political or partisan purposes; or 
 

f) be a candidate for nomination or election to office under the Town Charter. 
 

Any violation of this section shall subject the employee to disciplinary action, including dismissal. 
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Section 3. Outside Employment 
 
The work of the Town shall have precedence over other occupational interests of employees.  All 
outside employment for salaries, wages, or commissions and all self-employment must be reported 
in writing in advance to the employee's supervisor, who in turn will report it to the department director.  
The department director will review such employment for possible conflict of interest and then submit 
a record of the employment to the Town Manager for review and approval. Conflicting and/or 
unreported outside employment are grounds for disciplinary action up to and including dismissal.  
Documentation of the approval of outside employment will be placed in the employee’s personnel 
file. 
 
Examples of conflicts of interest in outside employment include but are not limited to: 
 

a) employment with organizations or in capacities that are regulated by the employee or 
employee’s department; or 

 
b) employment with organizations or in capacities that negatively impact the employee’s 

perceived integrity, neutrality, or reputation related to performance of the employee’s Town 
duties (such as working for a company where significant Town purchases are ordered by the 
employee). 

 
An employee who sustains an injury or illness in connection with outside employment and is receiving 
workers’ compensation from that employer shall not be entitled to receive Town workers’ 
compensation benefits. 
 
In no case may an employee use Town equipment or Town property in connection with any outside 
employment unless expressly authorized in writing by the Town Manager. 
 
In cases where that off the Town job employment-related injury or illness results in temporary 
disability, an employee must either  
  
a) request and obtain a leave of absence without pay;   
  
b) request and use accrued sick leave and/or vacation leave; or  
  
c) be subject to termination by the Town due to lack of availability for work, following a three- 

month absence  
  
All Police Officers seeking off duty employment must comply with local ordinances and Personnel 
Policy as well as executing the employment agreement (Tab 18-a) with the Police Chief.  Tab 18-
a clarifies and establishes guidelines for employment as Security Guards while utilizing Town 
vehicles. (Change dated August 3, 2000)      
 
Section 4.  Dual Employment 
 
The Town prohibits any employee from holding more than one position with the Town if the combined 
positions will result in the employee working more than 40 hours per week in any week of the year 
unless approved by the Town Manager.  The Town will consult and follow FLSA regulations in all 
dual employment cases to ensure that the regulations are followed. 
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Section 5.  Employment of Relatives   
  
The Town prohibits the hiring and employment of immediate family in full or part-time positions within 
the same work unit.        
 
For the purposes of this Article, immediate family shall be defined as spouse, child, parent, sibling, 
grandparent, and grandchild, to include in-law, step and half relationships. The definition for this 
Article also includes individuals living in the same household who share a relationship comparable 
to immediate family members.   
 
The Town also prohibits the employment of any person into a position who is an immediate family 
member of individuals holding the following positions: Mayor, Mayor Pro Tem, Board of Aldermen 
Member, Town Manager, Town Clerk, Town Attorney or Finance Officer. 
   
Other circumstances may also prohibit the hiring of family members.  Otherwise, the Town will 
consider employing family members or related persons in the service of the Town, provided that such 
employment does not: 

 
a) result in a relative supervising relatives; 

 
b) result in a relative auditing the work of a relative;  

 
c) create a conflict of interest with either relative and the Town; or 

 
d) create the potential or perception of favoritism. 

 
This provision shall not apply retroactively to anyone employed when the provision was adopted by 
the Town.   
 
Section 6.  Harassment Prohibited 
 
The Town prohibits harassment in any form that is based on race, religion, color, sex, national origin, 
sexual orientation, age, veteran status, marital status, political affiliation, disability, genetic 
information, or on the basis of actual or perceived gender as expressed through dress, appearance 
or behavior.  Harassment is defined as conduct that culminates in tangible employment action or is 
sufficiently severe or pervasive as to create a hostile work environment.   
 
A particular form of harassment, sexual harassment, is defined as unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a sexual nature when: 

 
a)  submission to such conduct is made either explicitly or implicitly a term or condition of an 

individual’s employment;  
 
b)  submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual; or  
 
c)  such conduct has the purpose or effect of unreasonably interfering with an individual's work 

performance or creating an intimidating, hostile, or offensive working environment.   
 

Sexual harassment includes repeated offensive sexual remarks, continual or repeated comments 
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about an individual’s body, offensive sexual language, and the display in the workplace of sexually 
suggestive pictures or objects. 
 
Any employee who believes that he or she may have a complaint of harassment may file the 
complaint directly with the department director who will immediately notify the Town Manager.  The 
employee may file the complaint directly with the Town Manager if it involves a department director.  
The Town Manager or his/her designee will ensure that an investigation is conducted into any 
allegation of harassment and advise the employee and appropriate management officials of the 
outcome of the investigation.  
 
Employees who are found to be engaged in harassment are subject to disciplinary action up to and 
including dismissal.  Employees making complaints of harassment are protected against retaliation 
from alleged harassers or other employees.  Employees witnessing harassment shall also report 
such conduct to an appropriate Town management official. 
 
All claims of harassment will be thoroughly investigated.  Employees are expected to report claims 
of harassment in good faith and the information provided to be truthful to the best of their knowledge.  
The Town will endeavor to keep complaints, investigations and resolutions confidential to the extent 
possible, but the Town cannot compromise its obligation to investigate complaints.   
 
Section 7.  Gifts and Favors – Expectation of Ethical Conduct 
 
The proper operation of Town government requires that public officials and employees be 
independent, impartial, and responsible to the people; that governmental decisions and policy be 
made in the proper channels of the governmental structure; that public office not be used for personal 
gain; and that the public have confidence in the integrity of its government. 
 

a) No employee of the Town shall accept any gift, whether in the form of a service, a loan, a 
thing, or a promise from any person, vendor, firm, or corporation that, in the employee's 
knowledge, is interested directly or indirectly in any manner whatsoever in business dealings 
with the Town. 

 
b) No employee shall accept any gift, favor, or thing of value that may tend to influence that 

employee in the discharge of duties. 
 

c) No employee shall grant any improper favor, service, or thing of value in the discharge of 
duties. 

 
Items of nominal value valued at less than $25.00 may be accepted by employees as a gift or 
honorarium for participation in meetings, receipt of advertising items or souvenirs, or receipt of meals 
furnished at conferences and banquets. Full participation by officials or employees of the Town in 
activities of professional organizations in which they are a member is permitted even though the 
organization may receive donations from a contractor, subcontractor, or supplier or promotional 
items may be provided to attendees.  Exceptions to this policy also include food/lodging/travel/events 
attended in an employee’s official capacity, or gifts from family members, friends, or co-workers 
where it is clear that it is that relationship which is the motivating factor for the gift.   
 
Gifts of food that may arrive during the holidays, and at other times of the year when gift giving is 
traditional, belong to the entire staff even if addressed to a single employee.  Food gifts must be 
shared with and distributed to all staff during work hours, in central, worksite locations.  Gifts of plants 
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or flowers shall be displayed in the lobby or at another central location where all employees may 
enjoy their presence. 
 
If an employee receives a gift, if feasible, return the gift to the vendor.  If not feasible to return the 
gift, the gift must be given to a charity of the Town’s choosing.    
 
Section 8.  Performance Evaluation  
 
Supervisors and/or department directors shall normally conduct performance evaluation conferences 
with each employee upon completion of their probationary period and at least once a year thereafter. 
These performance evaluations shall be documented in writing and placed in the employee's 
personnel file in a timely manner.  Procedures for the performance evaluation program shall be 
published by the Town Manager.  Evaluations will be based on employee performance during the 
appropriate work period.  Evaluations will be based on factor such as work standards for the position 
and on goals for the position established through a process of performance planning with the 
supervisor and/or Town Manager and with the employee. 
 
 Section 9. Safety 
 
Safety is the responsibility of both the Town and employees. It is the policy of the Town to establish 
a safe work environment for employees.  The Town shall establish a safety program including 
policies and procedures regarding safety practices and precautions and training in safety methods.  
Department directors and supervisors are responsible for ensuring safe work procedures, including 
the use of all required personal protective equipment and providing necessary safety training 
programs.  Employees shall follow the safety policies and procedures and attend safety training 
programs.  Employees who violate such policies and procedures shall be subject to disciplinary 
action up to and including dismissal.  
 
Section 10.  Use of Town Property and Equipment 
 
Town equipment, vehicles, materials, tools and supplies shall not be available for personal use and 
are not to be removed from Town property except in the conduct of official Town business, unless 
approved by the Town Manager.  No employee shall purchase for personal use any equipment or 
supplies through Town purchase accounts.  All Town property, including all electronic 
communications systems, issued to the employee shall be returned to the employee’s supervisor 
upon termination of employment prior to the issuance of the final pay check.  
 
Vehicles: An employee shall care for vehicles and equipment owned by the Town in the same 
responsible manner in which he/she should care for his/her own.  Vehicles are to be used for official 
Town business, and personal use of Town vehicles and use of Town gasoline in privately owned 
vehicles is strictly prohibited. Employees on call may be authorized to take a vehicle to his 
residence, after approval has been granted by the Board.  After driving the beach, all vehicles 
(including ATVs) shall be immediately rinsed off.  Based on a meeting on July 24, 2000, the Board 
of Aldermen concluded that utilizing Town vehicles while employed as a Security Guard within the 
Town Limits is serving Public Purpose.  Therefore, the continued use of Police vehicles by Town 
Police Officers while employed as Security Guards within the Town limits is authorized.   
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Section 11.  Electronic Communications  
 
The Town maintains electronic communications systems (e.g. voicemail, email, internet access) and 
provides access to telephones, computers, tablets, cell phones or other electronic equipment to 
assist employees while conducting business for the Town.  
 
Employee access to the Town’s electronic resources requires responsibilities and is subject to 
relevant Town policies and Local, State and Federal laws. This equipment is for business use and 
any personal use must be brief, infrequent, not interfere with other employees’ work (i.e. personal 
mass emails) and be of no cost to the Town.  Employees are expected to use discretion and be brief 
when using Town cell phones for any personal phone calls.  In no instance shall Town technology 
resources be used to operate a personal business, for political activity, or for solicitation of any kind. 
 
Under no circumstances may employees use Town electronic equipment to view, send or receive 
any material that might be considered offensive to someone based on their race, religion, color, sex, 
national origin, sexual orientation, age, veteran status, marital status, political affiliation, disability, 
genetic information, or on the basis of actual or perceived gender as expressed through dress, 
appearance or behavior.     
 
Under North Carolina law, email sent or received by the Town, except in limited circumstances, is 
considered a public record and is subject to inspection on request by the public. All information 
created, stored or transmitted on or with any Town resource is the property of the Town, and no 
employee shall have an expectation of privacy with regard to their use of any of these systems or 
devices.  The Town reserves the right to inspect or audit any documents, emails or messages sent 
or received on the Town’s equipment.  
 
