Shallotte Board of Aldermen Work Session Agenda
September 30, 2025 at 5:15 PM
Meeting Chambers — 110 Cheers Street

VI.

CALL TO ORDER

CONFLICT OF INTEREST

1. Statement

AGENDA AMENDMENTS & APPROVAL OF AGENDA
CONSENT AGENDA

A. Refund of Sewer Development Fee to Logan Homes

B. GFWC North Carolina International Day of Service to End Domestic and Sexual Violence in
the Town of Shallotte

C. Fire Prevention Week Proclamation
POLICIES
A. Personnel Policy
B. New/Updated Policies

1. Time Clock

2. Uniform

3. SPOT Award

4. Technology & Social Media
PUBLIC HEARING
1. Collector Street Plan Adoption

1. Motion to open public hearing
2. Public Comments/Questions
3. Motion to close public hearing
4. Board Comments-Questions

5. Consider a motion to approve Resolution 25-09 adopting the 2025 Town of Shallotte
Collector Street Plan




VIl. DISCUSSION
1. Planning Conversation
2. Price Landing

Vill. ADJOURN
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Town of Shallotte Board of Aldermen Conflict of Interest Statement

Taking into consideration the general statute below and the items described on this month’s agenda, does any
member of the Board of Aldermen or staff have any potential conflicts of interest that should be addressed by
the Board at this time? If so, please make those concerns known now.

8§ 160D-109. Conflicts of interest.

(a) Governing Board. — A governing board member shall not vote on any legislative decision regarding a
development regulation adopted pursuant to this Chapter where the outcome of the matter being considered is
reasonably likely to have a direct, substantial, and readily identifiable financial impact on the member. A
governing board member shall not vote on any zoning amendment if the landowner of the property subject to a
rezoning petition or the applicant for a text amendment is a person with whom the member has a close familial,
business, or other associational relationship.

(b) Appointed Boards. — Members of appointed boards shall not vote on any advisory or legislative decision
regarding a development regulation adopted pursuant to this Chapter where the outcome of the matter being
considered is reasonably likely to have a direct, substantial, and readily identifiable financial impact on the
member. An appointed board member shall not vote on any zoning amendment if the landowner of the property
subject to a rezoning petition or the applicant for a text amendment is a person with whom the member has a
close familial, business, or other associational relationship.

(c) Administrative Staff. — No staff member shall make a final decision on an administrative decision required
by this Chapter if the outcome of that decision would have a direct, substantial, and readily identifiable financial
impact on the staff member or if the applicant or other person subject to that decision is a person with whom the
staff member has a close familial, business, or other associational relationship. If a staff member has a conflict
of interest under this section, the decision shall be assigned to the supervisor of the staff person or such other
staff person as may be designated by the development regulation or other ordinance.

No staff member shall be financially interested or employed by a business that is financially interested in a
development subject to regulation under this Chapter unless the staff member is the owner of the land or
building involved. No staff member or other individual or an employee of a company contracting with a local
government to provide staff support shall engage in any work that is inconsistent with his or her duties or with
the interest of the local government, as determined by the local government.

(d) Quasi-Judicial Decisions. — A member of any board exercising quasi-judicial functions pursuant to this
Chapter shall not participate in or vote on any quasi-judicial matter in a manner that would violate affected
persons' constitutional rights to an impartial decision maker. Impermissible violations of due process include,
but are not limited to, a member having a fixed opinion prior to hearing the matter that is not susceptible to
change, undisclosed ex parte communications, a close familial, business, or other associational relationship with
an affected person, or a financial interest in the outcome of the matter.

(e) Resolution of Objection. — If an objection is raised to a board member's participation at or prior to the
hearing or vote on a particular matter and that member does not recuse himself or herself, the remaining
members of the board shall by majority vote rule on the objection.

(F) Familial Relationship. — For purposes of this section, a "close familial relationship™ means a spouse, parent,
child, brother, sister, grandparent, or grandchild. The term includes the step, half, and in-law relationships.
(2019-111, s. 2.4; 2020-3, s. 4.33(a); 2020-25, s. 51(a), (b), (d).)
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Town of Shallotte

ACTION AGENDA ITEM
2025
TO: BOARD OF ALDERMEN ACTION ITEM #:
MEETING DATE: 9/30/2025
FROM: Isaac Norris Jr CPA Finance Director DATE SUBMITTED: 9/10/2025
ISSUE/ACTION REQUESTED: The Board of Aldermen PUBLIC HEARING: YES

needs to approve a refund of sewer development fee that was
paid due to a miscalculation in number of bedrooms.

BACKGROUND/PURPOSE OF REQUEST: The house that was supposed to be built with 4 bedrooms by
the developer was changed to a 3-bedroom house. (See letter from Logan Homes attached). They paid the
fee for a 4-bedroom house and are requesting the difference back.

— S—
FISCAL IMPACT:

BUDGET AMENDMENT REQUIRED: YES a®»

CAPITAL PROJECT ORDINANCE REQUIRED: YES (No>

PRE-AUDIT CERTIFICATION REQUIRED: YES o>

REVIEWED BY DIRECTOR OF FISCAL OPERATIONS @ NO

—

CONTRACTS/AGREEMENTS:

REVIEWED BY TOWN ATTORNEY: YES NG

-

ADVISORY BOARD RECOMMENDATION: N/A

TOWN MANAGER’S RECOMMENDATION: Recommend that the contract be approved. 1/1/1/08

FINANCE RECOMMENDATION: Recommend that the contract be approved. —fvJ~
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ATTACHMENTS: Letter from Logan Homes and copy of receipt of original payment of 8,548.00.

APPROVED:

DENIED:

DEFERRED
UNTIL:

OTHER:

L]

ACTION OF THE BOARD OF ALDERMEN

ATTEST: CLERK TO THE BOARD

SIGNATURE

PAGE 2
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G0 GREGORY ROAD, SUITE NO.1
BELVILLE, NORTH CAROLINA 28461
P 800-761-4707

9/10/25

To Whom It May Concern:
Regarding lot 126- 4688 Swimming Lane

Due to delays in our drafting process to create the Grandview house, we had to change the house to an
existing house, that we had already created, the Birch. In the process of the change, the house was originally a
4 bedroom and the Birch is only a 3 bedroom. We had paid the System Development fees for a 4 bedroom,
and are doing a 3 bedroom, can we please have a refund of the extra bedroom paid for this project, minus any
fee's accrued to the Town of Shallotte.

If you have any additional questions, please feel free to contact me directly at 910-332-3785.

Thank you for your assistance in this matter.

Please send the refund to
Logan Developers Inc.
60 Gregory Rd. Ste. 1
Belville, NC 28451

N AP
N,

NANCY MELTON
PRE CONSTRUCTION OPERATIONS

60 GREGORY ROAD, SUITE 1
BELVILLE, [NC 23451

0O 9103323785

LOGANHOMES.COM
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Town of Shallotte
Water/Sewer Fee
Worksheet

i Date:

- 8/1/2025 -
|Appl|cant Name

ILogan DeveIOperslnc Nancyf!‘;{lelton
14688 Swimming Ln
I213.1805_0_ _____

Summers Walk Phase 1. Lot 126

\Water/Sewer Customer Name: Logan Developers Inc - Nancy Melton
Mailing Address
(if different from physical):

|PhyS|caI Address ]
\Tax Parcel Number

'Subdivision, Section, anideot

60 Gregory Rd. Ste 1 Beville, NC 28451

Number of Bedrooms: 4 -
Number of Units 1 -
WQ Number: 43083
Residential
SEWER
Sewer Tap/Connection Gravity Sewer | $ N 2,500.00
System Development Fees 4 Bedrooms | | 3 o ~ 6,048.00
ASSESSMENTS
Wildwood Village NA|S o
Shallotte Point o - NA | $ om
Lightwood Lane . - NASY =
Frontage Rd/ Forest St Ext. NA | $ -
OTHER
Off-side taps on State Roads NS -
Drlveway Permlt - ~ TownRoad $ - B - 60 OO_
Zoning Compliance Permit Yes | § ~100.00
TOTAL
B Payable to Town of Shrallotte for Sewer_Fund $ _ ) 8,548.00
Payable to Town of Shallotte for General Fund: | $ - 160.00
- ~ TotalDue: $ ~ 8,708.00
Notes } ‘ - - -
1 Add|t10nal fees related to waterlsewer account deposns and credlt checke may apply
Prepared by: Approved by: 9/10/2025

eI




Town of Shallotte

PO Box 2287

Shallotte, NC 28459

(910) 754-4032

Receipt: 15247-19

Date: 8/4/2025 3:30:48 PM

Sservice App
2026 67
LOGAN DEVELOPERS INC
4688 SWIMMING LN
Balance bDue: $0.00

Total Paid:

Check 43673
LOGAN DEVELOPERS INC

Total Tendered:

Change Due:

$8,548.00

$8,548.00
$8,548.00

$8,548.00
$0.00
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PROCLAMATION FOR GFWC INTERNATIONAL DAY OF SERVICE
Office of Mayor — Town of Shallotte

DESIGNATING SATURDAY, SEPTEMBER 27, 2025, AS
"GFWC SOUTH BRUNSWICK WOMAN'S ISLAND CLUB”
INTERNATIONAL DAY OF SERVICE
TO END DOMESTIC & SEXUAL VIOLENCE" IN THE STATE OF NORTH CAROLINA

WHEREAS, the General Federation of Women’s Clubs (GFWC) is a 135 year-old international
federation of women’s clubs with more than 63,000 members and is dedicated to community
improvement by enhancing the lives of others through volunteer service; and

WHEREAS, domestic and sexual violence includes but is not limited to verbal, physical,
emotional, mental, and sexual abuse; and

WHEREAS, GFWC focus areas are diverse and include campus sexual assault, child abuse,
elder abuse, human trafficking, intimate partner violence, military sexual assault, teen dating
violence, and violence against Native American women; and

WHEREAS, the GFWC International Day of Service, September 27, 2025, is a day in which all
of GFWC comes together in service to combat domestic and sexual violence; and

WHEREAS, The GFWC NC SOUTH BRUNSWICK ISLANDS WOMAN'S CLUB, based in
Shallotte, NC, is an active member of the General Federation of Women'’s Clubs.

WHEREAS, GFWC NC SOUTH BRUNSWICK ISLAND’S WOMANS CLUB will bring awareness
to Domestic Violence on September 27, 2025, GFWC's International Day of Service.

WHEREAS, GFWC NC SOUTH BRUNSWICK ISLANDS WOMAN'S CLUB has partnered with
HOPE HARBOR HOME, Brunswick County’s only domestic & sexual violence organization to
“Paint the Town Purple”; therefore

BE IT RESOLVED that the Town of Shallotte concurring therein, designates Saturday,
September 27, 2025, as “GFWC North Carolina International Day of Service to End Domestic

and Sexual Violence in the town of Shallotte.
\\“\\l Hlu"”
A\

Ty,
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GFWC International Day of Service — September 27, 2025
GFWC.org/1IDS
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WHEREAS, the Town of Shallotte is committed to ensuring the safety and security of all those living in
Shallotte and visiting ; and

WHEREAS, fire remains a serious public safety concern both locally and nationally, and the presence of
lithium-ion batteries in many household devices introduces unique fire risks; and

WHEREAS, most of the electronics used in homes daily — including smartphones, tablets, laptops,
power tools, e-bikes, e-scooters, and toys — are powered by lithium-ion batteries, which if misused, damaged,
or improperly charged, can overheat, start a fire, or explode; and

WHEREAS, the National Fire Protection Association® (NFPA®) reports an increase in battery-related fires,
underscoring the need for public education on the safe use of lithium-ion batteries; and

WHEREAS, residents should follow three key calls to action: Buy only listed products, charge batteries
safely, and recycle them responsibly to prevent battery-related fires; and

WHEREAS, lithium-ion batteries store a large amount of energy in a small space, and improper use such
as overcharging, using off-brand chargers without safety certification, or exposing batteries to damage can
result in fire or explosion; and

WHEREAS, the proper disposal and recycling of lithium-ion batteries help prevent environmental
hazards and reduce fire risks in the home and community; and

WHEREAS, the Town of Shallotte first responders are dedicated to reducing the occurrence of fires
through prevention, safety education, and community outreach; and

WHEREAS, the 2025 Fire Prevention Week™ theme, “Charge into Fire Safety™: Lithium-lon Batteries in
Your Home,” serves to remind us of the importance of using, charging, and recycling lithium-ion batteries safely
to reduce the risk of fires in homes and communities.

THEREFORE, |, Walt Eccard, Mayor of the Town of Shallotte, North Carolina do hereby proclaim October
5-11, 2025, as

FIRE PREVENTION WEEK

in the Town of Shallotte and encourages all residents to be aware of their devices, follow the Buy, Charge, and
Recycle Safely approach, and support this year's FPW theme, “Charge into Fire Safety™.”

IN WITNESS THEREOF, | have set my hand and caused the Seal of the Town of Shallotte to be affixed this the 30t
day of September, 2025.

Walt Eccard, Mayor

| Section IV, Item C.
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TOWN OF SHALLOTTE

PERSONNEL POLICY

BE IT RESOLVED by the Board of Aldermen of the Town of Shallotte 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 Shallotte.