Each employee is responsible, in coordination with the employee’s department director, for the 
security and integrity of Town information stored on the computer(s) assigned to the employee.  
Employees will not download information from a website or install any software on Town computers, 
phones, etc., unless authorized by the Town Manager.   
 
Employees may use personally owned technology equipment, such as cell phones or smart phones, 
etc., while on the job provided such use is limited and does not distract from or interfere with an 
employee’s obligation to carry out Town duties in a timely and effective manner, does not interfere 
with other employees or officials performing their duties, does not undermine the use of any Town 
technology resource, and provided that such use does not otherwise violate Town policies and 
procedures.   
 
Employees who learn of any misuse or violations of this electronic communications policy should 
immediately notify their Supervisor, Department Director, or the Town Manager.   
 
Violation of the expectations contained in this electronic communications policy may result in 
disciplinary action, up to and including dismissal.  Please refer to the “Internet Administrative Policy” 
for specific procedural requirements. 
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Section 12.  Substance Abuse Policy 
 
The Town may establish policies and procedures related to employee substance abuse in order to 
ensure the safety and well-being of citizens and employees, and to comply with any state, federal, 
or other laws and regulations.  
 The Town:    
  
a) prohibits employees from being under the influence of legal or illegal substances while on duty,   
  
b) is authorized to conduct pre-employment drug tests for safety sensitive positions,   
  
c) is authorized to conduct drug and alcohol tests based on a reasonable suspicion that the 

employee in any Town position is under the influence of substances on the job, and   
  
d) where authorized by federal law, is authorized to conduct random and post-accident drug tests 

for any employees subject to federal Department of Transportation drug-testing regulations.  
 
Section 13.  Driver’s License   
 
All employees who are in positions required on the class specification to maintain an active driver’s 
license are required to do so as a condition of employment.  The Town will periodically check the 
driving records of employees to assure that appropriate licenses are still valid.  If the driver’s license 
is not in good standing or if the employee has a marginal driving record (points or violations), the 
employee may be removed from operation of Town vehicles and suspended, demoted or dismissed.     
 
Section 14.  Credentials and Certifications  
  
Some duties assigned to positions in local government service may be performed only by persons 
who are duly licensed, registered or certified as required by the relevant law, rule or regulation.  
Employees in such classifications are responsible for maintaining current, valid credentials as 
required by law, rule or regulation, and must inform their supervisor immediately of any change in 
certification or license.  Failure to obtain or maintain the required credentials is a basis for immediate 
dismissal without prior warning.  
 
Section 15.  Technology/Social Media Policy  
 
The Town understands that employees may enjoy and participate in various personal media sites 
(for example Facebook, Twitter, etc.). As holders of the public trust, employees are expected to 
exercise sound judgment and discretion in contributing to social media sites where information is 
available to numerous users. While at work any personal use must be brief and infrequent. 
 
When using social media, unless specifically authorized by the Town Manager, employees are 
prohibited from: 
 

a) using personal social media to conduct any Town business unless approved by the Town 
Manager; 

 
b) disclosing any confidential Town information or personnel information protected by law or 

policy; 
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c) using the Town’s name in their personal identity or using any Town trademark, logo or other 
intellectual property;  

 
d) wearing any uniform or insignia that identifies the employee as an employee of the Town of 

North Topsail Beach;  
 

e) using their official position or title in any communications; or 
 

f) any suggestion that they are speaking as a representative on behalf of the Town; employees 
must always identify that they are speaking as private citizens. 

 
Employees should be aware that public speech including social media, unless it is protected by law, 
may subject the employee to liability under civil laws as well as the Town’s policies. When in doubt, 
the employee should discuss this with the appropriate department head.  Nothing in this policy shall 
be read to prevent an employee from speaking out on matters of public concern. 
 
Section 16.  Non-Violent Work Place 
 
The Town of North Topsail Beach is a non-violent workplace. Threats, threatening behavior, or acts 
of violence against employees, visitors, guests, or other individuals by anyone on Town property will 
not be tolerated.  Workplace violence includes, but is not limited to, intimidation, threats, physical 
attacks, domestic violence or property damage committed by anyone against the Town or Town 
employees in the workplace. 
 
All employees are responsible to help ensure that the Town avoids incidents of workplace violence.  
Employees shall not engage in or encourage another employee to engage in either physical or verbal 
confrontation with a potentially violent individual.  Employees who overhear or become aware of any 
threatening communications from an employee or outside third party shall immediately report the 
information to the department director or Town Manager.  Failure to report such conduct or to fully 
cooperate in the Town’s investigation of such conduct may result in disciplinary action, up to and 
including dismissal.   
 
If an employee feels that he/she has been threatened, the employee should report the occurrence 
immediately to the supervisor or department director who will in turn report the incident to the Town 
Manager.    
 
The Town will investigate all threats or incidences of violence related to the workplace and/or 
involving employees during work hours. When a threat has been reported or management 
determines that a potential for violence exists, management may require an employee to undergo 
an assessment to determine the risk of danger. 
 
Any employee charged with such behavior will be subject to discipline, up to and including dismissal 
and may be subject to criminal charges. 
 
Section 17.  Weapons Prohibited 
 
No person employed by the Town, either paid or volunteer, is permitted to possess any firearm or 
other dangerous weapon while performing duties, including while on Town property or any Town-
owned vehicle or in any personal vehicle used by the employee to perform duties. (Law enforcement 
officers are exempt from this section while performing their law enforcement tasks.)   
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Violation of this policy will result in disciplinary action, up to and including dismissal for the first 
offense. 
 
Section 18.  Whistle Blower Protection 
 
The Town prohibits discrimination or retaliatory action against an employee because the employee, 
in good faith, files or threatens to file a claim or complaint, initiate an investigation, testify or provide 
information to any person with respect to the Workers’ Compensation Act, the North Carolina Wage 
and Hour Act, the Occupational Safety and Health Act, or the Mine Safety and Health Act.  In addition, 
this policy covers NC General Statute 95-28.1, which prohibits discrimination against any person on 
account of the person's having requested genetic testing or counseling services, or on the basis of 
genetic information obtained concerning the person or a member of the person's family, the National 
Guard Reemployment Rights Act, the Pesticide Board, or Chapter 90, Article 5F relating to Control 
of Potential Drug Paraphernalia Products.  Please refer to the “Whistleblowers Policy and Reporting” 
for specific procedural requirements.  
 
Section 19.  Media Inquiries  
 
From time to time, as an employee of the Town, employees may receive inquiries from the media 
(e.g., newspapers, radio stations, magazines, etc.).  To ensure that the Town maintains the 
appropriate public image and that communications to the media are accurate and in line with 
applicable Town policy, if an employee is contacted by the media, the employee should refer the 
individual making the inquiry to the Town Manager or Town Clerk.  No other employees are 
authorized to give official statements on behalf of the Town to any representative of the media without 
the express approval of the Town Manager.  Nothing in this policy shall be read to prevent an 
employee from speaking out on matters of public concern. 
 
Section 20.  Use of Tobacco Products/Vaping Products 
 
In keeping with The Town’s intent to provide a safe and healthful work environment, smoking, use 
of smoke-less tobacco products and use of electronic cigarettes or vaping products is prohibited in 
any Town vehicle or on any Town property, except in designated areas.  Any violation of this policy 
will result in disciplinary action up to and including dismissal.  Employees are expected to dispose of 
cigarette or smoke-less tobacco remains in appropriate and designated places. 
 
Section 21. Adverse Weather/Hazardous Conditions 
 
The Town has responsibility for several emergency services including law enforcement services.  
Adequate staff are required to operate these critical services seven days per week and 24 hours per 
day in all weather.  The Emergency Operations Plan designates which staff are in critical positions 
required to report to work regardless of weather or other hazardous conditions.  If not specified in 
the Emergency Operations Plan, Department Directors may require additional employees to respond 
to critical incidents that occur outside of the provisions of the Emergency Operations Plan.  The 
adverse weather/hazardous conditions policy is established to: 
 

a) maintain adequate staffing at all times of emergency services; and 
 

b) provide for as much safety as possible for all employees in traveling to and from work in 
hazardous conditions. 
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Town offices and departments shall remain open for the full scheduled working day unless 
authorization for closing or other deviation is received from the Town Manager’s office.  The Town 
Manager will consider the hazard of driving conditions and other relevant factors in determining 
whether to close Town offices.  All departments and offices will be given sufficient advance notice of 
any authorized closing of noncritical Town functions.  If their offices are officially closed, non-critical 
staff may receive their normal pay.  Employees who leave work before an official early closing time, 
as well as employees who report for work late or do not report for work because of hazardous 
conditions may use earned vacation or compensatory leave for days or hours not worked.  
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ARTICLE VI.  EMPLOYEE BENEFITS 
 

Section 1.  Eligibility 
 
All active employees of the Town working 30 or more hours per week are eligible for employee 
benefits as provided for in this Article which are subject to change at the Town's discretion and 
annual budget appropriations. Limited service employees are eligible only for legally mandated 
benefits such as FICA and workers’ compensation.  Employees shall be enrolled in the programs in 
accordance with the provisions of the insurance contracts following the first day after 60 days of 
employment.   
 
Section 2.  Employee Group Health, Dental and Vision Insurance 
 
The Town provides group health, dental and vision insurance programs for employees who are 
scheduled to work 30 hours or more per week on a continuous year-round basis and their families 
as specified under the terms of the group insurance contract.   
 
The Town will comply with the Affordable Care Act by providing health insurance for all employees 
expected to work 30 or more hours per week for three or more months.   
 
Employees who are on the health insurance policy may, if they so desire, purchase available group 
health, dental and/or vision coverage through the Town for qualified dependents when or if the Town 
offers it and within the stipulations of the insurance contract.  Employees will pay the amount 
stipulated by the Town for their qualified dependents. 
 
Information concerning cost and benefits shall be available to all employees from the Town Clerk. 
 
Section 3.  Group Life Insurance 
 
The Town may elect to provide group life insurance for each employee subject to the stipulations of 
the insurance contract.  Employees may elect to purchase additional coverage and/or to insure other 
family members under this plan at their expense subject to the stipulations of the insurance contract. 
 
Section 4.  Other Optional Insurance Plans 
 
The Town may provide and/or make other insurance plans available to employees upon 
recommendation of the Town Manager and approval by Board of Aldermen.  Such benefits will be 
reviewed to ensure they do not create an incentive for absence prior to being offered.  For information 
about optional group benefit programs, employees may contact the Town Clerk. 
 