Contents

ARTICLE . GENERAL PROVISIONS......ceeetteitteiite ettt ettt ettt ettt e sbee st et et e sb e sbeesaeesabesabe e be e beesbeesaeeeateenbeenbeesseesaresane 8
SECtioN 1. PUIPOSE OF the POIICY..cccuiiiii ettt e et e e e et te e e e e bt e e e e ebteeesebteeeeenbeeeeeenstaseeasteeesasseeeesnns 8
Section 2. AL WIill EMPIOYMENT ..eiiieieiie ettt ettt e e et e e s sttt e e e st eeeessabeeeessasteeeesnstaeessnseaeesaseeeesssseeessnns 8
)<Yot o g T B 1Y =T o B o Ty ol o =TSP 8
Section 4. Responsibilities in the Administration of the Personnel Program .........ccccceeeciiieieciieecccieee e eeene e 8
Section 5. Application of Policies, Plan, Rules, and ReGUIALIONS ..........coccuiiiieiiiii et 10
Section 6. Departmental Rules and REGUIGLIONS .........iiiiuiiiiiiiiie et e e st e e st ae e e s snabeeessanaeeeen 10
SECLION 7. DEFINITIONS ..ttt ettt e ettt e s bt e s bt e e abe e s beeesabeesabeesabbeesabaeesbeesabeessbeesabaeeneeas 10

ARTICLE II. POSITION CLASSIFICATION PLAN ...ettttttttttttttttttttttttttttetteeteetteteeetteetteeeteeeteeteteteee.tteeete—.———.—.———.—.—.—.———————.———.—.——.——. 11
S ON L. PUM PO i 11
Section 2. Composition of the Position Classification Plan...........occuiiiiiiiiii it e e 11
Section 3. Use of the Position ClassifiCation PIan ...........uooiiiiiiiiiiceee ettt et st s s e s 12
Section 4. Administration of the Position Classification Plan ..........coociioiiiiiiiiiiiceeeec e 12
Section 5. Authorization of New Positions and the Position Classification PIan ..........cccccooevininiiiieienc e 12
Section 6. Reclassification upon Combination of Position Responsibilities.........ccccueeeeeiiiiiciiee e 12
Section 7. Request for RE-ClassifiCatioN .........ccueii it e et e e e et a e e e s atr e e e eaasteeesannaneaan 12

ARTICLE HI. THE PAY PLAN L.ttt sttt ettt ettt st st sttt e b e b e she e st e et e e bt e s beesme e saeesaneear e e st eaneeemeeemeeenneenreens 13
SECHION 1. DEFINITION ..ttt sttt et e s bt e s et e st e e bt e bt e b e e s be e seeesateeateenbeesbeesanesanenane 13
Section 2. Administration and MaiNTENANCE ........coiiiiiiiieie e e s e s re e s e e e s reeesareeeneeas 13
NYcTotd o g T T 7= T a1 V== 1 T TSP 13
Section 4. Trainee Designation and PrOViSIONS ..........uuiiiiiiiiiiciiiieee et e e e e st e e e e e s e ssbaree e e e e e e e esnseaneeeeeesesnansenenees 13
Section 4a. Cadet Designation anNd PrOVISIONS ........cuiiiiiciiieiiiiiie e et ee et ee e st e e e ssteeeesataeeeesstaeesssasseeessssseessnssseeessnsseees 14
Section 5. ProbatioNary Pay INCrEASES ......uiii i ciiiieecciiie e ettt ettt e e ettt e e s tte e e e st te e e e sataeeesstaeeeessaeessnsseeesansseeeeansseeesansseeenn 14
SECLION 6. PEITOIMANCE PAY .....oeiiiiiiiee ettt e e ettt e e ettt e e e s ateeeeeattaeee e ataeae e ssaeeeessaeeesasssseasanssseesansseeesanssenans 14
Section 7. PerfOrmMance PAy BONUS .......cccuiiiiiiiieeeeitiieeeeciieeeeeeiteeeeeetteeeeeeateeeeeesseseesassasaesassassesassaseesasssseesanssssesassseeesanssneans 14
Section 8. Salary Effect of Promotions, Demotions, Transfers, and Reclassifications........ccccccuveeviiieiiniciiee i, 14
Section 9. Salary Effect of Salary RANgGE REVISIONS ......cciccuiiiiiiiiiieicieee ettt ere e e s e e s e rtae e e e saereeessasaeessnsaeeessnsreeean 15
Section 10. Transition t0 @ NEW Salary Plan.........oo ettt e s e e et e e e et e e e saeaeeesnsseeeennsbeeesnnsreeean 15
Section 11. Effective Date Of Salary Changes........o ittt ettt e e tee e e et e e e e ta e e e s eatbeeeseasseeasensseeesannseeann 16
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Section 12. Overtime Pay ProvisSioNs.........cooo oo,
Section 13. Standby and Call-back PAY .........ceeeii ittt e e e e e e e e e e e e e b tr e e e e e e e e e eannrbeeeeeaaeeennnrrreeees 17
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Section 16. Pay for Interim Assignments in a Higher Level Classification.........ccccvciiiiiiiiiiiiiiieccceec e 17
SECHION 17, LONGEVITY PaY .ottt e ettt e e e e s e e et e e e e s e s aab b et e eeeesesaassbataeeeesesaastbeeaeesesesansnnenens 18
Section 18. Payroll Discrepancies and RECOVEIY PrOCEAUIES ......ccccuviieeiiiiieeiiieeeeiiteeeeeiteeeestaeesssasaeeeseatseeesansseeesannseeens 18
ARTICLE IV. RECRUITMENT AND EMPLOYMENT .....coiiitiiteittenitenee ettt et et ee st st sateete et esbeesaeesatesateeabeebeesbeesmeeemeeenneenseens 19
Section 1. Equal Employment OpportUNnity POIICY ......cooccuiiiiiiiiiie ettt ettt et e e et e e e e eatae e e eaaae e e eannaeee s 19
Section 2. Implementation of Equal Employment Opportunity POlICY .......coivcviiiiiiiiiiiciieecciee et 19
Section 3. Recruitment, Selection and APPOINTMENT .......eiiiiiiiiie e e s re e e s sabeeeessasreeees 19
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SECLION 7. TIANSTEI ..ttt sttt e sttt ettt e st e e s bt e e s ab e e sa bt e e bbeesabeeesabeesabeeeasbeesabaeeabeesabeesasbeesabaeeseens 22
ARTICLE V. CONDITIONS OF EMPLOYIMENT ....ccettttttttttttttttttttttttttttttteeeteeeeteeeteeeeeeeeeeeeeeeeeterereeteeeerere—.r.—————.—.————————————————————————. 22
SECLION 1. WOTK SCREAUIE ...ttt b e b e s at e sab e st et e b e e bt e sbe e saeesat e et e e beesheesaeesanenane 22
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Section 5. Employment of Relatives and Other Working Relationships ........cccuuiiiiiiiiiiiiiiiicccieeccee e 23
Section 6. Harassment Prohibited. .........ooiiiiiiii ettt ettt sttt e s b e saeesaee e 23
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Section 8. Performance EVAlUGtION ........coouii it s 24
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Section 10. Use of Town Property and EQUIPMENT ......cccciiiiiiiiiie e ccieee e et e e et eeeetee e e eaaaeeessataeeeeeasaeeessassesesnsseeesansseeans 24
NY<Totd o) o T W BTQ VT T Yo I\ [olo] s Vo] l 2o oY 28RS 25
SECTION 1: POLICY OVERVIEW ...ttt sttt ettt b e he e st st e te e be e sbe e saeesaee e 25
SECTION 2: PURPOSE........oitiiteite ettt ettt sttt ettt et s bt et e st e s bt et e sh e e at et e e aeeab e e bt easenbesaeeabesbeeneenbesneensesbeeasentes 25
SECTION 3: STANDARD ...ttt ettt ettt et s bt et et e s bt et e she e st et e e aeeab e e bt easesbesaeenbesbeeatebesaeenbesbeeasenes 25
RN 1o o o) TSRS 25
II. Drugs and Other Controlled SUDSTANCES..........cccoriiuiiiirieieee e 25
ITI.  Prescribed MediCAtiONS .......ccceueiriiiriiieieieiiriete ettt ettt st se et se b enesteneebenestenes 25
SECTION 4: RESPONSIBILITIES ... ..ottt ettt sttt st ettt et b et e st s bt et e sbe e st e nbesae et e sbeeasentes 25
I.  Employee ReSPONSIDIITIES: .......ccociiiiiiiiicieicecee ettt sttt e st e b et e s e s eseeneeseeseas 25
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II. Management ReSpONSIbIlItIes .........cceiriririiiriee s
ITI.  Supervisor RESPONSIDIIITIES. ......cucuiuiiieeieiiieec bbbt es 26
IV.  SUPETVISOT RESITICHIONS .....couiiuiiiiiiiiiitisieieee ettt sttt ettt b e sbe st e s be st et et e e eneenenneas 27
SECTION 5: TRAINING ...ttt bbbt b e e b bbb bbbt et et e bt b s ebe e 27
SECTION 6: BASIS FOR TESTING. ..ottt sttt ettt sttt sttt s bttt ebe e 27
SECTION 7: DRUG AND ALCOHOL TESTS ..ottt sttt ettt ettt sttt st b e bt ene e 28
L. Pre-empPlOYment TESTING .........ccccuvuevireirieisieisieitetesee et stets et ste e seesesaesessesessesessesessesessenesseneesaneeseneesansesensesasas 28
SECTION 8: PROCEDURES FOR TESTING......ccitttitiiitiieieieitntetstetstee ettt sttt 30
A, Drug Testing PrOCEAUIES.........cccciirieirieiieirie ettt ettt e te st bese et e e sseneeseneeseeas 30
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E.  Challenges t0 RESUILS ......ccceiiieiiiicieieeeeeeee ettt et se st s e senesteneeseneesenes 32
SECTION 9: EMPLOYEE ASSISTANCE PROGRAM ..ottt ettt 32
SECTION 10: CONFIDENTIALITY Lottt sttt h etttk ekt se sttt e st et st e st s beneeaeneebeneas 32
SECTION 11: IMPAIRMENT OR OTHER BEHAVIOR OFF THE JOB.......ccoiiiiiieiieereeieeseese e 33
SECTION 12: OTHER CONSIDERATIONS.......ooitititiieteet ettt sttt ettt sttt 33
SECTION 13: SPECIAL CONSIDERATION FOR POLICE EMPLOYEES ONLY ....ccoovtneinieinieeneenreeeieneeieees 33
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C. DEfINIEIONIS: ...t b bbb bbb bbbttt 33
D. VEIICLE USES: ...ttt b e bbbt b b et bbb e b bt bbb s 34
B, PrOCEAUIES:. ...ttt b st b b bttt bR e b b e st e e b b e st e e b b e st et e ke b et et e b bt bbb s 34
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ARTICLE I. GENERAL PROVISIONS

Section 1. Purpose of the Policy

This policy sets forth the rules and regulations necessary 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. The Town retains the right, in its sole discretion at any
time, to change, modify, suspend, interpret differently or cancel, in whole or in part any of the published or unpublished
personnel policies or procedures even though not previously communicated to employees or reprinted or inserted in the
Policy Manual.

Section 2. At Will Employment

The employment relationship between the Town and the employee is terminable at the will of either at any time and with
or without cause and with or without notice. No employee, officer or representative of the Town has any authority to enter
into any agreement or representation, verbally or in writing, which alters, amends, or contradicts this provision or the
provisions in these policies. Any exception to this policy of at-will employment must be expressly authorized in writing,
approved by the Board of Aldermen and executed by the officers designated by the Board.

None of the benefits or policies set forth in these policies are intended, because of their publication, to confer any rights or
privileges upon employees or to entitle them to be or remain employed by the Town. The contents of this document are
presented as a matter of information only.

These personnel policies are not a binding contract, but merely a set of guidelines for the implementation of personnel
policies.

Notwithstanding any of the provisions within these policies, employment may be terminated at any time, either by the
employee or by the Town, with or without cause and without advance notice.

Section 3. Merit Principle

All appointments and promotions shall be made solely on the basis of merit. 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, color, religion, gender, national origin, marital status, political affiliation, non-disqualifying disability, age, veteran
status or genetic information.

Section 4. Responsibilities in the Administration of the Personnel Program

Responsibilities of the Town Aldermen

The Town 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 Town 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 Town Aldermen for consideration;
b) making changes as necessary to maintain an up-to-date and accurate position classification plan;
8
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preparing and recommending necessary revisions to the pay plan;

determining which employees shall be subject to the overtime provisions of Fair Labor Standards Act (FLSA);

establishing and maintaining a roster of all persons and authorized positions in the municipal service, setting forth
each position and employee, class title of position, salary, any changes in class title and status, and such data as
may be desirable or useful;

developing and administering such recruiting programs as may be necessary to obtain an adequate supply of
competent applicants to meet the needs of the Town;

developing and implementing such administrative procedures as are necessary to implement these polices
provided the administrative procedures are not in conflict with these policies;

performing such other duties as may be required by law or assigned by the Town Aldermen not inconsistent with
this Policy; and

appointing an employee to the role of Human Resources Officer.

Responsibilities of the Human Resources Officer

The Town Manager shall appoint a Human Resources Officer or perform this role themselves. If serving as Human
Resources Officer, the Manager may choose to delegate any of these responsibilities. The responsibilities of the Human
Resources Officer are to make recommendations to the Town Manager on the following:

k)

revisions to the personnel system for the Town Manager’s consideration;

changes as necessary to maintain an up-to-date and accurate position classification plan;
necessary revisions to the pay plan;

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

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

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 position, salary range, any changes in class title
and status, position number and other such data as may be desirable or useful;

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;

development and/or coordination of training and educational programs for Town employees;

development and recommendation of such administrative procedures as are necessary to implement these polices
provided the administrative procedures are not in conflict with these policies;

ensure all employees receive and sign for a copy of this policy and make periodic evaluations of the operation and
effect of the personnel provisions of this Policy; and

such other duties as may be assigned by the Town Manager not inconsistent with this Policy.

Responsibilities of Supervisors and Department Heads
Supervisors shall meet their responsibilities as directed by the Town Manager, being guided by this Policy and Town
ordinances. The Town will require all 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;
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c) making objective evaluations of individual work performance and discussing these evaluations with each employee
S0 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 documentation and maintaining current files.

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. The
Town Attorney, members of the Town Aldermen and advisory Boards and commissions 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 by the Human Resources Officer and the 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.

Where there may arise a conflict in interpretation or administration of department rules and regulations, the provisions of
this policy shall govern.

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 workweek equals at least 37.5
hours, and continuous employment of at least 12 months, as required by the Town.

Part-time employee
An employee who is in a position for which an average workweek of at least 20 hours
and less than 37.5 hours and continuous employment of at least 12 months are
required by the Town.

Regular employee
An employee appointed to a full or part-time position who has successfully completed

the designated probationary period.

Probationary employee An employee appointed to a full or part-time position who has not yet successfully
completed the designated probationary period.
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Temporary employee

An employee, not in a regular position, for which either the average workweek 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.

Trainee
An employee status when an applicant is hired (or employee promoted) who does not
meet all of the requirements for the position. During the duration of a trainee
appointment, the employee is on probationary status.

Cadet
An individual conditionally hired by a law enforcement or fire agency who has not yet
completed the required training or obtained certification to serve as a sworn Police
Officer or Firefighter. Cadets are typically enrolled in a formal training program and
must meet all training, testing, physical and psychological assessments, and other
requirements set by the Town and State. They are classified as probationary employees
and are not guaranteed future employment.

Regular position
A position authorized for the budget year for a full twelve months and budgeted for
twenty or more hours per week. All Town positions are subject to budget review and
approval each year by the Town Aldermen and all employees' work and conduct must
meet Town standards.

Unpaid Leave
Unpaid leave shall be defined as separation from employment during which the
employee shall not receive compensation in any form, salary, accumulation of benefits,
etc., except that the individual shall be entitled to utilize vacation and compensatory
leave as of the date of suspension for no more than thirty (30) days.

Compensatory Time
Compensatory Time (Comp. Time). A form of compensation for overtime hours worked
where the employee is provided time off from work rather than receiving monetary
compensation.

ARTICLE Il. POSITION CLASSIFICATION PLAN

Section 1. Purpose.

The position classification plan provides a complete inventory of all authorized and allocated 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:
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a) a grouping of positions in classes which are approximately equal in difficulty and responsibility w

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 Human Resources Officer shall allocate each position covered by the classification plan to its appropriate class, and
shall be responsible for the administration of the position classification plan. The Human Resources Officer shall periodically
review portions of the classification plan and recommend appropriate changes to the Town Manager.

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 Town Aldermen. New
positions shall be recommended to the Town Aldermen with a recommended class title after which the Human Resources
Officer, with the approval of 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 the new position may be allocated. The position
classification plan, along with any new positions or classifications, shall be approved by the Town Aldermen and will be on
file with the Human Resources Officer. Copies will be available for review to all Town employees upon request.

Section 6. Reclassification upon Combination of Position Responsibilities

When the responsibilities of a position are permanently redistributed to a currently existing position, or if additional
responsibilities are added to a position, the Town Manager shall determine whether the changes to the existing position(s)
substantially alter the scope of responsibilities to warrant consideration for that position’s reclassification. The Town
Manager shall recommend re-classifications to the Board of Aldermen for approval.