Section 5.  Retirement 
 
Each employee who is expected to work for the Town more than 1,000 hours annually shall join the 
North Carolina Local Governmental Employees' Retirement System as a condition of employment 
and contribute the amount determined by the system.   New hires who are current members of the 
NC Local or State Government Employees’ Retirement Systems shall be covered under the 
retirement system by the Town on their first day of employment.  
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Section 6.  Supplemental Retirement Benefits 
 
The Town may provide supplemental retirement benefits for its full-time employees as determined 
in the budget each year. As prescribed by North Carolina State Law, the Town will contribute a 
percentage of salary to the State 401(k) Plan for each sworn law enforcement officer (currently 5%).   
 
All full-time employees may make voluntary contributions to the 401(k) Plan up to the limits 
established by law and the 401(k) provider.  The Town may contribute a percentage of salary to the 
State 401(k) Plan for each non-sworn employee, subject to availability of funds and approval by the 
Board of Aldermen.  
 
Section 7.  Social Security 
 
The Town, to the extent of its lawful authority and power, has extended Social Security benefits to 
its eligible employees. 
 
Section 8.  Workers’ Compensation 
 
All employees of the Town (full-time, part-time, and temporary) are covered by the North Carolina 
Workers’ Compensation Act and are required to report all injuries arising out of and in the course of 
employment to their immediate supervisors at the time of the injury in order that appropriate action 
may be taken at once.  
 
Responsibility for claiming compensation under the Workers’ Compensation Act is on the injured 
employee, and such claims must be filed by the employee with the North Carolina Industrial 
Commission within two years from date of injury.  The department director will assist the employee 
in filing the claim in consultation with the Town Manager. 
 
Pursuant to a declaration invoking Section 304 of the Homeland Security Act, this provision will also 
apply to reactions to small pox vaccinations administered to Town employees under the Homeland 
Security Act.  Such reactions shall be treated the same as any other workers’ compensation claim. 
 
Section 9.  Unemployment Compensation 
 
Local governments are covered by unemployment insurance.  Town employees may apply for 
benefits upon separation from their employment with the Town through the local Division of 
Employment Security office where a determination of eligibility and benefits will be made. 
 
Section 10.  Tuition Assistance Program  
  
Full-time employees who have completed initial probation may apply for tuition reimbursement for 
courses taken on their own time, which will improve their skills for their current job or prepare them 
for promotional opportunities within the Town service.  Tuition, registration, fees, laboratory fees, 
and student fees are eligible expenses.  Employees may be reimbursed eligible expenses up to a 
total of five hundred dollars ($500) per fiscal year. Satisfactory completion of the courses will be 
required for reimbursement.  Requests for tuition assistance shall be submitted to the Department 
Head prior to course registration and are subject to the review and approval of Town Manager, 
subject to availability of funds.  
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Section 11.  Law Enforcement Separation Allowance 
 
Every sworn law enforcement officer, as defined by N.C. Gen. Statute 128-21(11b) or N.C. Gen. 
Statute 143-166.50, shall be eligible for a separation allowance, as provided by N.C. Gen. Statute 
143-166.42, in the amount specified in N.C. Gen. Statute 143-166.41(a).   
 
Currently the law enforcement separation allowance is “equal to eighty-five hundredths percent 
(0.85%) of the annual equivalent of the base rate of compensation most recently applicable to the 
officer for each year of creditable service”. The Town will pay this benefit on a monthly basis. 
 
Eligibility and continuation of these benefits are subject to the following conditions: 
 

a) the officer shall have completed 30 or more years of creditable service, or have attained 55 
years of age at the time of retirement from the Town and completed five or more years of 
creditable service as a sworn law enforcement officer (as defined in General Statute 143-
166.42); and 

 
b) the officer shall not have attained 62 years of age; 

 
c) the officer shall have completed at least five years of continuous service as a law enforcement 

officer immediately preceding a service retirement, as defined by N.C. Gen. Statute 143-
166.41(a)(3) and 143-166.41(b); 

 
d) the law enforcement officer, after separation from Town employment, notifies the Town of 

any new employment involving local law enforcement duties.  Such notification shall include 
the nature and extent of the employment, and any change of employment status. 

 
Payment of separation allowance benefits to a retired officer shall cease at the first of: 
 

a) the death of the officer; 
 

b) the last day of the month in which the officer attains 62 years of age; or 
 
c) the first day of re-employment in any position in any local government in North Carolina 

requiring retirement system participation.  
 
The Town may employ retired officers in a public safety position in a capacity not requiring 
participation in the Local Governmental Employees’ Retirement System and doing so shall not cause 
payment to cease to those officers under these benefits.  Participation in the retirement system is 
required by anyone scheduled to work 1000 hours per year or more. 
 
Should the separation allowance for law enforcement officers, now required by law, be rescinded, 
this separation allowance shall be rescinded at the same time.   
 
Section 12. Credit Union Membership   
 
Employees of the Town of North Topsail Beach are eligible for membership in the North Carolina 
Local Government Federal Credit Union.     
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Section 13.  Uniforms   
 
The Town provides uniforms for personnel in designated positions.  Clothing or clothing allowances 
shall be provided to other employees as authorized by the Board.  Upon separation from employment 
the employee shall return uniforms to the Town. 
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ARTICLE VII.  HOLIDAYS AND LEAVES OF ABSENCE 

The policy of the Town is to provide annual leave, sick leave, and holiday leave to all full-time and 
part-time employees, and to provide proportionately equivalent amounts to employees having 
average work weeks of different lengths.  Employees shall accrue leave proportionately with each 
payroll. 

Section 1.  Holidays 

The following holidays, and such others as the Town Board may designate, shall be observed by 
Town offices. 

New Year’s Eve 
New Year's Day 
Martin Luther King Day 
Good Friday 
Easter Monday 
Friday before Memorial Day 
Memorial Day 
Independence Day 
Labor Day 
Veterans Day 
Thanksgiving Day 
Day after Thanksgiving Day 
Christmas (three days)
+ 2 Floating Holidays 

When any recognized holiday falls on Saturday or Sunday, the following Monday will be the 
designated holiday.  

Christmas holiday schedule will be observed as follows: 

Christmas Day falls on: The Town observes: 
Sunday Friday, Monday and Tuesday 
Monday Friday, Monday and Tuesday 
Tuesday Monday, Tuesday and Wednesday 
Wednesday Tuesday, Wednesday and Thursday 
Thursday Wednesday, Thursday and Friday 
Friday Thursday, Friday and Monday 
Saturday Thursday, Friday and Monday 

In order to receive paid holiday, the employee must have worked the regularly scheduled day before 
and after the holiday, or have been granted approved leave.  All full employees scheduled to work 
on the day on which the holiday falls, shall receive these holidays with pay. 

Section 2.  Holidays: Effect on Other Types of Leave 

Regular holidays which occur during a vacation, sick or other leave period of any employee shall not 
be considered as vacation, sick, or other paid leave. 
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Section 3. Holidays: Compensation When Work is Required or Regularly Scheduled Off for 
Shift Personnel  
 
Employees required to perform work on regularly scheduled holidays may be granted compensatory 
time off or be paid at their hourly rate for hours actually worked in addition to any holiday pay to 
which they are entitled.  Compensatory time shall be granted whenever feasible.  If a holiday falls on 
a regularly scheduled off-duty day for shift personnel, the employee shall receive the hours for paid 
holiday leave.  Holiday hours for full-time and part-time employees working other than the basic work 
schedule shall be pro-rated as described in this Article, Section 15, Leave Pro-rated.     
  
An employee required to work on Christmas Day will be paid at 1.5 times the hourly rate for hours 
works in addition to receiving normal holiday pay.   
 
Section 4.  Vacation Leave 
 
Vacation is a privilege granted to employees by the Town.  Vacation leave is intended to be used for 
rest and relaxation, school appointments, and other personal needs.  Vacation leave should be 
requested weeks in advance and approved by the supervisor. 
 
Vacation leave may also be used by employees who wish to observe religious holidays other than 
those granted by the Town.  Employees who wish to use leave for religious observances must 
request leave from their respective department directors.  The department director will attempt to 
arrange the work schedule so that an employee may be granted vacation leave for the religious 
observance.  Vacation leave for religious observance may be denied only when granting the leave 
would create an undue hardship for the Town. 
 
Vacation leave is not considered hours worked for purposes of computing overtime compensation. 
 
Section 5.  Vacation Leave: Use by Probationary Employees 
 
Employees serving a probationary period following initial employment may accumulate vacation 
leave but shall not be permitted to take vacation leave during the first six months of employment 
unless approved by the Town Manager. A probationary employee who is dismissed during the 
probationary period will not be eligible for terminal pay for any accumulated vacation leave.   
 
Section 6.  Vacation Leave: Accrual Rate   
 
Each full and part-time employee of the Town shall earn annual leave at the following schedule, 
prorated by the average number of hours in the workweek:  
  
 Years of Service  REGULAR  POLICE  FIRE     
  1 – 4           96     102.6   127.2 
  5 - 9         120     128.3   159 
  10 plus        160     171   212  
 
Section 7.  Vacation Leave: Maximum Accumulation  
 
Vacation leave may be accumulated without any applicable maximum until December 31 of each 
year.  However, if the employee departs from service, payment for accumulated vacation leave shall 
not exceed 240 hours.  On December 31, any employee with more than 240 hours of accumulated 
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leave, shall have the excess accumulation automatically transferred into his/her sick leave account 
so that only 240 hours are carried forward to January 1 of the next calendar year. Employees are 
not eligible to receive pay for excess vacation time not taken.  
  
Employees are cautioned not to retain excess accumulated vacation leave until late in the year.  
Because of the necessity to keep all functions in operation, large numbers of employees cannot be 
granted vacation leave at any one time.  If an employee has excess leave accumulation during the 
latter part of the year and is unable to take such leave because of staffing demands, the employee 
shall receive no special consideration either in having vacation leave scheduled or in receiving any 
exception to the maximum accumulation.   
 
Section 8.  Vacation Leave:  Manner of Taking 
 
Employees shall be granted the use of accrued vacation leave upon request in advance at those 
times designated by the department director which will least obstruct normal operations of the Town.  
Department directors are responsible for ensuring that approved vacation leave does not hinder the 
effectiveness of service delivery.  Vacation may be taken in 15-minute increments.  Failure to request 
or take vacation leave without prior approval may result in disciplinary action.  Notwithstanding the 
procedures described in this Article, employees will use accrued compensatory time before using 
accrued vacation leave.  
 
Section 9.  Vacation Leave:  Payment upon Separation 
 
An employee who has successfully completed six months of the established probationary period for 
his/her position will normally be paid for up to 240 hours of accumulated vacation leave upon 
voluntary separation, provided notice is given to the supervisor at least two weeks in advance of the 
effective date of resignation.  This provision also applies to employees terminated due to reduction 
in force.    
 
The notice requirement may be waived by the Town Manager when deemed to be in the best interest 
of the Town.  Employees who are involuntarily separated shall receive payment for accumulated 
annual leave subject to the 240-hour maximum. 
 
An employee who is separated shall be paid for annual leave accumulated to the date of separation, 
which is not to exceed a maximum of 240 hours. 
 
Section 10.  Vacation Leave:  Payment upon Death 
 
The estate of an employee who dies while employed by the Town shall be entitled to payment of all 
the accumulated vacation leave credited to the employee's account not to exceed the maximums 
established in Section 7 of this Article. 
 
Section 11.  Sick Leave 
 
Sick Leave with pay is a privilege granted to employees by the Town, not a right, and may be used 
only for the purposes described in this Policy.  Abuse of sick leave privileges will subject the 
employee to disciplinary action. 
 
Sick Leave may be used for the following reasons: sickness, non-job-related bodily injury, required 
physical or dental examinations or treatment, or exposure to a contagious disease, when continuing 
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work might jeopardize the health of others.  
 
Sick leave also may be used when an employee must care for a member of his or her immediate 
family who is ill.  For the purposes of this benefit, immediate family is defined as spouse, child, parent, 
guardian, sibling, grandparent, and grandchild, to include in-law, step and half relationships.  Sick 
leave may not be used to care for a healthy infant or child. 
 
Sick leave may also be used to supplement Workers' Compensation Disability Leave both during the 
waiting period before Workers' Compensation benefits begin, and afterward to supplement the 
remaining one third of salary, except that employee may not exceed the regular salary amount using 
this provision.  
 
Notification of the desire to take sick leave should be submitted to the employee's supervisor 
according to departmental procedures.   
 
Sick leave is not considered hours worked for purposes of computing overtime compensation. 
 
Section 12.  Sick Leave: Accrual Rate and Accumulation 
 
Sick leave shall accrue at a rate of one (1) day per calendar month of service or twelve days per 
year.  Sick leave for full-time and part-time employees working other than the basic work schedule 
shall be pro-rated as described in this Article, Section 15, Leave Pro-rated.  
 
Sick leave will be cumulative for an indefinite period of time and may be converted upon retirement 
for service credit consistent with the provisions of the North Carolina Local Governmental 
Employees’ Retirement System.   
 
All sick leave accumulated by an employee shall end and terminate without compensation when the 
employee resigns or is separated from the Town.  Employees who resign in good standing or are 
dismissed from employment because of reduction in force and are reinstated within one (1) year 
shall be credited with their previously accumulated sick leave.  Employees who are dismissed from 
employment for reasons other than reduction in force or who are not reinstated within one (1) year 
shall lose all sick leave credits.   
 
Section 13.  Transfer of Sick Leave from Previous Employer 
 
The Town will accept sick leave balances when documented by a previous employer when the 
employee worked for a previous employer covered by the North Carolina State or Local Government 
Retirement Systems and the employee did not withdraw accumulated retirement contributions from 
that employer when leaving employment.  
 
The sick leave will be treated as though it were earned with the Town of North Topsail Beach and 
may be used as any other accrued sick leave by the employee.  The sick leave amount must be 
certified by the previous employer and it is the employee’s responsibility to provide documentation 
from his or her previous employer.   
 
Section 14.  Sick Leave:  Medical Certification 
 
The employee's supervisor or department director may require a physician's certificate certifying the 
employee's or employee’s family member’s illness and the employee's capacity to resume duties, 
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for each occasion on which an employee uses sick leave or whenever the supervisor observes a 
"pattern of absenteeism."  The employee may be required to submit to such medical examination or 
inquiry as the department director deems desirable.  The department director shall be responsible 
for the application of this provision to the end that: 
 

a) employees shall not be on duty when they might endanger their health or the health of other 
employees; and 
 

b) there will be no abuse of leave privileges. 
 
Claiming sick leave under false pretense to obtain a day off with pay shall subject the employee to 
disciplinary action up to and including dismissal. 
 
Section 15.  Leave Pro-rated 
 
Holiday, vacation, and sick leave earned by full and part-time employees with more or fewer hours 
than the basic work week (40 hours) shall be determined by the following formula: 
 

a) the average number of hours scheduled for work per week by such employees shall be 
divided by the number of hours in the basic work week (usually 40 hours); 

 
b) the proportion obtained in step 1 shall be multiplied by the number of hours of leave earned 

annually by employees working the basic work week (40 hours); 
 
c) the number of hours in step 2 divided by 12 shall be the number of hours of leave earned 

monthly by the employees concerned, or divided by 26 shall be the number of hours of leave 
earned biweekly, and divided by 52 would be the amount of leave earned weekly. 

 
Section 16. Bereavement Leave  
 
An employee may have up to 24 work hours for any one occurrence, at full pay, granted in case of 
death in the immediate family.  For the purposes of this benefit, immediate family is defined as 
spouse, child, parent, guardian, sibling, grandparent, and grandchild, to include in-law, step and half 
relationships. Additional time or time to attend funerals of other family members may be charged to 
vacation leave, compensatory time or leave without pay.  Bereavement Leave does not accrue from 
year to year.   
 
Section 17.  Short-term Disability and Family Leave 
 
Until the Town has 50 employees, the provisions of the Federal Family Medical Leave Act (FMLA) 
do not apply.  However, the Town elects to provide some of the same provisions as specified below. 
 
The Town may grant up to 12 weeks of leave per twelve months to eligible employees. The leave 
may be paid (coordinated with the Town's Vacation and Sick Leave policies), unpaid, or a 
combination of paid and unpaid.  Earned compensatory time must be used first, followed by any 
holiday, sick or vacation time, once compensatory has been exhausted.  Unpaid leave will be granted 
only when the employee has exhausted all appropriate types of paid leave.  Additional time away 
from the job beyond the 12-week period may be approved in accordance with the Town's Leave 
without Pay policy. 
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The request for the use of leave must be made in writing by the employee and approved by the Town 
Manager. 
 
To qualify, the employee must have worked for the Town 12 months or 52 weeks; these do not have 
to be consecutive.  However, the employee must have worked 1,250 hours during the twelve-month 
period immediately before the date when the leave time begins. 
 
Family leave can be used for the following reasons: 
 

a) the birth of a child and in order to care for that child; 
 

b) the placement of a child for adoption or foster care; 
 

c) to care for a spouse, child, or parent with a serious health condition; 
 

d) the serious health condition of the employee; or 
 

e) military exigency. 
 
A serious health condition is defined as a condition which requires inpatient care at a hospital, 
hospice, or residential medical care facility, or a condition which requires continuing care by a 
licensed health care provider. This policy covers illness of a serious and long-term nature resulting 
in recurring intermittent or lengthy absences. Generally, a chronic or long-term health condition which 
results in incapacity for more than three days would be considered a serious health condition. 
 
If a husband and wife both work for the Town and each wish to take leave for the birth of a child, 
adoption or placement of a child in foster care, or to care for a parent (not parent in-law) with a 
serious health condition, the husband and wife together may only take up to a total of 12 weeks 
leave. 
 
An employee taking leave for the birth of a child may use paid sick leave for the period of actual 
disability, based on medical certification.  The employee may then use all paid vacation, accrued 
compensatory time and leave without pay for the remainder of the leave period.  
 
“Military Exigency” is a qualifying exigency arising out of the fact that the employee’s spouse, son, 
daughter, or parent is a military service member (reserve or national guard) under a call or order to 
federal active duty in support of a contingency operation. Qualifying events are: 
 

a) deployment of service member with seven or fewer days’ notice; 
 

b) military ceremonies and events such as family-assistance or informational programs related 
to the family member’s active duty or call to active duty; 

 
c) urgent, immediate childcare or arranging for alternative childcare for the children of service 

members; 
 

d) attending school or daycare meetings relating to the child of service member; 
 

e) making financial or legal arrangements related to a family member’s active duty status or call 
to active duty; 
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f) taking up to five days leave to spend with a covered military member who is on short-term 
temporary rest and recuperation leave during deployment; 

 
g) attending counseling provided by someone other than a health provider for oneself, the 

covered military member, or the child of the military member, the need for which arises from 
the active duty service or call to active duty status or the covered military member; or 

 
h) post-deployment activities for a period of ninety days after the termination of the service 
 member’s active duty status. 

 
Military Caregiver Leave:  An employee whose spouse, son, daughter, parent or next of kin is a 
current service member who is undergoing treatment, therapy, recuperation or outpatient treatment 
or has temporary disability retirement for injury or illness sustained in the line of duty, may be eligible 
for 26 weeks of leave in a single 12-month period.  During a single 12-month period, the employee 
may be eligible for a total of 26 weeks of all types of Leave combined. 
 
The request for the use of leave must be made in writing by the employee and approved by the Town 
Manager. 
 
An employee who takes leave under this policy will return to the same job or a job with equivalent 
status, pay, benefits, and other employment terms.  The position will be the same or one which 
entails substantially equivalent skill, effort, responsibility, and authority. 
 
Section 18. Medical Certification 
 
In order to qualify for leave under this policy, the Town requires medical certification.  This statement 
from the employee's or the family member's physician should include the date when the condition 
began, its expected duration, diagnosis, and brief statement of treatment.  For the employee's own 
health condition, it should state that the employee is unable to perform the essential functions of 
his/her position.  For a seriously ill family member, the certification must include a statement that the 
patient requires assistance and the employee's presence would be beneficial or desirable.  
 
This certification should be furnished at least 30 days prior to the needed leave unless the 
employee's or family member's condition is a sudden one.  The certification should be furnished as 
soon as possible (no longer than 15 days from the date of the employee's request).  The certification 
and request must be made to the department director and filed with the Town Clerk. 
 
The employee is expected to return to work at the end of the time frame stated in the medical 
certification, unless he/she has requested additional time in writing under the Town's Leave Without 
Pay policy. 
 
Section 19.  Retention and Continuation of Benefits 
 
When an employee is on leave under this policy, the Town may continue the employee's health 
benefits during the leave period at the same level and under the same conditions as if the employee 
had continued to work.  If an employee chooses not to return to work for reasons other than a 
continued serious health condition, the Town will require the reimbursement of the amount paid for 
the employee's health insurance premium during the leave period. 
 
Other insurance and payroll deductions are the responsibility of the employee and the employee 

118Section VIII, ItemE.



 

 
43

must make those payments for continued coverage of that benefit by the first of each month. 
 
After using all paid leave for which the employee qualifies, the employee on family leave may use 
Leave without Pay for the remainder of the leave period.  An employee ceases to earn holiday or 
leave credits on the date leave without pay begins. 
 