Section 7. Request for Re-classification

Any employee who considers the position in which they are classified to be improper shall submit a request in writing for
reclassification to such employee's immediate supervisor, who shall immediately transmit the request through the
Department Head to the Human Resources Officer. Upon receipt of such request, the Human Resources Officer shall study
the request, determine the merit of the reclassification, and recommend to the Town Manager and Town Aldermen a
revision to the classification and pay plan where necessary.
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ARTICLE Ill. THE PAY PLAN

Section 1. Definition
The pay plan includes the basic salary schedule and the "Assignment of Classes to Grades" adopted by the Town Aldermen.
The salary schedule consists of minimum, midpoint, and maximum rates of pay for all classes of positions.

Section 2. Administration and Maintenance

The Town Manager, assisted by the Human Resources Officer, 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 Human Resources Officer
shall 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, and will recommend to the Town Manager
such changes in salary ranges as appear to be pertinent. Such changes shall be made in the salary ranges such that the
minimum, midpoint, and maximum rates change according to the market subject to approval by the Town Aldermen.

Periodically, the Town Manager shall recommend that individual salary ranges be studied and adjusted as necessary to
maintain market competitiveness. Such adjustments will be made by increasing or decreasing the assigned salary grade for
the class and adjusting the rate of pay for employees in the class when the action is approved by the Town Aldermen.

Section 3. Starting Salaries

All persons employed in positions approved in the position classification plan shall be employed at the minimum salary rate
for the classification in which they are employed; however, the prior relevant experience and training of a candidate may
be considered for a recommendation of initial placement and subject to budgetary limitations.

The candidate may be employed above the minimum rate of the established salary range upon recommendation of the
Department Head and Human Resources Officer and approval of the Town Manager, not to exceed the midpoint of the
position classification.

Section 4. Trainee Designation and Provisions

Applicants being considered for employment or Town employees who do not meet all of the 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, the best qualified individual shall be hired. In such cases, a plan for training, including a time schedule, must be
prepared by the Department Head, and approved by the Human Resources Officer and the Town Manager. The “trainee”
shall receive bi-monthly reviews of their performance during the probationary period.

"Trainee" salaries shall be no more than two salary grades below the minimum salary 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 to {a}
a position for which the employee is qualified {b} demoted, or {c} dismissed. If the training is successfully completed, the
employee shall be paid at least at the minimum rate established for the position for which the employee was trained.
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Section 4a. Cadet Designation and Provisions

Applicants who do not yet meet all the required qualifications for a sworn Firefighter or Police Officer position may be hired
into a cadet status by the Town Manager. This designation is intended to allow individuals to obtain the required training,
complete academy instruction, and gain the experience necessary to become eligible for appointment to a full-duty role.

Cadets shall be considered probationary employees and are not guaranteed continued employment with the Town.
Performance, conduct, and professionalism demonstrated throughout the cadet period — including participation during
formal training and academy instruction — shall be closely monitored by supervisory and command staff and shall be taken
into consideration in all employment-related decisions.

Upon successful completion of all required training, academy instruction, graduation — and for Police Officer positions,
meeting the requirements set forth by the North Carolina Criminal Justice Education and Training Standards Commission
— as well as any other conditions established by the Town, the employee may be assigned to the appropriate grade for the
position of Police Officer or Firefighter and may be compensated at no less than the minimum salary rate for that established
role. The employee shall begin a new probationary period of no less than twelve months.

If the required training, instructions, or other conditions are not satisfactorily completed within the designated time frame,
employment may be subject to immediate termination.

Section 5. Probationary Pay Increases

Employees hired or promoted below the midpoint of the pay range may be eligible for a salary increase of up to 5% within
the pay range upon successful completion of the probationary period or after six months of satisfactory service if the
employee is not on probation.

Employees serving a twelve-month probationary period may be considered for this increase after six months of
employment; employees with a twelve-month probationary period who receive an increase at the six-month review will
not be eligible for an increase at the end of the twelve-month probationary period. Employees hired or promoted above
the midpoint rate of the salary range are may be eligible for a probationary increase of up to 2.5%.

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. 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 and
Town Aldermen. Funding for merit pay increases are subject to annual review and appropriation by the Town Aldermen.

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. Merit 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. Funding for performance pay bonus increases is subject to annual appropriations.

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
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increase of 5% over the employee's salary before the promotion, whichever is

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 employees’ 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 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 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 5% or an increase to the minimum rate of the new pay range, whichever is higher.
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
until the range is increased above the employee's salary.

Section 9. Salary Effect of Salary Range Revisions

Subject to the availability of funds and approval of the Town Aldermen, when an individual class of positions is assigned to
a higher salary range, employees in that class shall normally receive a pay increase of 5%, or to the hiring rate of the new
range, whichever is higher. 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 until such time as the employee's salary range is
increased above the employee's current salary.

General salary range adjustments (market adjustments) to the entire salary schedule will be implemented by adjusting the
Town’s overall salary schedule up (or down) by the same percentage amount. General salary range adjustments will be
approved by the Town Board of Aldermen, normally during the annual budget review.

Section 10. Transition to a New Salary Plan
The following principles shall govern the transition to a new salary plan:

1) No employee shall receive a salary reduction as a result of the transition to a new salary plan.
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2) All employees being paid at a rate lower than the minimum rate established for their respective cl section V. ltem A.

their salaries raised at least to the new minimum rate for their classes, to the minimum if the employee has
completed probation.

4) 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.

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. 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 Head. Overtime work should normally be
approved in advance by the Department Head, 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 Human Resources Officer shall determine and recommend to the Town Manager 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 Head
or supervisor, except in cases of emergency.

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; 171 hours for sworn police in a 28 day cycle or 43 hours in a 7- day cycle; 212 hours for
firefighter in a 28 day cycle). Hours worked beyond the FLSA established limit will be compensated in either time or pay at
the appropriate overtime rate.

In determining eligibility for overtime in a work period, only hours actually worked shall be considered and vacation, sick
leave, or holidays will be excluded in the computation of hours worked for FLSA purposes.

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.

In emergency situations, where employees are required to work long and continuous hours, the Town Manager may
approve compensation at time and one-half for those hours worked and/or grant time off with pay for rest and recuperation
to ensure safe working conditions.

Compensatory leave balances may not exceed 240 hours except for public safety employees (sworn police) who may not
accrue more than 480 hours. Any overtime worked after such maximum balances must be compensated in pay. The
Manager will be notified whenever a compensatory balance exceeds 100 hours.

Non-exempt employees, with prior approval from their supervisor, may choose to work through their meal break once per
pay period. Working through a meal break is a privilege granted by the Town and should be used on an occasional basis,
rather than as a regular practice, to avoid disruption of workflow. Requests should be submitted in advance to the
employee’s supervisor and must be approved by the employee’s supervisor.
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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 occasional compensatory leave by their supervisor where the convenience of the department allows and
in accordance with procedures established by the Town Manager. 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 may be
compensated at a rate of up to time and one 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, as authorized by the Town Manager.

Section 13. Standby and Call-back Pay

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 a minimum payment of two hours of wages or compensatory time for being
called back to work outside of normal working hours. Hours actually worked while on call-back are calculated beginning
when the employee reports to the work site and are added to the regular total of hours worked for the week. "Call-back"
provisions do not apply to previously scheduled overtime work (scheduled in advance).

Standby

Non-exempt employees required to be on "standby" duty will be paid for one day (8 or 8.4 hours) of work for each week
(approximately 128 hours, excluding work time) of standby time they serve. Standby compensation for less than one full
week shall be determined by the ratio of .04 hours of pay per one hour of standby time. Hours actually worked while on
standby are calculated beginning when the employee reports to the work site and are added to the regular total of hours
worked for the week. Standby time is defined as that time when an employee must carry a communication device (on-
call phone, cell phone, radio) and must respond immediately to calls for service.

Section 14. 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 considering the capability of the payroll system, associated
increase in workload, and appropriateness of the deduction.

Section 15. Hourly Rate of Pay
Employees working in a part-time or temporary 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. Exceptions must be approved by the Town Manager.

The hourly rate for employees working other than 40 hours per week, such as police officers working an average 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 one month, by the Town Manager 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 level
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of the job in which the employee is acting or an increase of 5%, whichever is greater. Criteria involved in section V. ltem A.

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. Longevity Pay

Full-time employees of the Town may be compensated for years of service by payment of a longevity supplement based on
continuous years of service as of December 31 of each year if funds are appropriated. Continuous service is continuous
employment with the Town of Shallotte including any approved leave or involuntary reduction in force. Longevity shall be
prorated during the first year of employment.

Longevity amounts shall be as follows:

YEARS OF SERVICE PERCENTAGE

0-4 75%
5-9 1.00%
10-14 1.50%
15-19 2.25%
20-24 3.25%
25+ 4.50%

Section 18. Payroll Discrepancies and Recovery Procedures
In the event that a clerical, administrative or system error results in an employee receiving an underpayment of wages or
benefits, the error will be corrected on the following next payroll cycle.

In the event that a clerical, administrative, or system error results in an employee receiving an overpayment of wages or
benefits, the employee is required to repay the full amount of the overpayment to the Town. Overpayments include, but
are not limited to, excess wage and salary payments, erroneous refunds, under-withheld FICA/Social Security insurance
programs and miscellaneous deductions.

The Town will notify the employee in writing of the overpayment, including the amount and the reason it occurred. A
repayment plan may be arranged, if necessary, at the discretion of the Town Manager, provided it complies with applicable
state and federal wage laws.

Failure to repay the overpayment may result in payroll deductions, as permitted by law, or other collection efforts deemed
appropriate by the Town Manager.

It is the responsibility of all employees to review their pay statements regularly and report any discrepancies to Payroll or
Human Resources immediately. For more information, please refer to the Finance Department Policies and Procedures
Manual.
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ARTICLE IV. RECRUITMENT AND EMPLOYMENT

Section 1. Equal Employment Opportunity Policy

Town of Shallotte is fully committed to equal employment opportunity (EEO) principles, and issues this anti-
discrimination/EEO compliance clause to support and maintain employee’s rights and responsibilities relating to equal
employment. The core of equal employment opportunity is the right to work and advance on the basis of merit, ability,
and potential, free from prejudice or discrimination. In accordance with the applicable anti-discrimination statutes,
executive orders, and other authorities, Town of Shallotte protects employees against discrimination, to the fullest extent
of law, on the basis of race, color, religion, sex (including transgender status and pregnancy), national origin, sexual
orientation, gender identity, age (40 or older), disability, genetic information, marital status, political affiliation,
whistleblower activity, parental status, and military service (past, present, or future), veteran status, and against
retaliation for participation in EEO activity or opposition to discrimination.

Section 2. Implementation of Equal Employment Opportunity Policy

The Human Resources Officer 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 race, color, religion, sex (including transgender status and pregnancy),
national origin, sexual orientation, gender identity, age (40 or older), disability, genetic information, marital status,
political affiliation, whistleblower activity, parental status, and military service (past, present, or future), veteran status,
and against retaliation for participation in EEO activity or opposition to discrimination except where certain physical and
mental requirements are Bona-fide Occupational Qualifications (BFOQ). 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

All Town positions will be filled on a competitive basis. The specific process will be determined by the hiring official in
consultation with the Human Resources Manager and will be based on the skill level of the position, the anticipated pool of
qualified applicants and how they can be recruited, the diversity of the current workforce and other bona-fide occupational
requirements.

The processes for hiring sworn Police Officers and Firefighters personnel have exceptions to this policy depending on the
approved procedures established by those respective departments and various requirements for screening and testing to
meet required qualifications.

Recruitment Sources

When position vacancies occur, the Human Resources Office shall publicize these opportunities for employment, including
applicable salary information and employment qualifications. Information on job openings and hiring practices will be
published in local and or/other news/social media as necessary to inform the community and create a quality and diverse
pool of applicants. In addition, notice of vacancies shall be posted at designated conspicuous sites within departments.
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
Employment advertisements shall contain assurances of equal employment opportunity and shall comply with Federal
and State statutes.
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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 that are vacant. The Town accepts applications and resumes only for vacant advertised
positions.

Application Reserve File
Applications shall be kept in an inactive reserve file for a period of two years in accordance with Equal Employment
Opportunity Commission guidelines.

Selection

Department Heads, with the assistance of the Human Resources Officer, shall make such investigations and conduct such
examinations as necessary to assess accurately the knowledge, skills, and experience qualifications required for the
position. All selection devices administered by the Town shall be valid measures of potential job performance based on
the required skills established in the position requirements.

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 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.

In compliance with G.S. 160A-164.2(b), if the position being filled requires an applicant for employment to work with
children in any capacity, the Town must require the applicant, if offered the position, to be subject to a criminal history
record check conducted by the SBI. These checks must be performed in accordance with G.S. 143B-1209.26, which
authorizes the SBI to provide fingerprint-based state and national criminal record check to cities and counties.

Appointment

Before any commitment is made to an applicant either internal or external, the Department Head shall make
recommendations to the Human Resources Manager regarding the salary to be paid, and the reasons for selecting the
candidate over other candidates. The Human Resources Manager and Department Head shall recommend approval of
appointments and the starting salary for all applicants to the Town Manager. The Town Manager shall approve
appointments and the starting salary for all applicants.

Section 4. Probationary Period

All newly employed individuals shall participate in a new employee orientation which shall include, at a minimum, the
completion and explanation of all required forms and documents, an overview of Town and Department policies and an
explanation of probationary employee expectations and procedures.

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 positions 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 six-month probationary period
shall have a review at the conclusion of three months and at the conclusion of the six month period; twelve-month
probation shall have a probationary review at the end of three and eight months as well as before the end of twelve months.
This is a period of adjustment and learning. It is time for the employee and the Town to ensure that this is the proper career
path for the employee. The employee is not guaranteed employment during the probationary period upon the completion
of the probationary period.
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An important purpose of the probationary period is to provide an opportunity for the new employee to ad section V. ltem A.

job. Likewise, it serves as a trial period during which the employee demonstrates his or her ability to perform the work, to
accept additional responsibility, to demonstrate good work habits and to work well with the public and fellow employees.
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 Human
Resources 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 for disciplinary action. A probationary employee dismissed during
the probationary period is not eligible for terminal pay for accrued vacation leave.

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.

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. The Town will balance
three goals in the employment process:

1) the benefits to employees and the organization of promotion from within;
2) providing equal employment opportunity and a diversified workforce to the community; and
3) 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 (such as promotions to Police Sergeant),
or exceptional qualifications of an internal candidate so indicate, the Town will 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.

Department Heads are responsible for developing staff capacity to provide back up for coworkers and to prepare employees
for higher-level positions; to prepare staff and the organization for smooth transitions because of staff changes; and to
insure capacity to cover interim absences and vacancies.

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. Voluntary demotions are subject to the Town Manager’s approval.

In the event that the Town, due to staffing or budgetary needs, is required to reduce staff it may, at its sole discretion, move
an employee to a position with a lower classification than currently held. That employee’s pay rate shall be frozen at the
level at the time of demotion until such time that the pay rate of the lower classification exceeds the salary at the time of
demotion.
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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 Head wishing to transfer an employee to a different department or classification
shall make a recommendation through the Human Resources Officer to the Town Manager with the consent of the receiving
Department Head. 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.

ARTICLE V. CONDITIONS OF EMPLOYMENT

Section 1. Work Schedule

Department heads shall establish work schedules, with the approval of the Town Manager, which meet the operational
needs of the department in the most cost effective manner possible.

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.

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 Head. The Department Head 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.
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Examples of conflicts of interest in outside employment include but are not limited to: section V. ltem A.

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.

An employee who sustains an injury or illness in connection with outside employment and is receiving worker’s
compensation from that employer shall not be entitled to receive Town worker’s compensation benefits or accrued Town
sick leave.

Section 4. Dual Employment

Dual employment is defined as employees holding more than one job with the Town. The Fair Labor Standards Act regulates
dual employment very strictly requiring that any hours over 40 in the two or more combined jobs be compensated at time
and one half using an hourly rate that is pro-rated based on the two different jobs. The Town will consult FLSA regulations
in all dual employment cases to ensure that the regulations are followed.

Section 5. Employment of Relatives and Other Working Relationships
The Town prohibits the hiring and employment of immediate family in full-time or part-time positions within the Town of
Shallotte.

The Town also prohibits the employment of any persons into a position who is an immediate family member of individuals
holding the following positions: Mayor, Town Aldermen Member, Town Attorney, Town Manager, or Human Resources
Manager.

For the purposes of this policy, “immediate family” shall be defined as spouse, child, parent, sibling, grandparent,
grandchild, aunt, uncle, and in-laws, as well as step-relationships (step-parents, step-siblings) and half-relationships (half-
siblings). This policy also includes individuals living in the same household who share a relationship comparable to
immediate family members.

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 gender, race, color, religion, national origin, age, disability,
veteran status, sexual orientation, or genetic information. 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

1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment;

2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting
such individual; or

3) 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 about an individual’s body
and offensive sexual language.
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Any employee who believes that he or she may have a complaint of harassment may follow the Griev

described in this Policy or may file the complaint directly with the Human Resources Officer or Department Head who will
immediately notify the Town Manager. The employee may file the complaint directly with the Town Manager if it involves
a Department Head. The Human Resources Officer 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.

Section 7. Acceptance of Gifts or Favors

The proper operation of Town government requires that public 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. No official
or employee of the Town shall solicit or accept any gift, favor, or thing of value (S50 or more) that may tend to influence
such employee in the discharge of the employee's duties, or grant in the discharge of duty an improper favor, service, or
thing of value.

Section 8. Performance Evaluation

Supervisors and/or Department Heads shall normally conduct performance evaluation conferences with each employee at
least once a year. These performance evaluations shall be documented in writing and placed in the employee's personnel
file. Procedures for the performance evaluation program shall be published by the Human Resources Officer with the
approval of the Town Manager.

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,
precautions, and training in safety methods. Department Heads and supervisors are responsible for ensuring safe work
procedures, including the use of all required personal protective equipment and providing necessary safety training
programs.

All employees shall properly use all personal safety equipment furnished by and/or required by the Town. Employees shall
follow the safety policies and procedures and attend safety training programs as a condition of employment.

The failure of an employee to adhere to Town safety guidelines may be subject to disciplinary action.

Section 10. Use of Town Property and Equipment

Town equipment, 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. All offices, desks, files,
lockers, etc. are considered Town property and are provided to the employee for the employee’s use in his/her
employment. The Town reserves the right to inspect all areas and articles that are on Town property and shall maintain a
master key and/or combinations for locks. Any information or article which an employee considers private and/or personal
should not be kept on Town property.

All Town property issued to the employee shall be returned to the employee’s supervisor upon termination of employment
prior to the issuance of the final paycheck.
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Section 11. Drug and Alcohol Policy

SECTION 1: POLICY OVERVIEW

The Town of Shallotte has a responsibility to all employees to provide a safe, healthy, and productive work environment,
and a responsibility to the public to ensure that its safety and trust in the Town of Shallotte is upheld. Substance abuse
undermines these objectives. The use of drugs and alcohol can significantly impair an individual’s health, judgment, and
coordination, adversely affecting workplace safety, job performance, and personal well-being.

Therefore, the Town of Shallotte has adopted a policy applicable to all Town employees that prohibits the following
behaviors by employees:

e The use, abuse, or being under the influence of drugs, alcohol, controlled substances, or the abuse of
prescription medications, while on work time or work premises, or in Town vehicles.

e The possession, sale, distribution, or provision of alcohol or any controlled substance while on work time or
work premises, or in Town vehicles.

e Reporting to work or working while intoxicated or otherwise impaired.

Any violations of this policy will subject the employee to disciplinary action, up to and including termination.

SECTION 2: PURPOSE

The purpose of the drug and alcohol policy is to:

1. Identify all requirements and actions necessary to eliminate drug abuse and alcohol misuse in the Town of Shallotte.
2. Ensure full compliance with federal requirements for establishing a drug-free workplace.
3. lIdentify when, and under what conditions Town employees are subject to drug and alcohol testing.

SECTION 3: STANDARD

1. Alcohol

No employee shall report for duty or remain on duty while having a blood alcohol concentration (BAC) of 0.01 or greater.
No employee shall possess or consume alcohol while on duty. No employee shall perform safety-sensitive functions within
four hours after consuming alcohol. No employee required to take a post-accident test shall use alcohol for eight hours
following the accident, or until the employee undergoes a post-accident alcohol test, whichever occurs first.

II. Drugs and Other Controlled Substances
No employee shall report for duty or remain on duty when the employee has used any drug or controlled substance in

amounts that would result in a positive result on any alcohol or drug test administered by the Town pursuant to this Policy,
except when it is recommended by a physician pursuant to a legal prescription and the physician has advised that the drug
or controlled substance does not adversely affect the employee’s ability to safely operate a motor vehicle.

ITII.  Prescribed Medications
All employees taking prescribed medications or over-the-counter medication that could impair their ability to carry out their

job duties safely must report this to their immediate supervisor.

SECTION 4: RESPONSIBILITIES

L Employee Responsibilities:
a. Employees shall not report to work or be subject to duty when they have used alcohol, drugs, or any controlled
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substance in amounts that would result in a positive result on any alcohol or drug test adm

Town pursuant to this Policy, except where they have a lawful prescription.

Employees shall not possess or use drugs or alcohol during working hours, on breaks, during meal periods, while
on Town property, or while operating any Town equipment or vehicles.

Employees shall not directly or through a third party sell, distribute, or provide drugs or alcohol to any person

|u

or to any other employee while either employee or both employees are on duty, “on-call”, in uniform, on Town
property, or operating Town equipment or vehicles.

Employees shall not perform safety-sensitive functions within four hours of consuming alcohol.

Employees shall submitimmediately to reasonable requests for testing when requested by a supervisor or other
Town representative.

Employees shall notify the employee’s supervisor, before beginning work when taking any medications or
drugs, prescription or non-prescription, which may interfere with the safe and effective performance of duties
or operation of Town equipment or vehicles.

Employees shall provide, within 24 hours of a request, a current valid prescription for any drug or medication
identified when a drug screen/analysis is positive. The prescription must be in the employee’s name.
Employees shall notify the Shallotte Police Department and management, or police department in local
jurisdiction, of any accidents or property damage in a Town vehicle and notify the supervisor of any type of
accident or property damage as soon as possible or no later than 24 hours following an accident.

Failure to comply with these responsibilities of any other reasonable request by a supervisor or other Town

representative may result in immediate disciplinary action, up to and including termination.

II1.

I1I.

Management Responsibilities
The Town Manager or Department Heads shall:

Disseminate this policy and any subsequent revisions to all supervisors.

Support supervisor training.

Contract for specimen collection with a reliable medical provider.

Contract for specimen analysis with a laboratory with appropriate certifications(s).

vk N e

Provide employees with an Employee Assistance Program (EAP), with access to counseling for a limited
amount of visits.
6. Comply with and enforce this policy uniformly through the Town.

Supervisor Responsibilities

1. Disseminate this policy and any subsequent revisions to all subordinates.

2. Attend and utilize all scheduled training.

3. Comply with this policy and enforce it consistently.

4. Prevent any employee reasonably believed to be under the influence of drugs or alcohol from working and
arrange for testing if appropriate.

5. Upon an employee’s refusal to submit to testing, remind the employee that testing is mandatory and that
refusal to participate will be considered a positive test.

6. Arrange for escort and transportation of employee to a testing facility. Instruct an employee believed to be
under the influence of drugs or alcohol to wait for a reasonable time before attempting travel without
assistance or arrange for transportation if necessary.

7. Inform the Shallotte Police Department, Human Resources, and Town Manager if the supervisor has a
reasonable suspicion that an employee is in possession of illegal drugs.
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8. Inform any employee experiencing unexplained changes in work performance or behavior g

of assistance through EAP.

IV.  Supervisor Restrictions
Supervisors shall not:

1. Forcibly detain an employee
2. Unlawfully search an employee’s person, personal belongings, personal possessions, or personal vehicles.

SECTION 5: TRAINING
Supervisors will be trained to recognize behaviors that may indicate drug and alcohol abuse and how to take appropriate

referral action, and how to follow proper post-accident protocols.

Employees will be shown this policy prior to or on their first day of employment and will acknowledge it is their responsibility
to become familiar with the rules, regulations, policies, and procedures. Employees and supervisors will complete Drug Free
Workplace training within the first week of employment, and as needed on an ongoing basis.

SECTION 6: BASIS FOR TESTING

The Town will use Mandatory Testing or Random Testing only to the extent that the Town is required by law, or in order to
comply with the recommendations or requirements of a professional “standards” group such as the North Carolina Criminal
Justice Training and Standards Commission, or the National Fire Protection Association (NFPA).

All permanent employees of the Town of Shallotte are subject to drug and alcohol testing as outlined in this policy. The
types of testing an employee is subject to will depend on their department and position, and may include the following:

e Pre-employment

e Random

e Reasonable suspicion/cause

e Return to duty

e Follow-up

e Post-Accident
Employees who are considered High Risk or Safety-Sensitive (HRSS Category) are subject to random drug testing. This will
include employees permanently or temporarily assigned to an HRSS position. Police officers, firefighters, and other
emergency response personnel are considered HRSS due to the safety-sensitive nature of their duties.

A High Risk or Safety-Sensitive position includes:

1. Positions requiring the operation of vehicles, machinery, or equipment, or the handling of hazardous materials, the
mishandling of which may place the employee, fellow employees, or the general public at risk of serious injury, or the
nature of which would create a security risk in the workplace.

Positions where the employee’s mental fitness is necessary to minimize or prevent the risks described in 1.

3. Positions, which require a Commercial Driver’s License as regulated by the Department of Transportation.
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I Pre-employment Testing
All applicants who receive a conditional offer of employment from the Town will be required to undergo drug testing prior

to beginning employment. The Human Resources Department will coordinate and schedule all pre-employment drug
screenings.

Employment will be contingent upon successfully passing a pre-employment drug test. A confirmed positive drug test result,
unless supported by a valid and verifiable prescription, will result in disqualification from employment consideration. Refusal
to submit to the required drug test will also result in disqualification from employment. Applicants will be advised of any
disqualification under this policy.

Pre-employment testing will also be required for current employees who are:
e Transferring from a non-safety-sensitive position to a safety-sensitive position for the first time, or

e Returning to a safety-sensitive position after an absence of more than 90 calendar days.

II. Random Testing
Unannounced random testing will be completed for the designated percentage of HRSS employees. These employees are

selected in a statistically sound random selection process from a pool of all eligible employees. The Human Resources
Department will coordinate and schedule all random drug screenings.

An employee who has been selected to submit to the random testing will be immediately driven to the testing site by the
immediate supervisor or human resources. The employee will remain continually supervised upon receiving notification of
required testing.

III.  Reasonable Suspicion/Cause
Reasonable Suspicion is a belief based upon specific, contemporaneous, articulable observations regarding an employee’s

appearance, behavior, speech, or odors that indicate the employee may be using, or has used, drugs or alcohol in violation
of the Town'’s policy.

Any employee who while working on Town property, while operating a Town vehicle, or while otherwise on duty,
demonstrates work performance or behavior that creates a reasonable suspicion that the employee is under the influence
of alcohol or drugs in violation of this policy shall be subject to alcohol or drug testing.

Supervisors are expected to remain observant of employee behavior and performance that may indicate impairment and
promptly document and report such observations to Town Manager or Human Resources. Supervisors should use the
Town’s Reasonable Suspicion Determination Form. All reasonable suspicion testing must be approved by the Town Manager
or Human Resources whenever possible prior to the test being administered.

A written record must be documented outlining the basis for administering a reasonable suspicion test for alcohol or drugs
and signed by the supervisor or Department Head who made the determination of reasonable suspicion within twenty-four
(24) hours of the observed behavior or before the results of the alcohol or drug test are released, whichever is earlier.

Once a reasonable suspicion is established, the employee shall not be allowed to report to duty or remain on duty until:

An alcohol or drug test is administered and the results of such test are negative, or
Eight (8) hours have elapsed following a determination of reasonable suspicion of alcohol, or
Thirty-two (32) hours have elapsed following a reasonable suspicion of drugs.
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A test for alcohol shall be administered within two (2) hours, but no later than eight (8) hours, following determination of
reasonable suspicion. If the test is not administered within two (2) hours, the supervisor must document the reason(s) the
test was not promptly administered. If the test is not administered within (8) hours, the supervisor shall cease attempts to
administer the test and shall prepare and maintain a written record stating the reason(s) for not administering the test.

A test for drugs should be administered as soon as possible, but not later than thirty-two (32) hours, following the
determination of reasonable suspicion. If the test is not administered within thirty-two (32) hours, the supervisor shall cease
attempts to administer the test and shall prepare and maintain a written record stating the reason(s) for not administering
the test.

Supervisors who fail to take appropriate action when there is reasonable cause to believe an employee is impaired while at
work may be subject to corrective action.

IV.  Return to Duty Testing
Return to duty testing is required for any employee who has been suspended due to violating this policy and is returning to

work on the recommendation of the substance abuse professional following their suspension period.

A negative test result is required before the employee may be authorized to return to duty. A positive return to duty test
shall result in termination.

Nothing in this section requires the Town to return an employee to safety-sensitive duties because the employee has met
these conditions.

V. Follow-up Testing
If an employee is allowed to return to duty following referral, evaluation, and treatment, a minimum of six (6) unannounced

periodic follow-up alcohol and/or drug tests will be required during the next 12 months of employment. Follow-up testing
may continue for up to 5 years following return to duty at the Town’s discretion, based on recommendations from the EAP
or Substance Abuse Professional (SAP).

A positive follow-up test will result in termination.

Follow-up testing is separate from and in addition to Random Testing. Employees subject to follow-up testing must also
remain in the standard random pool and must be tested whenever their names come up for random testing, even if this
means being tested twice in the same week or month.

VI. Post-Accident Testing

A post-accident test, which includes a drug and an alcohol test, will be given immediately to Town employees who are
involved in an accident meeting the following certain criteria:

Human Fatality Yes Yes

Human Fatality No Yes
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Bodily Injury with Immediate Medical
Yes Yes
Treatment Away From the Scene
Bodily Injury with Immediate Medical N N
o o
Treatment Away From the Scene
Disabling Damage to Any Motor Vehicle
. Yes Yes
Requiring Tow Away
Disabling Damage to Any Motor Vehicle No No
Requiring Tow Away

An employee who is subject to post-accident testing under the section above shall remain readily available for such testing
or may be deemed by the Town to have refused to submit to testing. Nothing in this policy shall be construed to require
the delay of necessary medical attention for injured people following an accident or to prohibit a driver from leaving the
scene of the accident for the period necessary to obtain assistance in responding to the accident, or to obtain necessary
emergency medical care.

No employee required to take a post-accident test shall use alcohol for eight hours following the accident, or until the
employee undergoes a post-accident alcohol test, whichever occurs first.