Section 20.  Leave Without Pay 
 
A full-time or part-time employee may be granted a leave of absence without pay for a period of up 
to twelve (12) months by the Town Manager.  Leave without pay may be granted by the Town 
Manager upon the recommendation of the Department Director.  The leave may be used for reasons 
of personal disability, sickness or disability of immediate family members, continuation of education, 
specific work that will permit the Town to benefit by the experience gained or the work performed or 
for other reasons deemed justified by the Town Manager.  An employee must exhaust all 
compensatory time before being placed on leave without pay status.  
 
The employee shall apply in writing to the supervisor for the leave.  The employee is obligated to 
return to duty within or at the end of the time determined appropriate by the Town Manager.  Upon 
returning to duty after being on leave without pay, the employee shall be entitled to return to the 
same position held at the time leave was granted or to one of like classification, seniority, and pay.  
 
If the employee decides not to return to work, the supervisor shall be notified immediately.  Failure 
to report at the expiration of a leave of absence, unless an extension has been requested and 
granted, shall be considered a resignation.  
 
An employee shall retain all unused vacation and sick leave while on Leave Without Pay.  An 
employee ceases to earn holiday or leave credits on the date leave without pay begins. The 
employee may continue to be eligible for benefits under the Town's group insurance plans at his or 
her own expense, subject to any regulation adopted by the Town and the regulations of the insurance 
carrier.  If the Leave Without Pay is for a circumstance that coincides with other Town policies or 
USERRA then the provisions of those policies will apply.  
 
Section 21. Workers’ Compensation Leave 
 
An employee absent from duty because of sickness or disability covered by the North Carolina 
Workers’ Compensation Act may receive a weekly salary.  An employee may also elect to use 
accrued sick leave, vacation, or compensatory time during the first waiting period of seven days. 
Once Workers’ Compensation benefits begin, the employee may supplement the two thirds 
payments with one third of a day of sick leave, vacation leave, or compensatory time, except that the 
employee may not exceed the regular gross salary amount using this provision.  The employee will 
not be required to reimburse the Town for this paid leave in the event the absence extends beyond 
twenty-one days and the first seven days is paid by workers’ compensation. 
 
Limited Service employees will be placed on leave without pay effective with the date of injury.  Once 
the waiting period is over, workers’ compensation covers two thirds of regular pay. 
 
Any workers’ compensation disability that qualifies under the requirements of any other Town policy 
shall run concurrently with such policy.  An employee on workers’ compensation leave without pay 
may be permitted to continue to be eligible for benefits under the Town's group insurance plans 
during the period of workers’ compensation leave.   
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Other insurance and payroll deductions are the responsibility of the employee and the employee 
must make those payments for continued coverage of that benefit. Any amounts owed are due and 
payable by the first of the month.   
 
An employee shall retain all unused vacation and sick leave while on Workers’ Compensation Leave 
Without Pay.  An employee ceases to earn holiday or leave credits on the date Workers’ 
Compensation Leave without Pay begins. The employee may continue to be eligible for benefits 
under the Town's group insurance plans at his or her own expense subject to the regulations of the 
insurance carrier.  
 
Upon reinstatement, an employee’s salary will be computed on the basis of the last salary earned 
plus any increment or other salary increase to which the employee would have been entitled during 
the disability covered by workers’ compensation. 
 
An employee on workers’ compensation leave may return to work on light or restricted duty after 
obtaining a physician’s statement stating the employee’s ability to do so.  The decision to allow an 
employee back on light duty and to determine the location of the light duty rests with the Town. 
 
Section 22.  Military and other USERRA Leave 
 
The Town will fully comply with the requirements of the 1994 Uniformed Services Employment and 
Re-Employment Rights Act (USERRA) and related federal regulations.  For the purposes of 
USERRA covered employees are the following: 
 

a) Armed Forces Active and Reserve (Army, Navy, Marine Corps, Air Force, Coast Guard) 
 

b) Army National Guard and Air National Guard 
 

c) FEMA’s Disaster Assistance Teams 
 

d) Commissioned Corps of the Public Health Service 
 

e) Military Service Academies 
 

f) Reserve Officer’s Training Corps (ROTC) 
 
Employee taking leave under USERRA shall be eligible to take accumulated vacation leave, accrued 
compensatory time or be placed in a leave without pay status, and the provisions of that leave shall 
apply.  While taking USERRA leave, the employee’s unused leave balances will be retained and any 
seniority-based benefits such as leave accrual rates will continue to accrue.  
 
Employees performing USERRA duty of more than 30 days may elect to continue the Town’s health 
care for up to 24 months but will be responsible for paying the insurance premiums up to 102% of 
the premium costs.  Employees whose USERRA duty is less than 31 days will have their health 
insurance coverage paid as if they were at work with the Town. 
 
Military Training 
 
In addition to complying with the requirements of USERRA, an employee who is a member of the 
National Guard or the Armed Forces Reserve will be allowed ten (10) working days of military training 
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leave annually.  In addition to the compensation received while on military leave, the employee shall 
receive his or her regular base salary compensation that would have been earned during this same 
period as a Town employee.  If such military duty is required beyond this period of ten (10) working 
days, the employee shall be eligible to take accumulated annual leave or be placed on leave-without-
pay status. 
 
If such military duty is required beyond the ten calendar days, the employee shall be eligible to take 
accumulated vacation leave or be placed in a leave without pay status, and the provisions of that 
leave shall apply.  While on military leave, seniority-based benefits such as leave accrual rates shall 
continue to accrue as if the employee was actively at work. Employees on extended military leave 
will remain eligible for health benefits on a voluntary basis, at the employee’s expense for a period 
of 24 months.  
 
Limited Service employees will be granted time off without pay to meet their military reserve or 
National Guard training obligations. 
 
Section 23.  Reinstatement Following Military and other USERRA Service  
 
An employee who volunteers or is called to active duty with the United States military forces, and 
who returns to work in less than five years will be returned to the same or like position he or she 
would have attained with reasonable certainty if not for the absence due to military service, with full 
seniority, status, leave accrual rates and pay as if there had been no break in employment.  A military 
discharge form “DD214” with an honorable discharge must be submitted with the notification of intent 
to return to work. 
 
Time limits for employees to reapply for return to work after release from military service are: 

 
a) less than 31 days absence - employee must report to employer by the next business day. 

 
b) 31 days -180 days absence - notification to the supervisor must be submitted within 14 days. 

 
c) more than 180 days absence - notification to the supervisor must be submitted within 90 

days. 
 
All reporting deadlines are extended for two years if the employee is injured during USERRA service. 
 
Section 24.  Civil Leave 
 
A Town employee called for jury duty or as a court witness for the federal or state governments, or 
a subdivision thereof, shall receive leave with pay for such duty during the required absence without 
charge to accumulated leave.  The employee may keep fees and travel allowances received for jury 
or witness duty in addition to regular compensation; except, that employees must turn over to the 
Town any witness fees or travel allowance awarded by that court for court appearances in connection 
with official duties.  While on civil leave, benefits and leave shall accrue as though on regular duty.  
Employees is court for their own case or appearing voluntarily as a witness in another person’s case 
must use annual leave or leave without pay for their time in court. 
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Section 25.  Parental School Leave    
 
A Town employee who is a parent, guardian, or person standing in loco parentis (in place of the 
parent) may take up to eight hours of paid leave annually to involve him or herself in school activities 
of his or her child(ren).  This leave is subject to the three following conditions: 
 

1) The leave must be taken at a time mutually agreed upon by the employee and the Town; 
 
2) The Town may require the employee to request the leave in writing at least 48 hours prior to 

the time of the desired leave; and 
 
3) The Town may require written verification from the child’s school that the employee was 

involved at the school during the leave time. 
 
Section 26. Voluntary Shared Leave 
 
The Town Manager has the authority to create administrative procedures whereby employees may 
donate vacation to other employees who have major illnesses or need leave to care for family 
members with major illnesses.   
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ARTICLE VIII.  SEPARATION AND REINSTATEMENT 
 
Section 1.  Types of Separations 
 
All separations of employees from positions in the service of the Town shall be designated as one 
of the following types and shall be accomplished in the manner indicated:  resignation, reduction in 
force, disability, voluntary retirement, dismissal, or death. 
   
Section 2.  Resignation 
 
An employee may resign by submitting the reasons for resignation and the effective date in writing 
to the immediate supervisor as far in advance as possible.  In all instances, the minimum notice 
requirement is two calendar weeks.  Failure to provide the minimum notice shall result in forfeiture 
of payment for accumulated vacation unless the notification requirement is waived upon 
recommendation of the department director and approval by the Town Manager.   
 
Three consecutive days of absence without contacting the immediate supervisor or department 
director may be considered to be a voluntary resignation.  Sick leave will only be approved during 
the final two weeks of a notice with a physician's certification or comparable documentation. 
 
Section 3.  Reduction in Force 
 
In the event that a reduction in force becomes necessary, consideration shall be given to the quality 
of each employee's performance, organizational needs, and seniority in determining those 
employees to be retained.  Employees who are separated because of a reduction in force shall be 
given at least two weeks’ notice of the anticipated action. No regular employee shall be separated 
because of a reduction in force while there are Limited Service or probationary employees serving 
in the same class in the department, unless the regular employee is not willing to transfer to the 
position held by the Limited Service or probationary employee.   
 
Section 4.  Disability 
 
The Town will comply with the Americans with Disabilities Act and will make all responsible efforts 
to provide reasonable accommodation to employees who may be or become disabled.   An employee 
who cannot perform the essential duties of a position because of a physical or mental impairment 
may be separated for disability.  Action may be initiated by the employee or the Town.  In cases 
initiated by the employee, such action must be accompanied by medical evidence acceptable to the 
Town Manager.  The Town may require an examination, at the Town's expense, performed by a 
physician of the Town's choice. 
 
Employees who meet the requirements of the North Carolina Local Governmental Employees’ 
Retirement System may qualify for a disability retirement.  Information about this option is available 
from the Retirement System.  
 
Section 5.  Voluntary Retirement 
 
An employee who meets the conditions set forth under the provisions of the North Carolina Local 
Governmental Employees’ Retirement System may elect to retire and receive all benefits earned 
under the retirement plan.  
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Section 6.  Death 
 
Separation shall be effective as of the date of death.  All compensation due shall be paid to the estate 
of the employee. 
 
Section 7.  Dismissal 
 
An employee may be dismissed in accordance with the provisions and procedures of Article IX.  
 
Section 8.  Reinstatement 
 
An employee who is separated because of a reduction in force or who resigns while in good standing 
may be reinstated within one year of the date of separation, upon recommendation of the department 
director, and upon approval of the Town Manager.  An employee who is reinstated in this manner 
shall be re-credited with his or her previously accrued sick leave.   
 
Section 9.  Rehiring 
 
An employee who resigns while in good standing may be rehired with the approval of the Town 
Manager, and may be regarded as a new employee, subject to all of the provisions of rules and 
regulations of this Policy.  An employee in good standing who is separated due to a reduction in 
force shall be given the first opportunity to be rehired in the same or a similar position. 
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ARTICLE IX.  UNSATISFACTORY JOB PERFORMANCE AND DETRIMENTAL PERSONAL  
  CONDUCT 
 
Section 1.  Disciplinary Action for Unsatisfactory Job Performance  
 
A regular employee may be placed on disciplinary suspension, demoted, or dismissed for 
unsatisfactory job performance, if after following the procedure outlined below, the employee's job 
performance is still deemed to be unsatisfactory.  All cases of disciplinary suspension, demotion, or 
dismissal must be approved by the Town Manager prior to giving final notice to the employee. 
 
Section 2.  Unsatisfactory Job Performance Defined 
 
Unsatisfactory job performance includes any aspects of the employee's job which are not performed 
as required to meet the standards set by the department director or Town Manager. 
 
Examples of unsatisfactory job performance include, but are not limited to, the following: 
 

a) demonstrated inefficiency, negligence, or incompetence in the performance of duties; 
 
b) careless, negligent or improper use of Town property or equipment; 

 
c) physical or mental incapacity to perform duties after reasonable accommodation; 

 
d) discourteous treatment of the public or other employees; 

 
e) absence without approved leave; 

 
f) improper use of leave privileges; 

 
g) failure to report for duty at the assigned time and place; 

 
h) failure to complete work within time frames established in the work plan or work standards;    

 
i) failure to meet work standards over a period of time;  

 
j) failure to follow the chain of command to address work-related issues; or 

 
k) failure to maintain certifications required by the job. 

 
Section 3. Communication and Warning Procedures Preceding Disciplinary Action                   
for Unsatisfactory Job Performance  
 
When an employee's job performance is unsatisfactory, or when incidents or inappropriate actions 
warrant, the supervisor shall meet with the employee as soon as possible in one or more counseling 
sessions to discuss specific performance problems.  A brief summary of these counseling sessions 
shall be noted in the employee's file by the supervisor.   
 
An employee whose job performance is unsatisfactory over a period of time should normally receive 
at least two documented warnings, one of which may be in the final written warning, from the 
supervisor before disciplinary action resulting in dismissal is taken by the Town Manager.  In each 
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case, the supervisor should record the dates of discussions with the employee, the performance 
deficiencies discussed, the corrective actions recommended, and the time limits set.  If the 
employee's performance continues to be unsatisfactory, then the supervisor should use the following 
steps: 
 

a) a final written warning from the supervisor serving notice upon the employee that corrected 
performance must take place immediately in order to avoid suspension, demotion, or 
dismissal. 

 
b) if performance does not improve, a written recommendation should be sent to the department 

director and Town Manager for disciplinary action such as suspension, demotion, or 
dismissal.   

 
Disciplinary suspensions are for the purpose of communicating the seriousness of the performance 
deficiency, not for the purpose of punishment, and should not generally exceed three days (24 hours) 
for non-exempt employees. Suspensions for exempt employees shall be for one full work week in 
accordance with FLSA requirements to maintain exempt status. Under FLSA, suspensions of less 
than a week are authorized for major safety violations or infractions of workplace conduct rules 
(detrimental personal conduct).   
 
Demotions are appropriate when an employee has demonstrated inability to perform successfully in 
the current job but shows promise and commitment to performing successfully in a lower level job.  
If no other options are available, dismissal is appropriate. 
 
If after suspension or demotion, the employee’s performance does not reach an acceptable level, 
the employee may be dismissed.  Dismissals are appropriate when the employee has shown he/she 
is unwilling or unable to perform work in a manner that meets the work and conduct standards of the 
Town. 
 
Section 4.  Disciplinary Action for Detrimental Personal Conduct 
 
Normally, the Department Director or Town Manager would place the employee on non-disciplinary 
leave, with or without pay, prior to making a disciplinary determination to allow time to gather facts 
regarding the detrimental personal conduct and make a determination regarding the severity of the 
conduct. 
 
With the approval of the Town Manager, an employee may be placed on disciplinary suspension, 
demoted, or dismissed without prior warning for causes relating to personal conduct detrimental to 
Town service in order to, but not limited to, the following: 
 

a) avoid undue disruption of work; 
 
b) to protect the safety of persons or property; or  

 
c) for other serious reasons. 

 
Disciplinary suspensions should not normally exceed three days (24 hours) for nonexempt 
employees. Suspensions of exempt employees shall be for one full work week in accordance with 
FLSA requirements to maintain exempt status.  
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In exigent circumstances, a department director or designated supervisor may, with or without prior 
approval, suspend employees for the remainder of the work day.  In such cases, the department 
director shall immediately notify the Town Manager.   
 
Section 5.  Detrimental Personal Conduct Defined 
 
Detrimental personal conduct includes behavior of such a serious detrimental nature that the 
functioning of the Town may be or has been impaired; the safety of persons or property may be or 
have been threatened; or the laws of any government may be or have been violated.   
 
Examples of detrimental personal conduct include, but are not limited to, the following: 
 

a) demonstrated dishonesty, fraud or theft; 
 
b) conviction of a felony or the entry of a plea of nolo contendere thereto; 

 
c) falsification of records for personal profit, to grant special privileges, or to obtain employment; 

 
d) willful misuse or gross negligence in the handling of Town funds or personal use of equipment 

or supplies; 
 
e) willful or wanton damage or destruction to property; 

 
f) willful or wanton acts that endanger the lives and property of others; 

 
g) possession of unauthorized firearms or other lethal weapons on the job; 

 
h) brutality in the performance of duties; 

 
i) reporting to work under the influence of alcohol or drugs or partaking of such while on duty.  

Prescribed medication may be taken within the limits set by a physician as long as medically 
necessary; 

 
j) engaging in incompatible employment or serving a conflicting interest; 

 
k) requesting or accepting of gifts in exchange for favors or influence; 

 
l) engaging in political activity prohibited by this Policy; 

 
m) harassment of an employee and/or the public on the basis of sex or any other protected class 

status;  
 
n) harassment of an employee or the public with threatening or obscene language and/or 

gestures or any incidence of workplace violence; 
 
o) stated refusal to perform assigned duties, flagrant violation of work rules and regulations, or           

serious malfeasance of work; or 
 

p) violation of any specific policy in the Personnel Policy. 
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Section 6.  Pre-Dismissal Conference 
 
Before dismissal action is taken, whether for failure in personal conduct or failure in performance of 
duties, the department director or Town Manager (in the case of disciplinary action of a department 
director) will conduct a pre-dismissal conference.  At this conference, the employee may present any 
response to the proposed dismissal to the department director.  The department director will consider 
the employee's response, if any, to the proposed dismissal, and will, within three working days 
following the pre-dismissal conference, notify the employee in writing of the final decision after 
obtaining approval of the decision from the Town Manager.  If the employee is dismissed, the notice 
shall contain a statement of the reasons for the action and the employee's appeal rights.   
 
Section 7.  Non-Disciplinary Leave 
 
During the investigation, hearing, or trial of an employee on any criminal charge, or during an 
investigation related to alleged detrimental personal conduct, or during the course of any civil action 
involving an employee, when removal from the workplace would, in the opinion of the department 
director or Town Manager, be in the best interest of the Town, the department director with approval 
of the Town Manager may place the employee on leave for part or all of the proceedings as a non-
disciplinary action.  In such cases, the Town may:   
 

a) temporarily relieve the employee of all duties and responsibilities and place the employee on 
paid or unpaid leave for the duration of the leave, or 

 
b) temporarily assign the employee new duties and responsibilities and allow the employee to 

receive such compensation as is in keeping with the new duties and responsibilities. 
 

If the employee is returned to regular duty following the leave such employee shall not lose any 
compensation or benefits to which otherwise the employee would have been entitled had the leave 
not occurred.  If the employee is terminated following leave under this section, the employee shall 
not be eligible for any pay from the date of leave; provided, however, all other benefits with the 
exception of accrued vacation and sick leave shall be maintained during the period of leave. 
 
Section 8.  Name-Clearing Hearing 
 

Following the decision to dismiss or demote an employee, including a probationary employee, the 
employee shall be afforded an opportunity for a name-clearing hearing.  If requested by the 
employee, a time and date for the hearing will be established such that the hearing takes place prior 
to the release of any negative or stigmatizing information about the employee that could inhibit future 
employment.  The employee may invite anyone the employee wishes to invite (including the media) 
to the hearing.  At this name-clearing hearing, the employee may present any response to 
information that the employee believes to be false and/or stigmatizing to the employee’s reputation 
with respect to his or her work performance or the reasons for the dismissal or demotion.  The name-
clearing hearing must be requested within five business days following the decision to dismiss or 
demote the employee.  

Any written comments submitted by the demoted or dismissed employee will be placed in the 
employee’s personnel file, and a copy will be provided to anyone who requests the termination letter 
on that employee.  In lieu of actually attending the hearing, the employee may submit written 
comments and they will be placed in the file just as if the employee had presented them at the 
scheduled hearing.  If the employee speaks at the hearing but does not provide written comments, 
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the person conducting the hearing shall take notes and place a copy of the notes in the employee’s 
personnel file, and a copy will be provided to anyone who requests the termination letter on that 
employee.  There is no requirement for the hearing officer to respond in any way to the comments 
of the demoted or dismissed employee at the hearing.  The name clearing hearing is not a substitute 
for, or a second opportunity for, a pre-termination hearing at which the employee may contest the 
proposed disciplinary action.  Information presented at the name clearing hearing will not be used 
by the Town to reconsider the disciplinary action.  
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ARTICLE X.  GRIEVANCE PROCEDURE 
 
Section 1.  Policy 
 
It is the policy of the Town to provide a just procedure for the presentation, consideration, and 
disposition of employee grievances.  The purpose of this article is to outline the procedure and to 
assure all employees that a response to their complaints and grievances will be prompt and fair.  
 
Employees utilizing the grievance procedure shall not be subjected to retaliation or any form of 
harassment from supervisors or employees for exercising their rights under this Policy.  Supervisors 
or other employees who violate this policy shall be subject to disciplinary action up to and including 
dismissal from Town service. 
 
Section 2.  Grievance Defined 
 
A grievance is a claim or complaint by a current or a former employee based upon an event or 
condition, which affects the circumstances under which an employee works, allegedly caused by 
misinterpretation, unfair application, or lack of established policy pertaining to employment 
conditions. 
 