Post-accident testing for alcohol will be administered immediately following the accident or as soon thereafter as medically
and legally possible, but no later than eight (8) hours after the accident. If the test is not administered within two (2) hours,
the supervisor shall prepare and maintain a written record stating the reason(s) why the test was not administered within
two (2) hours. If the test is not administered within eight (8) hours, the supervisor shall cease attempts to administer the
test and shall prepare and maintain a written record stating the reason(s) why the test was not promptly administered.

Post-accident testing for drugs will be administered immediately following the accident or as soon thereafter as medically
and legally possible, but no later than thirty-two (32) hours after the accident. If the test is not administered within thirty-
two (32) hours, the supervisor shall cease attempts to administer the test and shall prepare and maintain a written record
stating the reason(s) why the test was not promptly administered.

SECTION 8: PROCEDURES FOR TESTING

The Town will follow these procedures for drug and alcohol testing.

A. Drug Testing Procedures
The Town will contract with health care professionals for collecting specimens and conducting analysis. Chain of custody

procedures for sample collection and testing will be utilized to ensure proper record keeping, handling, labeling, and
identification for samples. The Town will only use a laboratory for analysis, which has received appropriate certification(s).
Appropriate measures shall be taken to ensure confidentiality and accuracy of results.

All drug tests require an employee to provide a urine specimen for urinalysis at an approved medical facility. The collection,
analysis, and reporting processes are strictly controlled to ensure accuracy of test results and maximum confidentiality.

Every urine specimen undergoes an initial screening followed by a confirmation test for all positive screen results. Any
confirmed positive test result is reviewed and interpreted by a Medical Review Officer (MRO). The MRO is responsible for
confirming test results.
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B. Alcohol Testing Procedures

Employees selected for alcohol testing must be escorted to the testing facility. The testing will be performed in an area
which gives privacy to the employee. If an employee refuses to undergo the alcohol test, the results will be handled as
though a 0.01 or greater result had been obtained.

If adequate breath is provided, the device will immediately register and display a result. If the result is a BAC of less than
0.01, no further testing is authorized, and the results will be sent in a confidential manner to the Town and stored by the
Town in a confidential manner.

If a result is a BAC of 0.01 or greater, a confirmation test must be performed to verify the initial test. This test will occur
between 15 and 20 minutes after the first test. If the results differ, the confirmation test results will be considered the valid
test.

Both the employee and the technician will sign and date the test results.

If the employee does not provide an adequate amount of breath, the Town will direct the employee to seek a medical
evaluation, at the employee’s expense, as soon as possible from a licensed physician who is acceptable to the Town. The
physician will state in writing if there is a medical condition which prevents the employee from providing the necessary
breath. If there was a medical reason, the Town will reimburse the employee for his or her expenses. If the physician states
there is no medical reason, the employee will be considered to have refused the test, and the Town will take appropriate
measures.

C. Positive Test Results
Any Town employee who receives a confirmed alcohol breath test result with a BAC of .01 or greater will be prohibited from

operating a Town vehicle or driving on behalf of the Town for at least 24 hours following the positive test. In addition, the
employee will be subject to disciplinary action, up to and including termination.

Any Town employee who tests positive for drugs or controlled substances, or who receives a confirmed alcohol breath test
result with a BAC of .01 or greater, will be immediately removed from safety-sensitive functions and will be referred to the
Employee Assistance Program (EAP) for support. The employee will be subject to discipline, up to and including termination.

If a Town employee receives a citation for Driving Under the Influence (DUI) either on or off duty, that employee will not be
permitted to operate a Town vehicle until test results are received by the Town. If the results are confirmed positive, the
employee will be restricted from driving a Town vehicle for a period of one year.

A confirmed positive drug/controlled substances or alcohol test result will subject the employee to disciplinary action, up
to and including termination.

Temporary employees who test positive may be released without recourse or appeal.

D. Refusal to Test
A refusal to test includes actions such as failing to appear for the test, failing to remain at the testing site, refusing to provide

a specimen or adequate breath, tampering with or adulterating a specimen, or refusing to follow the testing process as
required. An employee who refuses testing will be treated as having tested positive.

In post-accident situations, for an alcohol test, if 2 hours elapse and the test has not been administered, the supervisor will
document the reasons the test was not administered promptly. If the employee has not received an alcohol test within 8
hours, the Town will stop trying to get the test, and the supervisor will document the reasons. In the case of a drug test, if
the employee has not submitted to the test within 32 hours, the Town will stop trying, and will document the reason. The
required form is to be used to document refusal of testing.
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If the employee is sufficiently impaired that they may not understand the consequences, they should bd

leave (or leave without pay if sick leave is not available).
Applicants who refuse testing will no longer be considered for the position.

E. Challenges to Results
An applicant or employee has 72 hours from being notified of a positive result to request that the split specimen be tested,

at the employee’s expense.

SECTION 9: EMPLOYEE ASSISTANCE PROGRAM

In cases where an employee announces that they have a substance abuse problem, the employee will be referred to the
Employee Assistance Program (EAP) for evaluation, referral, and treatment. If it is determined that the employee requires
rehabilitation, the EAP will assist in selecting a program of rehabilitation for the employee. The employee may use
accumulated sick leave while participating or will be granted leave without pay (LWOP). In either case, sick leave and LWOP
separately or in combination may not exceed 90 days without an extension approved by the Town Manager or their
designate. Reinstatement may be contingent upon certification by the treatment provider that the employee has
successfully completed the initial structured treatment program.

In cases where the employee tests positive following a random, reasonable suspicion, or post-accident test, or where an
employee refuses testing, the employee shall be referred to the Town’s EAP provider. The EAP referral is independent of
any disciplinary action the Town may take as the result of a positive test or refusal to test.

While the initial consultations with EAP are at no cost, the expense of any treatment program is the employee’s
responsibility.

SECTION 10: CONFIDENTIALITY

The reports or test results may be disclosed to management on a strictly need-to-know basis and to the tested employee
upon request. Disclosures, without employee consent, may also occur when:
1. Adisclosure is required by law
2. The information has been placed at issue in a formal dispute between the employer and the employee.
3. Theinformation is to be used in administering an employee benefit plan.
4. The information is needed for the diagnosis or medical treatment of the patient who is unable to authorize
disclosure.

The Human Resources Department shall keep confidential records or test results, EAP referrals, and employment status.
Information will be released only as required by law or as expressly authorized.

An employee shall have access to their own alcohol and drug records upon written request.

When requested, the Town will disclose post-accident testing information to the National Transportation Safety Board as
part of an accident investigation.

The Town will make records available to a subsequent employer only upon receipt of written authorization by the employee.

The Town may disclose information to the employee or to the decision-maker in a lawsuit, grievance, or other proceedings
initiated by or on behalf of the individual, or in accordance with other legal proceedings. This may include workers
compensation, unemployment compensation, or other proceeding relating to a benefit sought by the employee.
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Any employee whose job duties require operation of a motorized vehicle, hazardous machinery or use of hazardous
materials who is CHARGED with a controlled substances or alcohol related offense (including DWI) must notify the
appropriate supervisor or Department Head within one work day of arrest, arraignment, or indictment. Any employee who
is required to have a driver’s license for the performance of their job duties will be placed either in a non-disciplinary or a
disciplinary suspension without pay status until their license is returned after the automatic ten-day revocation. An
employee’s failure to notify his/her supervisor or Department Head may result in disciplinary action, up to and including
termination. Under no circumstances shall an employee operate a Town vehicle or equipment without a valid operator’s
license.

Any employee CONVICTED of a controlled substance or alcohol related offense must notify the appropriate supervisor or
Department Head within one workday of conviction. Failure to notify management may result in disciplinary action, up to
and including termination. If an employee’s job functions require a valid driver’s license and the employee’s license is
revoked, the employee shall be subject to disciplinary action, up to and including termination. Failure to notify supervisor
or Department Head of any revocation shall result in disciplinary action, up to and including termination. Under no
circumstances shall an employee operate a Town vehicle or equipment without a valid operator’s license.

Any employee convicted of an off the job controlled substance or alcohol related offense which could directly, or indirectly,
affect his/her credibility or ability to carry out effectively the duties and responsibilities of his/her position with the Town
of Shallotte, shall be subject to review by the Town Manager and possible disciplinary action, up to and including
termination.

SECTION 12: OTHER CONSIDERATIONS
This policy does not create any legal rights to Town employment, which do not otherwise exist. Should any provision of this
policy or procedure be ruled invalid or unconstitutional, the ruling shall not affect or impair any of the remaining provisions.

SECTION 13: SPECIAL CONSIDERATION FOR POLICE EMPLOYEES ONLY

All applicants for employment as criminal justice officers, as well as veteran officers applying for lateral transfer to a new
agency, are subject to drug testing rules adopted by the Criminal Justice Education and Training Standards Commission.
Should the Town’s Drug and Alcohol Policy or this Standard Procedure conflict with the Commission’s rules now or in the
future, then the Commission’s rules shall take precedence.

Section 13. Vehicle Use Policy

SECTION 1: VEHICLE USE

A. Subject:  Town Vehicle Assignment and Use of Town Vehicles

B. Purpose: This policy establishes procedures regarding the assignment of Town vehicles, use of Town vehicles,
and business use of private vehicles. This applies to all Town employees who operate a motor vehicle owned or
leased by the Town unless otherwise noted within the policy. This policy is also prepared according to all
applicable Federal and State regulations regarding tax reporting of employer provided take-home vehicles.

C. Definitions:

Assigned Vehicle: A Town-owned automobile, truck, or leased vehicle designated for the use of an individual
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employee in the normal performance of his/her duties but not authorized for take-home]

A.

Mileage Reimbursement: A per mile rate to compensate employees for the incidental, non- routine, or extraordinary
use of a privately owned vehicle for official business, based on actual logged miles.

Take-Home Vehicle: A Town-owned or leased automobile or truck designated for the use of an individual employee
in the normal performance of his/her duties including the commute from home to work.

At-Fault: An accident/incident or collision caused by the employee’s negligence. This includes an employee failing to
fulfill his/her basic obligation to behave with reasonable degree of care on the road and/or prevent
harm to another person or property.

D. Vehicle Uses:

a. Only Town employees or drivers on Town business and authorized by a Town Manager and Department
Head may drive or operate Town vehicles or equipment.

b. Town-owned or leased vehicles are to be used for official business only with reasonable consideration
for use for meals, while performing business on behalf of the Town. For individuals assigned vehicles for
overnight use, stopping between work and home to perform some minor personal business may be
acceptable but any such use should be the exception rather than the rule, and only if the stop is directly
in route from work to the employee’s residence.

C. Town-owned or leased vehicles are not assigned for nor shall they be used for the convenience of the
employee with regard to transportation needs or other non- business activities except as determined
by the Town Manager with concurrence of the Town Board.

d. Alcoholic beverages or any illegal drugs are not permitted in eity town vehicles at any time. Law
enforcement personnel or lab personnel as approved by proper police authority may transport lawfully
confiscated alcoholic beverages or drugs.

E. Procedures:

Take-Home Vehicles

For an employee to be authorized for the take-home use of a Town-owned or leased vehicle, the employee must
possess a valid North Carolina’s driver’s license, maintain a safe driving history, and meet one of the following
tests:
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Test 1 - The employee is:

1. Subject to frequent after-hours emergency callback or other unscheduled work, and

2. Such unscheduled work involves the first response to a real or present threat to life or property
requiring an immediate response, and

3. Aspecialized vehicle, tools, or equipment are required for the performance of emergency duties.

Test 2 - The employee is:

1. Subject to frequent after-hours callback, and

2. Such callback arrangements are to locations other than the employee's normal duty station, and

3. A special vehicle, tools or equipment are required to perform after-hours assignments, and

4. An unacceptable delay in the response would result from the employee's return to the normal duty
station to retrieve the needed equipment.

Assignments are not permanent. When priorities or circumstances have changed, vehicles should be reassigned.
All take home vehicle assignments must be reviewed and evaluated by the Department Heads and Town
Manager annually beginning July 1*t. The following conditions should be considered:

e Requirements of the job.

e Productivity.

e Availability of Town vehicles.

e (Costtothe Town.
No personal use of take-home vehicles is permitted. For the purposes of this policy, the daily commute to and
from the employee's work location and normal meal periods within on-duty hours are considered official use.

No passengers may be transported in take-home vehicles except as required for official duties or as approved
by the Town Manager.

Except as approved by the Town Manager, take-home vehicles may not be used for commuting travel outside
the city limits. Exceptions are when employees are commuting to a scheduled event or training. This must be
approved by the Department Head. Multiple employees attending the same event, using a town vehicle, will
share a ride in one vehicle unless prior approval by the Town Manager.

Employees permitted to take a vehicle home (commute) from their workstation may do so for job-related
reasons and not as a compensatory measure.

Vehicles so assigned are not intended to be perceived as personal property or interpreted as a salary supplement
or fringe benefit. The commuting costs of the use of a Town vehicle may be a taxable fringe benefit cost to an
employee. Any vehicle not specifically designated as exempt under the 1985 Tax Act (Attachment I), may result
in a taxable fringe benefit to the employee.
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A.

The Finance Director or designee is responsible to compute the commuting cost of any non-exempt vehicle
taken home by an employee and reporting this taxable benefit on the employees form W-2 at the end of each
calendar year. The Town will only deduct FICA taxes on the cost of this benefit. No Federal or State Income taxes
will be deducted by the Town, the payment of these taxes will be the responsibility of the employee, when his
or her personal income tax return is filed. The gross cost of this benefit is not subject to state retirement
deductions.

Revocation of Take-Home Authorization

a. For Failure to comply with the provisions of this policy or when violating the city travel policy.

b. For a change in job assignment, duties or responsibilities such that a take home vehicle is no longer
justified.

C. In the event that the employee has had two (2) accidents in a Town vehicle within an eighteen-month

period and found to be at fault. The employee may also be subject to disciplinary actions as outlined in
the Personnel Policy.

If the employee fails to maintain a valid driver’s license

When placed on worker’s compensation, or when under medical care in which driving is not permitted.
If the employee has violated the Town’s drug/alcohol policy.

As a result of disciplinary action.

When it is in the best interest of the Town as determined by the Town Administrator.

Failure to report a traffic violation — Any employee charged or convicted of a controlled substance or
alcohol related offense (including DWI) must notify the appropriate supervisor or Department Head
within one workday of arrest, arraignment, indictment, or conviction. Under no circumstances shall an
employee operate a Town vehicle or equipment without a valid operator’s license. (Please refer to the
Town’s Drug & Alcohol Policy — Impairment or Other Behavior Off the Job)

—SQ oo

Mileage Reimbursement;

The Department Head and/or Town Manager may authorize mileage reimbursement for an employee who must

utilize his/her personal vehicle to conduct Town business and who receives no other form of allowance, except

as otherwise provided within this policy.

a. Claims for mileage reimbursement shall be made in accordance with current Travel Expense
Reimbursement procedures.

b. The standard rate of mileage reimbursement shall be in accordance with the Town’s mileage
reimbursement rate.

Additions to this policy — Specialty vehicles such as those that are operated for emergency response and/or
weight can be subject to additional responsibilities and restrictions that are documented in the departments
SOPs.

Driver Responsibilities / Requirements:

Each driver of any Town-owned or leased vehicle must have a valid North Carolina drivers/operator’s license.
Should an employee who drives a Town owned vehicle be involved in an incident, on or off the job, where
their license is suspended or revoked, the employee is obligated to inform their immediate supervisor and the
Town Manager within 24 hours of the incident. Failure to inform the Town of a suspended or revoked license
may result in immediate dismissal.
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A.