Section 3.  Purposes of the Grievance Procedure 
 
The purposes of the grievance procedure include, but are not limited to: 
 

a) providing employees with a procedure by which their complaints can be considered promptly, 
fairly, and without reprisal; 

 
b) encouraging employees to express themselves about the conditions of work which affect 

them as employees; 
 
c) promoting better understanding of policies, practices, and procedures which affect 

employees; 
 
d) increasing employees' confidence that personnel actions taken are in accordance with 

established, fair, and uniform policies and procedures;  
 
e) increasing the sense of responsibility exercised by supervisors in dealing with their 

employees; 
 
f) encouraging conflicts to be resolved between employees and supervisors who must maintain 

an effective future working relationship, and therefore, encouraging conflicts to be resolved 
at the lowest level possible of the chain of command; and 

 
g) creating a work environment free of continuing conflicts, disagreements, and negative 

feelings about the Town or its leaders, thus freeing up employee motivation, productivity, and 
creativity. 
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Section 4.  Grievance Procedure  
 
When an employee has a grievance, the following successive steps are to be taken unless otherwise 
provided.  The number of calendar days indicated for each step should be considered the maximum, 
unless otherwise provided.  Every effort should be made to expedite the process.  However, the time 
limits set forth may be extended by mutual consent.  The last step initiated by an employee shall be 
considered to be the step at which the grievance is resolved.  A decision to rescind a disciplinary 
suspension, demotion or dismissal must be approved by the Town Manager before the decision 
becomes effective. 
 
Representation:  An employee may be accompanied and assisted by a representative of his or her 
choosing in attempting to resolve the grievance.  
 
Informal Resolution.  Prior to the submission of a formal grievance, the employee and supervisor 
should meet to discuss the problem and seek to resolve it informally.  Either the employee or the 
supervisor may involve the Town Manager as a resource to help resolve the grievance.  In some 
instances, if both parties agree, and with the approval of the Town Manager, the parties may request 
mediation assistance from a neutral party to assist in identifying mutually agreeable solutions or 
understandings. Mediation may be used at any step in the process.  The deadlines contained in this 
section are intended to be used as guidelines. 
 
Step 1.  If no resolution to the grievance is reached informally, the employee who wishes to pursue 
a grievance shall present the grievance to the appropriate supervisor in writing.  The grievance must 
be presented within fifteen calendar days of the event or within fifteen calendar days of learning of 
the event or condition.  The supervisor shall generally respond to the grievance within ten calendar 
days after receipt of the grievance.  The supervisor should, and is encouraged to, consult with any 
employee of the Town in order to reach a correct, impartial, fair and equitable determination or 
decision concerning the grievance. Any employee consulted by the supervisor is required to 
cooperate to the fullest extent possible.   
 
The response from the supervisor for each step in the formal grievance process shall be in writing 
and signed by the supervisor.  In addition, the employee shall sign a copy to acknowledge receipt 
thereof.  The responder at each step shall send copies of the grievance and response to the Town 
Manager. 
 
Step 2.  If the grievance is not resolved to the satisfaction of the employee by the supervisor, the 
employee may appeal, in writing, to the appropriate Department Head within ten calendar days after 
receipt of the response from Step 1.  The Department Head shall respond to the appeal, stating the 
determination of decision within ten calendar days after receipt of the appeal.    
  
Step 3.  If the grievance is not resolved to the satisfaction of the employee at the end of Step 2, the 
employee may appeal, in writing, to the Town Manager within ten calendar days after receipt of the 
response from Step 3.  The Town Manager shall respond to the appeal, stating the determination of 
decision within ten calendar days after receipt of the appeal.  The Town Manager's decision shall be 
the final decision.  The Town Manager would notify the Town Board of Aldermen of any impending 
legal action.  
 
Department Directors.  In the case of department directors or other employees where the Town 
Manager has been significantly involved in determining disciplinary action, including dismissal, the 
Town may wish to obtain a neutral outside party to either: 
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a) provide mediation between the grieving department director and the Town Manager (see 
definition of mediation in “informal resolution” above); or  

 
b) consider an appeal and make recommendations back to the Town Manager concerning the 

appeal.  Such parties might consist of human resource professionals, attorneys trained in 
mediation, mediators, or other parties appropriate to the situation. 

 
The Town Manager’s decision shall be the final decision. The Town Manager will notify the Town 
Council of any impending legal action. 
 
Section 5.  Grievance and Adverse Action Appeal Procedure for Discrimination 
 
When an employee, former employee, or applicant, believes that any employment action 
discriminates (i.e. is based on an individual’s race, religion, color, sex, national origin, sexual 
orientation, age, veteran status, marital status, political affiliation, non-disqualifying disability, genetic 
information, or on the basis of actual or perceived gender as expressed through dress, appearance 
or behavior), he or she has the right to appeal such action using the grievance procedure outlined in 
this Article.  While such persons are encouraged to use the grievance procedure, they shall also 
have the right to appeal directly to the Town Manager.   
 
Employment actions subject to appeal because of discrimination include promotion, training, 
classification, pay, disciplinary action, transfer, layoff, failure to hire, or termination of employment.  
An employee or applicant should appeal an alleged act of discrimination within thirty (30) calendar 
days of the alleged discriminatory action.   
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ARTICLE XI.  RECORDS AND REPORTS 
 
Such personnel records as are necessary for the proper administration of the personnel system will 
be maintained by the Town Manager.  The Town shall maintain in personnel records only information 
that is necessary and relevant to accomplishing legitimate personnel administration needs. 
 
Section 1.  Public Information 
 
In compliance with North Carolina GS 160A-168, the following information with respect to each Town 
employee is a matter of public record:   
 

a) name;  
 
b) age;  

 
c) date of original employment or appointment to the service;  

 
d) the terms of any contract by which the employee is employed whether written or oral, past 

and current, to the extent that the Town has the written contract or a record of the oral contract 
in its possession;  

 
e) current position title;  

 
f) current salary;  

 
g) date and amount of each increase or decrease in salary with the Town;  

 
h) date and type of each promotion, demotion, transfer, suspension, separation, or other change 

in position classification with the Town; 
 
i) date and general description of the reasons for each promotion with the Town; 

 
j) date and type of each dismissal, suspension, or demotion for disciplinary reasons taken by 

the Town.  If the disciplinary action was a dismissal, a copy of the written notice of the final 
decision of the Town setting forth the specific acts or omissions that are the basis of the 
dismissal; and  

 
k) the office to which the employee is currently assigned.   

 
Any person may have access to this information for the purpose of inspection, examination, and 
copying, during regular business hours, subject only to such rules and regulations for the 
safekeeping of public records as the Town may adopt.  An individual examining a personnel record 
may copy the information. The cost of photocopying may be assessed to the individual who requests 
the copies. 
 
For the purposes of this subsection, the term “salary” includes pay, benefits, incentives, bonuses, 
deferred and all other forms of compensation paid by the Town. 
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Section 2.  Access to Confidential Records 
 
All information contained in a Town employee's personnel file, other than the information mentioned 
above is confidential and shall be open to inspection only in the following instances: 

 
a) the employee or his/her duly authorized agent may examine all portions of his/her personnel 

file except letters of reference solicited prior to employment, and information concerning a 
medical disability, mental or physical, that a prudent physician would not divulge to the 
patient; 

 
b) a licensed physician designated in writing by the employee may examine the employee's 

medical record; 
 
c) a Town employee having supervisory authority over the employee may examine all material 

in the employee's personnel file; 
 
d) by order of a court of competent jurisdiction, any person may examine all material in the 

employee's personnel file; 
 
e) an official of an agency of the State or Federal Government, or any political subdivision of 

the State, may inspect any portion of a personnel file when such inspection is deemed by the 
Town Manager to be necessary and essential to the pursuit of a proper function of the 
inspecting agency, but no information shall be divulged for the purpose of assisting in a 
criminal prosecution of the employee, or for the purpose of assisting in an investigation of the 
employee's tax liability.  However, the official having custody of the personnel records may 
release the name, address, and telephone number from a personnel file for the purpose of 
assisting in a criminal investigation; 

 
f) an employee may sign a written release to be placed in his/her personnel file that permits the 

record custodian to provide, either in person, by telephone, or by mail, information specified 
in the release to prospective employers, educational institutions, or other persons specified 
in the release; 

 
g) the Town Manager, with the concurrence of the Board of Aldermen, may inform any person 

of the employment, non-employment, promotion, demotion, suspension or other disciplinary 
action, reinstatement, transfer, or termination of a Town employee, and the reasons for that 
action. Before releasing that information, the Town Manager shall determine in writing that 
the release is essential to maintaining the level and quality of Town services.  The written 
determination shall be retained in the Town Manager's office, is a record for public inspection, 
and shall become a part of the employee's personnel file. 

 
Each individual requesting access to confidential information will be required to submit satisfactory 
proof of identity. 
 
The Board of Aldermen shall establish procedures for all personnel files containing information other 
than the public information mentioned above whereby an employee who objects to material may 
place in the file a statement relating to the material. 
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Section 3.  Personnel Actions 
 
The employee designated with responsibility for performing human resources functions, with the 
approval of the Town Manager, will prescribe necessary forms and reports for all personnel actions 
and will retain records necessary for the proper administration of the personnel system.  There shall 
be one set of official personnel files, centrally located as designated by the Town Manager.  Any 
document not located there is not an official part of that employee’s personnel record. These files 
shall contain documents such as employment applications and related materials, records of 
personnel actions, documentation of employee warnings, disciplinary actions, performance 
evaluations, retirement, letters of recommendation, and other personnel-related documents.  
 
Section 4. Records of Former Employees 
 
The provisions for access to records apply to former employees as they apply to present employees. 
 
Section 5.  Remedies of Employees Objecting to Material in File 
 
An employee who objects to material in his/her file may place a statement in the file relating to the 
material considered to be inaccurate or misleading. In accordance with established grievance 
procedures, the employee may seek to have a record of upheld grievances relating to personnel 
records placed in the file and/or may seek removal of material in the file contingent upon approval of 
the North Carolina Department of Cultural Resources. 
 
Section 6.  Penalties for Permitting Access to Confidential Records 
 
Section 160A-168 of the General Statues provides that any public official or employee who knowingly 
and willfully permits any person to have access to any confidential information contained in an 
employee personnel file, except as expressly authorized by the designated custodian, is guilty of a 
misdemeanor and upon conviction shall be fined in an amount consistent with the General Statutes. 
 
Section 7.  Examining and/or Copying Confidential Material without Authorization 
 
Section 160A-168 of the General Statutes of North Carolina provides that any person, not specifically 
authorized to have access to a personnel file designated as confidential, who shall knowingly and 
willfully examine in its official filing place, remove or copy any portion of a confidential personnel file 
shall be guilty of a misdemeanor and upon conviction shall be fined consistent with the General 
Statutes. 
 
Section 8.  Destruction of Records Regulated 
 
No public official may destroy, sell, loan, or otherwise dispose of any public record, except in 
accordance with NC General Statute 121.5, without the consent of the North Carolina Department 
of Cultural Resources.  Whoever unlawfully removes a public record from the office where it is usually 
kept, or whoever, alters, defaces, mutilates or destroys it will be guilty of a misdemeanor and upon 
conviction will be fined in an amount provided in NC General Statute 132.3. 
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ARTICLE XII.  IMPLEMENTATION OF POLICIES 

Section 1. Conflicting Policies Repealed 

All policies, ordinances, or resolutions that conflict with the provisions of these policies are hereby 
repealed. 

Section 2. Separability 

If any provision of these policies or any rule, regulation, or order hereunder of the application of such 
provision to any person or circumstances is held invalid, the remainder of these policies and the 
application of such remaining provisions of these policies of such rules, regulations, or orders to 
persons or circumstances other than those held invalid will not be affected thereby. 

Section 3.  Amendments 

This policy may be amended by action of the Board of Aldermen and by resolution appropriately 
approved. Any revisions or amendments adopted in conformance with this procedure shall become 
effective as of the date of such adoption.  

Notice of any amendment to the policy or any portion thereof, shall be provided to employees. 
Adopted amendments should be posted on bulletin boards, in employee work locations and/or in 
employee newsletters.   

ADOPTED BY RESOLUTION THIS the _______ day of ______________, 2020 

Originally adopted 8/5/10  
Amended 11/4/10  
Amended1/4/12 
Amended 9/3/15  
Amended 6/2/16
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Established 1990 Chief William K. Younginer 
 
 
 

Memo: Golf cart 
 

On May 16th the parking committee met and discussed many items one of which was the Golf 
Cart Ordinance. 

 
The proposal from the parking committee and myself is to repeal the current ordinance. This 
would then allow golf carts to operate only by the State Statute. The State allows street legal 
golf carts, those with registration and tags, to operate on 35mph or less roadways and to cross 
other roads in a direct manner. With this change, golf carts will be easier to trace to an owner 
when violations occur. The Parking Vendor stated that they will notify golf cart rental 
companies about the change and when a parking citation is issued they will send an email to the 
company so that the company can settle with the renter when the cart is turned in, as the 
citation would go to the company. 

 
We have less than 10 carts registered and those registrations end on June 30th. 

 
 

William K. Younginer 
Chief of Police 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2008 Loggerhead Court  -{-- North Topsail Beach, NC 28460  -{-- Phone (910) 328-0042  -{-- Fax (910) 328-1943 
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 NTB is an equal opportunity provider and employer. 

 
ORDINANCE 2023-02 REPEALING ARTICLE XI UNDER CHAPTER 6 OF THE TOWN OF 

NORTH TOPSAIL BEACH CODE OF ORDINANCES REGARDING  
REGULATION OF GOLF CARTS 

 
 
 WHEREAS, Article XI (Regulation of Golf Carts) under Chapter 6 (Public Safety) of 
the Town’s Code of Ordinances regulates the operation of golf carts on any public street or road 
within the Town; and 
 
 WHEREAS, the Parking Committee and Police Chief in a review of Article XI on May 
16, 2023, noted that it is dependent on golf cart owners registering golf carts with the Town as a 
tracking mechanism for violations and citations. Currently the Town has only ten registered golf 
carts on file which all expire June 30, 2023; and 
 
 WHEREAS, the State of North Carolina law regulating golf carts requires owners to 
register and place tags on the carts thus providing a way to trace the owner when violations 
occur; and 
 
 WHEREAS, utilizing state law rather than the local ordinance provides direct and 
current access to owner information for violations and issuance of citations. It also allows for the 
identification of a rental cart provided by a vendor so that the rental company is issued the 
parking citation to settle the matter with the renter when the cart is turned in. 
 
 NOW, THEREFORE, BE IT ORDAINED BY THE BOARD OF ALDERMEN 
THAT: 
 
Section 1.  Article XI (Regulations of Golf Carts) under Chapter 6 (Public Safety) of the Code of 
Ordinances for the Town of North Topsail Beach to include Sections 6-166 through 6-176 is 
hereby repealed in its entirety. 
 
Section 2.   Severability. It is the intention of the Board of Aldermen that the sections, 
paragraphs, sentences, clauses and phrases of this ordinance are severable and if any phrase, 
clause, sentence, paragraph or section of this ordinance shall be declared unconstitutional or 
otherwise invalid by the valid judgment or decree of any court of competent jurisdiction, such 
unconstitutionality or invalidity shall not affect any of the remaining phrases, clauses, sentences, 
paragraphs and sections of this ordinance, since they would have been enacted by the Board of 
Aldermen without the incorporation in this ordinance of any such unconstitutional or invalid 
phrase, clause, sentence, paragraph or section.  

138Section X, ItemB.



Page 2 of 2                                                                                              Town of North Topsail Beach                                                                              
        Board of Alderman Workshop 3.14.2023  
 
 
 Effective this 5th day of July 2023. 
 
 
 
 
 
____________________________________ 
Joann McDermon, Mayor 
 
 
 
 
 
 
ATTEST:____________________________ 
                Nancy Avery, Interim Town Clerk 
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BOARD OF ALDERMEN  
AGENDA ITEM 

JULY 5, 2023 

ISSUE: Budget Amendment 2023-24.1 

PRESENTED BY: Caitlin Elliott, Finance Officer 

DEPARTMENT: Administration Department 
 
 
Background:  This Budget Amendment is to reallocate monies from Contingency to 

the Administration Department for the purpose of adding a new 
position, Project Facilitator/Code Enforcement Officer. This position will 
report to the Town Manager.  

 This Amendment also includes moving the part-time Code Enforcement 
Officer position from the Planning Department to the Administration 
Department.  

Attachments:   Budget Amendment 2023-24.1 

Recommendation: Approve Amendment as recommended 

Action Needed:  Yes 

Suggested Motion: “I, _______, make a motion to approve Budget Amendment 2023-24.1 
as presented.” 

Funds:   10 

Follow Up:    Finance Officer 
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DEPARTMENT NO:

420 122,303.00$           

122,303.00$           

490  $             23,683.00 

999  $             98,620.00 

122,303.00$           

ORIGINAL BUDGET 7/1/2023

Budget Amendment  1 7/5/2023 Fund 10 Dept to Dept Amendment

changes are recommended to ensure a balanced statement for Fiscal Year 2023-2024.

The Finance Officer has performed a thorough analysis of the Revenues and has determined that the following

PLANNING {Salaries and FICA}

7,591,075.78$           

-$                           

New Budget Ordinance for FY 23-24 7,591,075.78$           

Section 3:   Copies of the budget ordinance amendment shall be furnished to the Town Clerk, the Council, the Budget Officer, and

                                 the Finance Officer for their direction.

        Adopted this 5th day of July 2023.

Motion made by ___________________________,  2nd by ____________________________

VOTE:  ___ FOR    ___  AGAINST      ___ ABSENT

JOANN MCDERMON, MAYOR CAITLIN ELLIOTT, FINANCE OFFICER

CONTINGENCY

   Total Expenditures

   Total Expenditures

This amendment will result in an increase to the following departments:

ADMINISTRATION

The purpose of this budget amendment is to appropriate funds for new Project Facilitator/Code Enforcement position and movement of part-time Code 

Enforcement Offcer position.

Section 2:   To amend the General Fund estimated expenditures with decreases as follows:

BE IT ORDAINED by the Governing Board for the Town of North Topsail Beach, North Carolina 

 that the following amendment be made to the annual budget ordinance for the fiscal year ending June 30, 2024:

 Section 1:   To amend the General Fund appropriations with increases as follows:

ACCOUNT

SALARIES, FICA, RETIREMENT, INSURANCE

TOWN OF NORTH TOPSAIL BEACH

2008 Loggerhead Court

North Topsail Beach, NC 28460

FISCAL YEAR 2023-2024

AMENDMENT TO THE BUDGET ORDINANCE

BA 2023-24.1
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BOARD OF ALDERMEN  
AGENDA ITEM 

JULY 5, 2023 

ISSUE: Budget Amendment 2023-24.2 

PRESENTED BY: Caitlin Elliott, Finance Officer 

DEPARTMENT: Fire Department 
 
 
Background:  This Budget Amendment is to reallocate monies from Contingency to 

the Fire Department for the purpose of adding four new seasonal, 
temporary part-time Firefighter/EMTs.   

Attachments:   Budget Amendment 2023-24.2 

Recommendation: Approve Amendment as recommended 

Action Needed:  Yes 

Suggested Motion: “I, _______, make a motion to approve Budget Amendment 2023-24.2 
as presented.” 

Funds:   10 

Follow Up:    Finance Officer 
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DEPARTMENT NO:

690 92,250.00$             

92,250.00$             

999  $             92,250.00 

92,250.00$             

ORIGINAL BUDGET 7/1/2023

Budget Amendment  1 7/5/2023 Fund 10 Dept to Dept Amendment

JOANN MCDERMON, MAYOR CAITLIN ELLIOTT, FINANCE OFFICER

7,591,075.78$           

-$                           

New Budget Ordinance for FY 23-24 7,591,075.78$           

Section 3:   Copies of the budget ordinance amendment shall be furnished to the Town Clerk, the Council, the Budget Officer, and

                                 the Finance Officer for their direction.

        Adopted this 5th day of July 2023.

Motion made by ___________________________,  2nd by ____________________________

VOTE:  ___ FOR    ___  AGAINST      ___ ABSENT

CONTINGENCY

   Total Expenditures

The Finance Officer has performed a thorough analysis of the Revenues and has determined that the following

changes are recommended to ensure a balanced statement for Fiscal Year 2023-2024.

   Total Expenditures

This amendment will result in an increase to the following departments:

FIRE

The purpose of this budget amendment is to appropriate funds for four new seasonal, temporary part-time Firefighter/EMT positions.

Section 2:   To amend the General Fund estimated expenditures with decreases as follows:

BE IT ORDAINED by the Governing Board for the Town of North Topsail Beach, North Carolina 

 that the following amendment be made to the annual budget ordinance for the fiscal year ending June 30, 2024:

 Section 1:   To amend the General Fund appropriations with increases as follows:

ACCOUNT

SALARIES and FICA

TOWN OF NORTH TOPSAIL BEACH

2008 Loggerhead Court

North Topsail Beach, NC 28460

FISCAL YEAR 2023-2024

AMENDMENT TO THE BUDGET ORDINANCE

BA 2023-24.2
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