Town employees, who drive vehicles weighing more than 26,000 pounds or a vehicle carrying sixteen (16) or
more passengers, must have a valid Commercial Class B license with a passenger endorsement. Town employees
who drive vehicles with a trailer must have a valid Commercial Class A license if required by law.

All drivers identified as having a safety sensitive position, based on their job descriptions, are required to
undergo post-accident drug testing, which may include but not limit other drug testing implemented by the
Town.

Employees authorized to drive or assigned a Town-owned or leased vehicle are subject to an annual review of
their motor vehicle driving record with the State of North Carolina. Those employees found to be of a high risk
or who have failed to report violations and/or accidents to the Town will have their vehicle privileges revoked,
thus; resulting in dismissal for employees in positions where vehicular transportation is deemed an essential job
function. ALL drivers charged with any offense that results in immediate suspension or revocation of the license
must immediately notify his/her supervisor/Department Head and may not operate any Town vehicle or use a
personal vehicle on Town business.

Employees are responsible for any vehicle or equipment assigned to them such as reporting unsafe operations
or working conditions via a “Vehicle Repair Request” form available in each department or from Administration
(see form included in policy).

Employees shall allow sufficient time to reach destinations without violating speed limits or traffic laws.
Employees must know and abide by all driving laws in all areas where they operate Town vehicles and shall drive
defensively at all times.

It is mandatory that all occupants of a Town vehicle, use seat belts at all times, without exception. The driver of
the vehicle is responsible for enforcing belt usage by all occupants and shall report any failure to comply with
employee’s supervisor.

The Town will not pay traffic tickets or parking fines of employees driving Town owned vehicles, nor will the
Town pay if the employee is authorized to use their personal vehicle on Town business. Employees found guilty
of moving violations may be subject to disciplinary action.

An employee receiving a moving violation while driving a Town vehicle has an obligation to immediately inform
their Department Head. The Department Head will notify Human Resources.

The use of tobacco products or E-Cigarettes/vaping products are not permitted in Town Vehicles.

Use of electronic devices — Employees shall refrain from operating hand held cellular telephones or any other
device that may cause vehicle operator distraction while operating a Town vehicle.

New Hires — As a condition of employment and in order to be eligible for hire to a position in which driving is an
essential job function, a MVR must be ordered and reviewed before a final offer of employment is made.

. Employees who are found to be at fault in multiple vehicle accidents, whether in a Town-owned or personal
vehicle, may be required to complete a Defensive Driving Course before being permitted to operate a Town-
owned or leased vehicle again. This requirement applies when such incidents raise concerns about the
employee’s ability to safely perform job duties involving the operation of a vehicle.

Any employee charged or convicted of a controlled substance or alcohol related offense (including DWI) must
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notify the appropriate supervisor or Department Head within one workday of arrest, arraignme

or conviction. Under no circumstances shall an employee operate a Town vehicle or equipment without a valid
operator’s license. (Please refer to the Town’s Drug & Alcohol Policy — Impairment or Other Behavior Off the
Job)

Maintenance of Vehicles:

Employees with assigned Town-owned or leased vehicles are responsible for regular inspections of their
vehicles. Scheduling of routine maintenance and repairs is the responsibility of the employee to whom the
vehicle is assigned.

Individual departments are responsible for monthly inspections of unassigned vehicles and scheduling of routine
maintenance and repairs.

An authorized dealer must perform warranted repairs. Other repairs will be done by mechanics authorized by
the Town.

No alterations may be made to Town-owned vehicles without prior written approval by the Town Manager.

No bumper stickers, other than Town approved stickers, may be placed on the vehicles.

Each department is responsible for maintaining accurate and complete maintenance history files for each
assigned vehicle. It is the responsibility of the employee with assigned vehicles and the department for
unassigned vehicles to provide the Finance Department with receipts for maintenance.

Accident Procedures:

Regardless of the situation, the following procedure MUST be followed in the event of an accident while in a
Town-owned or leased vehicle:

a. Immediate notification of the proper law enforcement agency for accident investigation and report.
Employee should take pictures of the accident site to document the type and extent of damage to all
vehicles involved, as may be possible and prudent.

b. Immediate notification of the employee’s supervisor or Department Head.

C. Prepare a Town Vehicle Accident report (see sample form attached). This report along with one copy of
the law enforcement report should be submitted to the Town Administrator.

d. If necessary, an “Employee Incident/Injury Report” and/or “Vehicle Accident/Injury Report” must be
completed and submitted to the Town Administrator soon as possible in order to file a workers’
compensation claim within 24 hours of the accident. (see forms included in policy).

€. Securing accident repair estimates and approval of actual repair work is the responsibility of the
employee’s department with assistance from the Town Manager.

f. Post-Accident Substance Abuse Testing
In accordance with the Town’s Drug and Alcohol Policy, a post-accident test, which includes a drug and an

alcohol test, will be given immediately to Town employees who are involved in an accident meeting the
following certain criteria:
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TYPE OF ACCIDENT INVOLVED CITATION ISSUED TO TEST MUST BE PERFORMED
THE DRIVER BY EMPLOYER

Human Fatality Yes Yes

Human Fatality No Yes

Bodily Injury with Immediate Medical
Yes Yes

Treatment Away From the Scene

Bodily Injury with Immediate Medical No No

Treatment Away From the Scene

Disabling Damage to Any Motor Vehicle

. Yes Yes

Requiring Tow Away

Disabling Damage to Any Motor Vehicle
No No

Requiring Tow Away

An employee who is subject to post-accident testing under the section above shall remain readily available
for such testing or may be deemed by the Town to have refused to submit to testing. Nothing in this policy
shall be construed to require the delay of necessary medical attention for injured people following an
accident or to prohibit a driver from leaving the scene of the accident for the period necessary to obtain
assistance in responding to the accident, or to obtain necessary emergency medical care.

No employee required to take a post-accident test shall use alcohol for eight hours following the accident,
or until the employee undergoes a post-accident alcohol test, whichever occurs first.

Post-accident testing for alcohol will be administered immediately following the accident or as soon
thereafter as medically and legally possible, but no later than eight (8) hours after the accident. If the test
is not administered within two (2) hours, the supervisor shall prepare and maintain a written record stating
the reason(s) why the test was not administered within two (2) hours. If the test is not administered within
eight (8) hours, the supervisor shall cease attempts to administer the test and shall prepare and maintain
a written record stating the reason(s) why the test was not promptly administered.

Post-accident testing for drugs will be administered immediately following the accident or as soon
thereafter as medically and legally possible, but no later than thirty-two (32) hours after the accident. If the
test is not administered within thirty-two (32) hours, the supervisor shall cease attempts to administer the
test and shall prepare and maintain a written record stating the reason(s) why the test was not promptly
administered.

I. Safety Standards:

a. Before operating the vehicle, perform a general, visual inspection to identify any potential safety defects
or problems with mechanical or operating conditions. The vehicle should not be operated if a significant
operating, mechanical, or safety problem exists. Any problems encountered during operation of the
vehicle should be reported to his/her supervisor as soon as possible.
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Before operating a vehicle, it is the driver’s responsibility to determine when he or she is

the vehicle due to fatigue, illness, taking prescription medications, etc. The vehicle should not be
operated if the physical condition of the driver might cause or contribute to an accident.

Drivers should manage their driving environment to minimize distractions that can have impact an impact
on their ability to safely operate the vehicle (i.e. eating, consuming beverages, talking to passengers, cell
phone use, etc.)

It is the responsibility of the driver to determine when conditions make driving unsafe. When driving
conditions are determined to unsafe, it is the driver’s responsibility to either identify alternative routes
where the risk of accident or injury is within acceptable parameters, or, alternatively, to advise his or her
supervisor or Department Head of the unsafe conditions.

At all times while operating a vehicle, the driver must use defensive driving principles. Defensive driving
requires that each driver make allowances for driving habits of others by stopping, slowing, or yielding to
avoid an accident.

Be courteous to other motorists and pedestrians at all times

Vehicles that are specialty to a certain department must comply with the safety standard operating
procedures that are specific to that department.

All employees are subject to discipline as outlined in the Personnel Policy.

J. Safe Backing/Spotter Procedures

a.

o o

Q = o

- =

A vehicle driver will stop backing immediately if visual contact is lost with workers on foot. Backing will
only be resumed when visual contact with workers is restored. A rider will step off the back of riding
steps before the driver begins to back up.

Passengers not being utilized as spotters will stay in the vehicle while the vehicle is backing.

Workers will never cross or step behind a vehicle when it is backing up or when backup lights are on
Spotters will remain visible in the driver’s mirrors and maintain a clear view of the driver’s hazard area
(blind spot).

Spotters will be familiar stay clear of the vehicle’s path and will never walk backward.

Spotters will be familiar with and use agreed upon hand signals to communicate with the driver
Spotters will immediately signal the driver to stop if any person or object enters the area behind the
truck

Spotters will signal the driver to stop if the spotter must change positions when the vehicle is backing
Workers will not use cellular phones while working and walking around heavy equipment.

All appropriate Personal Protective Equipment (PPE) must be worn when applicable including high
visibility (Class Il or Class Ill vests) per the established PPE policy

Any violation of this policy by an employee may be subject to disciplinary actions, up to and including
termination.

Section II: GPS

A. Purpose:
The Town’s commitment to highway/road safety and employee welfare, as well as, the wellbeing of the public, is a
top priority and the origin of GPS. The purpose of this policy is to establish criteria for the maintenance and use all
Town of Shallotte Fleet vehicles that may be equipped with GPS monitoring devices. Town owned vehicles shall be
operated in compliance with all applicable state and local laws and ordinances. There should be no expectation of
privacy when using company owned equipment and/or vehicles.

B. Definition:
GPS is a satellite tracking system that is attached to the Town vehicle, which monitors the vehicle during operation.
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information and notifications regarding use location, and servicing requirements of the GPS equipped vehicles. The
device will be used to notify supervisory personnel and fleet managers of vehicle trouble codes, mileage, vehicle
location, speed, hard braking, rapid acceleration, etc. This information is transmitted and can be updated every
minute.

C. GPS Uses:
The following GPS related activities are monitored and if a violation should occur the employee will be subject to
disciplinary action up to and including termination:

1. Speed of travel — All Town of Shallotte employees must obey all local traffic laws including speed limits. The GPS
tracking device will transmit the highest speed of each vehicle.

2. Device tampering — Any tampering attempts to remove, or disable the GPS equipment is prohibited.

3. Time vehicle is spent idling

4. Location of the vehicle at every stop/Unauthorized Use — Town vehicles are to be used for conducting Town
business. Leaving the Town of Shallotte without permission is prohibited.

5. Vehicle mileage

6. Acceleration and deceleration

7. Rapid Starts — “jackrabbit starts”

Driving habits, patterns, and violations of the policy are reviewed monthly and remain on the driver’s record for
12 months. This means that a GPS policy violation remains viable and subject to progressive disciplinary actions
for one year from the date of violation. Should multiple violations occur on the same day, they may be treated as
one violation, with any applicable discipline based upon the most serious offense.

*This policy does not apply to the Public Safety personnel as they are monitored via the County’s 911 system.
D. Responsibility Assignments:

1. EMPLOYEES: Employees are responsible for compliance with all provisions of this policy when using Town
vehicles to conduct Town business. For the purpose of this policy, the actual driver and/or operator of each
vehicle shall be the responsible employee.

2. SUPERVISORS: It is the responsibility of the supervisory personnel to ensure the requirements of this policy are
understood by his/her subordinate employees. In the event of a violation of this policy, it is the responsibility
of appropriate supervisory personnel to act in accordance with this policy. Any required disciplinary action
deemed necessary shall be documented and shall be included in the employee personnel file.

Supervisors will use the GPS Tracking Coaching/Counseling Form if a violation should occur. (see form in policy)

Section 14. Pregnant Workers Fairness Act (PWFA)

Introduction
This policy outlines the procedures and guidelines for providing reasonable accommodations to pregnant employees in
accordance with the Pregnancy Workers Fairness Act (PWFA).

Scope
This policy applies to all employees, regardless of employment status, who are pregnant, have recently given birth, or
have related medical conditions covered under the Pregnancy Workers Fairness Act.

Definitions
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Pregnancy: The condition of being pregnant, childbirth, or related medical conditions.

Reasonable Accommodation: Modifications or adjustments to job duties, schedules, work environments, or processes
that enable pregnant employees and applicants to perform their job functions without causing undue hardship to the
employer.

Undue Hardship: Significant difficulty or expense that would impose a disproportionate burden on the operation of the
organization.

Interactive Process: The collaborative dialogue between the employer and the pregnant employee to identify and
implement appropriate accommodations.

Policy

It is the employee's responsibility to notify the Town of any pregnancy-related limitation and that she needs an
accommodation. An employee or applicant may request an accommodation due to pregnancy, childbirth or a related
medical condition by submitting the request in writing to human resources or to the employee’s Department Head. The
accommodation request should include an explanation of the pregnancy-related limitations, the accommodation needed
and any alternative accommodation(s) that might be reasonable. Depending on the nature of the accommodation, the
individual may be requested to submit a statement from a health care provider substantiating the need for the
accommodation.

Upon receiving a request for accommodation, the employer will engage in an interactive process with the pregnant
employee to discuss the request and determine if an accommodation is reasonable and can be provided without
significant difficulty or expense, i.e., undue hardship. The interactive process may involve discussions between the
employee, their supervisor, and HR personnel. Reasonable accommodations will be determined on a case-by-case basis,
considering the pregnant employee's specific needs, the organization's operational requirements, and any potential
undue hardships. Information regarding an employee’s pregnancy and accommodations will be treated confidentially and
shared only with individuals directly involved in the accommodation process on a need-to-know basis.

The Town prohibits retaliation, harassment or adverse employment action due to an individual’s request for
accommodation pursuant to this policy or for reporting or participating in an investigation of unlawful discrimination
under this policy.

ARTICLE VI. EMPLOYEE BENEFITS

Section 1. Eligibility

All full-time and part-time employees of the Town 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. Temporary employees are eligible only
for legally mandated benefits such as workers” compensation and FICA.

When the probationary period of a specific job class exceeds six (6) months, the employee will be eligible for benefits as all
other job classifications.

Section 2. Employee Group Health Insurance

The Town provides group health insurance programs for full-time and part-time employees 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.
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coverage under the Affordable Care Act. These employees may, if they so desire, purchase available group health coverage
through the Town for qualified dependents within the stipulations of the insurance contract.

Information concerning cost and benefits shall be available to all employees from the Human Resources Office.

Retiree Insurance

The Town will provide health insurance (does not include dental or vision) for a retired employee according to the
following guidelines. This amount will not exceed what the Town pays for active full time employees. The Town is
currently a member of the NC State Health Plan, which DOES NOT cover retirees. The retiree is responsible for providing
the Town with proof of health insurance every six (6) months.

e With 20 years of service with the Town of Shallotte — 50% of health insurance premium for five (5) years or until
eligible for Medicare.

e With 25 years of service with the Town of Shallotte — 75% of health insurance premium for five (5) years or until
eligible for Medicare.

e With 30 years of service with the Town of Shallotte — 100% of health insurance premium for five (5) years or until
eligible for Medicare.

The Town will follow the North Carolina State Retirement System guidelines, concerning retirement eligibility, however
years of service are only service with the Town of Shallotte.

Section 3. Other Optional Insurance Plans

The Town may provide and/or make other insurance plans (such as life, disability, vision, dental, Flexible Spending accounts
(FSA), etc.) available to employees upon authorization of the Town Manager and Town Aldermen. For information about
optional group benefit programs, employees may contact Human Resources.

Section 4. 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.

Retirement Recognition
Employees who have completed a minimum of 15 years of continuous service with the Town of Shallotte will be eligible
for a formal retirement recognition upon notifying their Department Head of their intended retirement date.

e 5$250.00 for a retiring employee who has served the Town for 15-20 years of service
e 5500.00 for a retiring employee who has served the Town for 21-29 years of service
e 51,000 for a retiring employee who has served the Town for 30+ years of service

Section 5. Supplemental Retirement Benefits

The Town provides supplemental retirement benefits for its full-time employees. As prescribed by North Carolina State
Law, the Town will contribute a designated percentage of salary to the State 401-K plan for each sworn law enforcement
officer.

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.
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Section 6. Social Security
The Town, to the extent of its lawful authority and power, has extended Social Security benefits to its eligible employees.

Section 7. Worker’s Compensation

All employees of the Town (full-time, part-time, and temporary) are covered by the North Carolina Worker’s 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.

Employees may use sick leave and/or vacation during the waiting period before Worker’s Compensation benefits begin and
after benefits begin to supplement the remaining one-third of salary except that employee may not exceed the regular
salary amount using this provision.

Responsibility for claiming compensation under the Worker’s 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 Head and the Human Resources Officer will assist the employee in filing the claim.

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 worker’s compensation claim.

Section 8. Unemployment Compensation

In accordance with Public Law 94-566 and subsequent amendments, local governments are covered by unemployment
insurance. Town employees who are terminated due to a reduction in force or released from Town service may apply for
benefits through the local Employment Security Commission office, where a determination of eligibility will be made.

Section 9. 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).

Eligibility and continuation of these benefits are subject to the following conditions:

a) The officer shall have completed 30 or more year of creditable service, or have attained 55 years of age and
completed five or more years of creditable service (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
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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 10. Credit Union Membership
Employees of the Town of Shallotte are eligible for membership in the North Carolina Local Employees Federal Credit Union.
Administration of this credit union is being provided under contract with Civic Credit Union.

Section 11. 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.

Section 12. Flower Policy
The purpose of this policy is to establish guidelines for sending flowers to current full-time employees and Board members
(past and present) to be consistent and equitable for the citizens of Shallotte.

Illness

1. In the event of the overnight hospitalization of a Board member or employee, the Town of Shallotte will send an
appropriate floral arrangement, gift basket, meal, or appropriate gift card to the person’s home on behalf of the
Town. It will be the responsibility of the employee’s Department Head to notify the Town Clerk who will handle
the arrangements on behalf of the Town. If the employee or Board member should become hospitalized more than
once during a 12 month period, the Town will send the above mentioned the first time and cards for the subsequent
hospitalizations.

Prices not to exceed $60
Death

2. In the event of the death of a Board member (past or present), employee or an immediate family member (as
defined below) of one of the foregoing, the Town of Shallotte will send an appropriate floral arrangement or in lieu
of flowers at the family’s request, make a charitable contribution in memory of the deceased (the contribution will
be equal to the cost of flowers).

Prices: Currently the following limits are in effect: Sister/Brother $65.00; Father/Mother $65.00; Child/Spouse
$80.00; Employee $100.00; Elected Officials (past and present) $100.00
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Section 13. Employee Assistance Program

The Town provides a confidential Employee Assistance Program (EAP) to support employees and their immediate family
members with personal or work-related concerns, including mental health, stress, substance abuse, legal or financial
issues, and more.

The EAP is available 24/7 and offers a limited number of sessions at no cost to the employee. Any sessions beyond the
Town-provided allotment will be the employee’s financial responsibility. Participation is voluntary and confidential, and
use of the program will not affect employment status.

Supervisors may recommend the EAP as a resource, but participation is optional unless part of a formal performance or
disciplinary plan.

For more information or access instructions, employees may contact Human Resources.

ARTICLE VII. HOLIDAYS AND LEAVES OF ABSENCE

Section 1. Policy

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

Section 2. Holidays
The Town will follow the holiday schedule as adopted and published by the State of North Carolina for its employees.

In order to receive a paid holiday, an employee must be on paid status before and after the holiday.

Employees wishing to schedule time off for religious observances, other than those observed by the Town, may request
vacation leave from their respective Department Head. The Department Head will attempt to arrange the work schedule
so that an employee may be granted vacation leave for the religious observance. Vacation leave for religious observances
may be denied only when granting leave would create an undue hardship for the Town.

Section 3. 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 leave.

Section 4. 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 paid at
their regular rate for hours actually worked in addition to any holiday pay to which they are entitled. If a holiday falls on a
regularly scheduled off-duty day for shift personnel, the employee will receive the additional hours for paid holiday leave.
Whether holiday time is provided in time or pay for shift employees is determined by the Town. Employees shall receive
holiday compensation in hours or pay based on the pro rata amount identified in Section 16 of this Article.

Section 5. 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 should be requested in advance in methods determined by the
department and approved by the supervisor.

46

56




Section V, ltem A.

Vacation leave may also be used by employees who wish to observe religious holidays other than those

Town. Employees who wish to use leave for religious observances must request leave from their respective Department
Heads. The Department Head 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.

Section 6. 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 7. Vacation Leave: Accrual Rate

Each full-time general employee of the Town will accrue vacation on the following schedule. Employees who work other
than 40 hours per week will earn vacation at a pro-rated amount. Sworn law enforcement officers who work an average
workweek of 42 hours (168 hours in a 28-day cycle) will earn a prorated amount based on the average number of hours in
the workweek. (See Section 16 of this Article for more information.)

YEARS OF SERVICE A DAYS ACCRUED PER YEAR

0—4 years 12
5-9years 15
10 — 14 years 18
15-19 years 20
20+ years 22

Section 8. Vacation Leave: Maximum Accumulation

Vacation leave may be accumulated without any applicable maximum until the pay period containing December 31 of each
calendar year. During the pay period containing December 31, any employee with a balance exceeding 30 days (pro-rated
according to Section 16) shall have the excess accumulation transferred to sick leave so that only a balance of 30 days is
carried forward to January 1. Employees are not eligible to receive pay for vacation time not taken.

Employees are cautioned not to retain excess accumulated vacation leave until late in the fiscal 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 9. Vacation Leave: Manner of Taking

Employees should request vacation from their supervisor and take vacation only when approved. Employees shall be
granted the use of accrued vacation leave upon request in advance at those times designated by the Department Head
which will least obstruct normal operations of the Town. Department heads are responsible for insuring that approved
vacation leave does not hinder the effectiveness of service delivery. Vacation may be taken in one (1) hour increments.
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Section 10. Vacation Leave: Payment upon Separation

An employee who has successfully completed six months of the probationary period will normally be paid for accumulated
vacation leave upon separation not to exceed 240 hours provided notice is given to the supervisor at least two weeks in
advance of the effective date of resignation, thirty days for Department Heads.

Any employee failing to give the notice required by this section shall forfeit payment for accumulated leave. 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 vacation leave not to exceed the 240-
hour maximum. However, employees involuntarily separated 'for cause' due to serious violations of personal or criminal
conduct shall forfeit payment of their accumulated vacation leave.

Section 11. 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 30-day maximum.

Section 11A. Personal Leave

An employee of the Town shall be allowed twenty-four (24) hours per fiscal year personal leave with pay over and above
sick leave or annual leave. Personal leave will be in addition to any other leave which a Town employee may earn and
accumulate. Personal leave shall not accumulate beyond the end of the fiscal year.

Employees serving a probationary period following initial employment shall not be permitted to take personal leave during
the first six months of employment unless approved by the Town Manager. Personal leave is not paid out upon separation
of employment.

Section 12. 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, the first seven days of Worker’s
Compensation Leave, required physical or dental examinations or treatment, or exposure to a contagious disease, when
continuing 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.

“Immediate family” is defined as spouse, child, sibling, parent, grandparent, grandchild, guardian, various combinations of
step, half, in-law and adopted relationships of the employee. Sick leave may not be used to care for a healthy child.

Sick leave may be used for a death in the immediate family but is limited to three days per occurrence. Additional time
needed for bereavement or funerals may be charged to accrued vacation or compensatory time.

Sick leave may also be used to supplement worker’s compensation disability leave for the seven-day waiting period before
worker’s compensation benefits begin.

Notification of the desire to take sick leave should be submitted to the employee's supervisor prior to the leave or according
to departmental procedures.

Section 13. Sick Leave: Accrual Rate and Accumulation
Sick leave shall accrue at a rate of one day per month of service or twelve days per year for general employees.
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Sick leave for full-time employees working other than the basic forty-hour work schedule (sworn law enfor

who work an average workweek of 42 hours-168 hours in a 28-day cycle) shall be prorated as described in this Article,
Section 16.

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. A day shall be
calculated based on the formula found in Section 16 of this Article.

All sick leave accumulated by an employee shall end and terminate without compensation when the employee resigns or is
separated from the Town, except as stated above for retirement or upon reinstatement with one year of separation.

Section 14. Transfer of Sick Leave from Previous Employer

The Town will accept the transfer of sick leave for employees coming directly from other employers who are participants
of the Local or State Employees Retirement System. The sick leave amount must be certified by the previous employer. The
employee must complete 12 months of continuous service with the Town before transferred sick leave may be used.

Section 15. Sick Leave: Medical Certification

The employee's supervisor or Department Head may require a physician's certificate stating presence of employee's or
employee’s family member’s illness and the employee's capacity to resume duties, 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 Town deems desirable. The Department Head shall be responsible for the
application of this provision to the end that:

1) Employees shall not be on duty when they might endanger their health or the health of other employees; and
2) 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 15A. Shared Leave Policy

Voluntary shared leave allows one employee to assist another employee in the case of a prolonged medical condition that
exhausts the employee’s available leave and would otherwise force the employee to be placed in leave without pay status,
resulting in a loss of income and benefits. The receiving of shared leave must be approved by both the Department Head
and The Town Manager, and is subject to denial. The denial of shared leave is not a grievable occurrence. An employee
must fill out an application with the Human Resource Office to be considered for shared leave. Eligibility requirements are
outline below.

A. Prolonged Medical Condition: A prolonged medical condition is one shall be defined that required an employee’s
absence from duty for a prolonged period of time, at least twenty (20) consecutive days.

B. The medical condition may involve the employee or an immediate family member. In either case, a document from
the attending physician, estimating the time of treatment and recovery required.

C. For the purposes of using voluntary shared leave, “Immediate family” shall be defined as spouse, child, parent,
brother, sister, grandparent, grandchild, son-in-law, daughter-in-law, parent-in-law, brother or sister-in-law of the
employee or guardian of the employee. This also includes various combinations of step, half and adopted
relationships.
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D. The employee must exhaust all accrued vacation leave, sick leave, compensatory time off, or any|
paid time off before using any donated shared leave.

E. Shared leave cannot be used for Worker’s Compensation.

F. The period of actual physical disability as a result of pregnancy and childbirth (normally six (6) weeks for natural
birth or eight (8) weeks for a cesarean birth), as certified by a physician, is a condition covered by this policy.
Eligibility also may be extended for complications related to the pregnancy and delivery.

1. Although an employee may receive up to twelve (12) weeks of Family Medical Leave for the birth, adoption or
foster care placement, only the period of actual physical disability as a result of pregnancy or childbirth is
covered under the Shared Leave Policy. The additional “bonding time” allowed under FMLA is not eligible for
shared leave coverage.

G. Shared leave will not ordinarily apply to short-term or sporadic conditions or illnesses. Each case must be examined
and decided based on its conformity to policy intent, and must be handled consistently and fairly. Examples of non-
qualifying conditions include, but are not limited to, conditions such as:

1. Short-term or sporadic recurrence of chronic allergies or conditions

2. Short-term or sporadic absences due to contagious disease

3. Short-term or recurring medical or therapeutic treatments.

4. Elective procedures will not be considered.

5. Cosmetic procedures will have to be deemed medically necessary and recommended by the physician.

H. No one may directly or indirectly make any attempt to intimidate, threaten, or coerce any other employee for the
purpose of soliciting leave. (Such action is considered a personal conduct issue and subject to disciplinary action,
including dismissal).

Guidelines

A. The employee receiving leave must have been employed by the Town for at least one (1) year. Under extenuating
circumstances, the Town Manager has the discretion to approve shared leave before one (1) year of employment
is completed. The employee receiving leave cannot receive more than 320 hours (8 weeks).

B. Any eligible employee may donate vacation or sick leave to any approved employee.

C. May only donate a maximum of forty (40) hours of vacation or sick leave in a calendar year.

D. Must donate a minimum of four (4) hours. The donor cannot fall below 160 hours of combined sick and vacation
leave after the donation.

E. This type of leave will not be eligible for an employee receiving benefits from the Disability Income Plan of North
Carolina, started the process for retirement under the NC State Retirement System or are covered under any other
ancillary insurances that may be paying benefits (AFLAC, Colonial, Liberty, etc.).

F. Employees with a pending separation of service are not eligible to donate leave.

G. Employees wishing to request shared leave must submit the completed Shared Leave Request Form with the

physician’s medical certification form and an authorization for the release of medical information to the Human
Resources Officer. The Department Head will confirm there has been no abuse of leave, approve the request, and
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forward to the Human Resources Officer who will confirm all information before submitting to the

for final approval.

H. After the Town Manager’'s approval, the Human Resources Officer will send out information identifying the
employee, circumstances and a request for shared leave donors.

[.  The Privacy Act makes medical information confidential. When disclosing information on an approved recipient,
only a statement that the recipient or family member has a prolonged illness will be made. Donors and donation
amounts shall remain confidential.

J.  All donated leave, whether sick or vacation, will be converted into sick leave for the recipient.
K. To donate shared leave, the employee must fill out an application provided by the Human Resource Officer.

L. Any additional unused donated leave (above the allowed 40 hours) will be returned to the donor(s) on a pro rata
basis and credited to the leave account from which it was donated. Fractions of one hour shall not be returned to
an individual donor.

Section 16. Leave Pro-rated
Holiday, vacation, and sick leave earned by full-time employees with fewer or more hours than the basic workweek (40
hours) shall be determined by the following formula:

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

2) The proportion obtained in step 1 shall be multiplied by the number of hours of leave earned annually by employees
working the basic workweek (40 hours).

3) 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 17. Family and Medical Leave

The Town will grant up to 12 weeks of family and medical leave per twelve months to eligible employees in accordance with
the Family and Medical Leave Act of 1993 (FMLA). 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 may also be used during FMLA
leave. 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 found in Section 20.

To qualify for FMLA coverage, the employee must have worked for the employer 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 FMLA time begins.

Family and medical leave can be used for the following reasons:
1) the birth of a child and in order to care for that child;

2) the placement of a child for adoption or foster care;
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3) to care for a spouse, child, or parent with a serious health condition;
4) the serious health condition of the employee; or
5) 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 a period of 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 wishes 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 a total of 12 weeks leave under FMLA.

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 shall then use all paid vacation, accrued compensatory time and leave without pay for the
remainder of the 12-week 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:

1. deployment of service member with seven or fewer days’ notice;

2. military ceremonies and events such as family-assistance or informational programs related to the family

member’s active duty or call to active duty;

urgent, immediate childcare or arranging for alternative childcare for the children of service members;

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

making financial or legal arrangements related to a family member’s active duty status or call to active duty;

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;

7. 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

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

o v kW

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, is eligible for 26 weeks of FMLA leave in a single 12-month period. During a single 12-
month period, the employee is eligible for a total of 26 weeks of all types of FMLA Leave combined.

The request for the use of leave must be made in writing by the employee and approved by the Department Head or 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.
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Section 18. Family Medical Leave — Certification

In order to qualify for leave under this law, 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 Head and filed with the Human
Resources Officer.

The employee is expected to return to work at the end of the time frame stated in the medical unless he/she has requested
additional time in writing under the Town's Leave Without Pay policy.

Section 19. Family Medical Leave: Retention and Continuation of Benefits

When an employee is on leave under FMLA, the Town will 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 FMLA leave period.

Other insurance and payroll deductions are the responsibility of the employee and the employee 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 FMLA may use Leave Without Pay for the
remainder of the FMLA 12/26 week entitlement. An employee ceases to earn holiday or leave credits on the date leave
without pay begins.

Section 20. Leave Without Pay

A full-time employee may be granted a leave of absence without pay for a period of up to twelve months by the Town
Manager. The leave may be used for reasons of personal disability, sickness or disability of immediate family members (as
defined in Section 12 of this Article), continuation of education, special 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.

The employee shall apply in writing to the Town Manager for 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 Department Head 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 FMLA or USERRA
then the provisions of those policies will apply.
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Section 21. Worker’s Compensation Leave

An employee absent from duty because of sickness or disability covered by the North Carolina Worker’s Compensation Act
may elect to use accrued sick leave, vacation, or compensatory time only during the first waiting period of seven days. 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 worker’s compensation. If the employee elects to use accrued sick leave,
vacation, or compensatory time for the initial waiting period, he/she will be placed on leave without pay at the end of the
seven days; part-time and temporary employees as well as full-time employees who do not elect to use paid leave for the
initial waiting period 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.

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 as established by the Town.

An employee shall retain all unused vacation and sick leave while on Worker’s Compensation Leave Without Pay. An
employee ceases to earn holiday or leave credits on the date Worker’s Compensation Leave without Pay begins.

All injuries arising out of and during the course of employment should be reported by the injured employee to the
immediate supervisor as soon as possible. The supervisor or Department Head shall file an injury report to the Human
Resources Officer within twenty-four hours of the time of the accident.

Before returning to work, a statement from the attending physician must be submitted to the Human Resource Officer
giving permission for the employee to resume regular duties or defining the conditions for a return to light duty if available.

Upon return to work, the employee’s salary will be computed on the basis of the last salary plus any performance pay or
other salary increase to which the employee would have been entitled during the disability covered by Worker’s
Compensation.

Section 22. Military and 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:

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

FEMA’s Disaster Assistance Teams;

Commissioned Corps of the Public Health Service;

Military Service Academies; and

Reserve Officer’s Training Corps (ROTC).

ok WwN e

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, the Town provides addition benefits for military training. Full-
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time employees who are members of an Armed Forces Reserve organization or National Guard shall be gra

calendar days per year for military leave with pay. If the compensation received while on military leave is less than the
salary that would have been earned during this same period as a Town employee, the employee shall receive partial
compensation equal to the difference. The effect will be to maintain the employee's salary at the normal level during this
period.

If such duty is required beyond the fifteen 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.

Part-time and temporary employees will be granted time of 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 occupied prior to the active duty enlistment 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:

1) Lessthan 31 days absence - employee must report to employer by the next business day.
2) 31 days-180 days absence - notification to the supervisor must be submitted within 14 days.
3) 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 full-time 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.

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 four
hours of unpaid 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.
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Paid leave (vacation time) taken by a full-time employee to attend to school activities of his or her child shd

the fulfillment of this provision by the Town.

Section 26. Adverse Weather Conditions

In the event of adverse weather conditions, Town offices and departments shall remain open for the full scheduled workday
unless authorization for early closing or other deviation from regular business hours is received from the Town Manager.
All departments and offices shall receive advance notice of any authorized early closing or delayed opening.

The Town of Shallotte has a responsibility to provide essential services even during periods of adverse weather or other
emergency conditions. Adequate staff are required to operate these critical services seven days per week and 24 hours per
day in all weather. Department heads shall designate which employees are essential employees required to report to work
regardless of weather or other emergency conditions. The list of essential employees by position shall be provided to the
Town Manager and Human Resources Manager

Compensation

Non-essential employees will be paid for those hours worked prior to and after the event that caused the Town Manager
to close, delay, or cancel Town offices and/or services. If Town offices and/or services remain closed for a standard business
workday or more, the Town Manager will have the authority to grant leave with pay for adverse weather conditions not to
exceed 24 hours per fiscal year.

Those employees designated by their Department Head as being essential employees and who must work to maintain the
safety and well-being of the Town during adverse weather conditions will be compensated based on the following:

e Non-exempt employees will receive their base rate of pay for all hours worked in accordance with all applicable
town policies and Fair Labor Standards Act (FLSA) related to compensation. In addition, eight (8) hours of adverse
weather pay per day, not to exceed twenty-four (24) hours annuaty per fiscal year will be paid. These hours will
not be included when calculating overtime pay.

e Exempt employees will receive their base rate of pay for all hours worked not to exceed forty (40) hours. Exempt
employees who have worked in excess of forty (40) hours will receive eight (8) hours of adverse weather pay per
day, not to exceed twenty-four (24) hours per fiscal year. In addition, if the State of Emergency declaration is
proclaimed for the Town, all exempt employees will be compensated for any time worked in excess of forty (40)
hours in a standard seven-day workweek at one and one-half (1 %) times the regular hourly rate.

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 adverse weather conditions may use earned vacation or compensatory leave for days or hours
not worked. Sick leave may not be used to cover absences due to adverse weather. If an employee is sick, sick leave may
be used. If the employee does not have any compensatory or vacation leave accrued, the employee will be placed in a Leave
Without Pay status. Employees on approved vacation leave, sick leave, or leave without pay when an official closing is
declared will be charged for vacation, sick, or leave without pay as arranged.

Section 27. Break Time for Nursing Mothers

Pursuant to Fair Labor Standards Act, the Town will provide a break time for any employee to express fresh milk for her
nursing child for one year after the child’s birth each time such employee has the need to express milk. The Town will
provide an employee with a place other than a bathroom that is shielded from co-workers and the public, which may be
used by an employee to express breast milk.
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Section 29. Excessive Use of Leave ection ¥, flem

While employees are entitled to use accrued leave in accordance with policy, the Town expects all employees to manage
their time responsibly and maintain regular attendance. Absenteeism can disrupt workflows and increase workloads for
remaining employees. Excessive use of leave — particularly when leave it used immediately upon accrual or when patterns
of use impact scheduling or departmental operations — may be subject to review.

Excessive leave may include, but is not limited to:

e Frequent absences or tardiness that affect job performance or disrupt department operations.

e Repeated use of leave as soon as it is earned, leaving no balance for unplanned or emergency situations.

e Establishing patterns of unscheduled leave (for example: frequent Mondays, Fridays, or adjacent to holidays).
Supervisors may counsel employees whose leave usage patterns are concerning. In some cases, excessive or inappropriate
use of leave may result in progressive disciplinary action, up to and including termination.

Employees are encouraged to speak with their supervisor or Human Resources if they are experiencing challenges that may
be impacting their attendance, as support and accommodations may be available.

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 minimum notice shall result in forfeit of payment for accumulated vacation unless the notification requirement
is waived upon recommendation of the Department Head and approval by the Town Manager. Thirty days’ notice is
expected of Department Heads and the Town Manager.

Three consecutive days of absence without contacting the immediate supervisor or Department Head 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 decisions concerning the retention or the furloughing shall be
made by the Town, in its sole discretion, based on the most effective deployment of staff. Employees who are separated
because of a reduction in force shall be given at least two weeks’ notice of the anticipated action when possible.

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
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acceptable to the Town Manager. The Town may require an examination, at the Town's expense, performe

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 Human Resources Officer or the
Retirement System.

Section 5. Voluntary Retirement
An employee who meets the conditions set forth under the provisions of the North Carolina Local Governmental Employee’s
Retirement System may elect to retire and receive all benefits earned under the retirement plan.

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 Head, 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 will 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.

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. The
Human Resources Officer will be available to assist all parties with the procedures in taking or responding to disciplinary
actions. 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 Head or Town Manager.
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1) Demonstrated inefficiency, negligence, or incompetence in the performance of duties;
2) Careless, negligent or improper use of Town property or equipment;

3) Physical or mental incapacity to perform duties after reasonable accommodation;

4) Discourteous treatment of the public or other employees;

5) Absence without approved leave;

6) Improper use of leave privileges;

7) Failure to report for duty at the assigned time and place;

8) Failure to complete work within time frames established in work plan or work standards;
9) Failure to meet work standards over a period of time; or

10) Failure to follow the chain of command to address work-related issues.

11) 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 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:

1. 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.

2. If performance does not improve, a written recommendation should be sent to the Department Head 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 workweek 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.
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If after suspension or demotion, the employee’s performance does not reach an acceptable level, the en|

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
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:

1. avoid undue disruption of work;
2. to protect the safety of persons or property; or
3. for other serious reasons.

In exigent circumstances, a Department Head or designated supervisor may, with or without prior approval, suspend
employees for the remainder of the workday. In such cases, the Department Head shall immediately notify the Town
Manager.

Normally, the Department Head or Town Manager would place the employee on non-disciplinary suspension prior to
making a disciplinary determination to allow time to gather facts regarding the detrimental personal conduct and make a
determination regarding severity of the conduct.

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:

1) Fraud or theft;

2) Conviction of a felony or the entry of a plea of nolo contendere thereto;

3) Falsification of records for personal profit, to grant special privileges, or to obtain employment;

4) Willful misuse or gross negligence in the handling of Town funds or personal use of equipment or supplies;

5) Willful or wanton damage or destruction to property;

6) Willful or wanton acts that endanger the lives and property of others;

7) Possession of unauthorized firearms or other lethal weapons on the job;

8) Brutality in the performance of duties;

9) 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;
10) Engaging in incompatible employment or serving a conflicting interest;
11) Request or acceptance of gifts in exchange for favors or influence;
12) Engaging in political activity prohibited by this Policy;

13) Harassment of an employee and/or the public on the basis of sex or any other protected class status; or
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14) Harassment of an employee or the public with threatening or obscene language and/or ge

incidence of workplace violence

15) Stated refusal to perform assigned duties, flagrant violation of work rules and regulations.

Section 6: Disciplinary Actions Related to Special Job Requirements

An employee may be placed on disciplinary suspension, demoted or dismissed without prior warning for failing to obtain or
maintain a required license, certificate, registration, or failing to maintain a satisfactory driving record, or have a valid
driver’s license when driving is a job requirement.

Section 7. Pre-Dismissal Conference

Before dismissal action is taken, whether for failure in personal conduct or failure in performance of duties, the Town
Manager will conduct a pre-dismissal conference. At this conference, the employee may present any response to the
proposed dismissal to the Town Manager. The Town Manager 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. If the employee is dismissed, the notice shall contain a statement of the reasons for the action
and the employee's appeal rights.

Section 8. Non-Disciplinary Suspension

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 suspension would, in
the opinion of the Department Head or Town Manager, be in the best interest of the Town, the Department Head with
approval of the Town Manager may suspend the employee for part or all of the proceedings as a non-disciplinary action. In
such cases, the Town Manager may:

1) Temporarily relieve the employee of all duties and responsibilities and place the employee on paid or unpaid leave
for the duration of the suspension, or

2) 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 reinstated following the suspension such employee shall not lose any compensation or benefits to which
otherwise the employee would have been entitled had the suspension not occurred.

ARTICLE X. Grievance Procedure and Adverse Action Appeal

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. The Human Resources Officer will be available to assist all parties with
the procedures during the grievance process.

Employees utilizing the grievance procedures 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.

61

71




Section V, ltem A.

Section 2. Grievance Definition and Limitations

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.

Appeals involving a disciplinary suspension, dismissal, or involuntary demotion shall be initiated at Step 3 of the grievance
procedure set forth in Section 4 herein. Such appeals must be made in writing by the employee within 10 calendar days of
receipt of the final disciplinary decision

Section 3. Purposes of the Grievance Procedure
The purposes of the grievance procedure include, but are not limited to:

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

2) Encouraging employees to express themselves about the conditions of work which affect them as employees;

3) Promoting better understanding of policies, practices, and procedures which affect employees;

4) Increasing employees' confidence that personnel actions taken are in accordance with established, fair, and

uniform policies and procedures;
5) Increasing the sense of responsibility exercised by supervisors in dealing with their employees;

6) 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

7) 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.

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, and 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 or demotion must be approved by the Department Head or Town Manager and rescinding a
dismissal must be approved by the Town Manager before the decision becomes effective.

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 respective Department Head or the
Human Resources Officer as a resource to help resolve the grievance.

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 respond to the grievance
within ten calendar days after receipt of the grievance. The supervisor should, and is encouraged to, consult with any
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employee of the Town in order to reach a correct, impartial, fair and equitable determination or decision

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 Human Resources Officer.

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 will notify the Town Aldermen of any impending
legal action.

Section 5. Role of the Human Resources Officer
Throughout the grievance procedure, the roles of the Human Resources Officer shall be as follows:

1). To advise parties (including employee, supervisors, and Town Manager) of their rights and responsibilities under
this policy, including interpreting the grievance and other policies for consistency of application;

2) To be a clearinghouse for information and decisions in the matter including maintaining files of all grievance
documents;

3) To give notices to parties concerning timetables of the process, etc.

4) To assist employees and supervisors in drafting statements; and

5) To facilitate the resolution of conflicts in the procedures or of the grievance at any step in the process; and

6) To help locate mediation or other resources as needed.

The Human Resources Officer shall also determine whether or not additional time shall be allowed to either side in unusual
circumstances if the parties cannot agree upon extensions when needed or indicated.

Section 6. Employee Concerns

Itis the desire of the Town of Shallotte to maintain open and clear lines of communication with its employees. To that end,
the Township encourages employees who may have concerns about workplace issues to bring those matters to the
attention of theirimmediate supervisor. Inthose instances where the immediate supervisor is unable to resolve the matter,
the employee may bring the matter to the attention of the Department Head who, with the input of the Human Resource
Officer and/or Township Manager shall address the matter.

Section 7. Grievance and Adverse Action Appeal Procedure for Discrimination

When an employee, former employee, or applicant, believes that any employment action discriminatesillegally (i.e. is based
on age, sex, race, color, national origin, religion, creed, political affiliation, non-job related disability, or genetic
information), he or she has the right to appeal such action using the grievance procedure outlined in this Article (Section 4
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above). While such persons are encouraged to use the grievance procedure, they shall also have the right

the Human Resources Officer or 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 calendar days of the alleged discriminatory action, but may appeal for up to six months
following the action.

ARTICLE XIl. RECORDS AND REPORTS

Section 1. Public Information
In compliance with North Carolina GS 160A-168(b), the following information with respect to each Town employee is a
matter of public record:

1) name;
2) age
3) date of original employment or appointment to the service;

4)  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;

5) current position title;
6) current salary;
7) date and amount of each increase or decrease in salary with the Town;

8) date and type of each promotion, demotion, transfer, suspension, separation, or other change in position
classification with the Town;

9) date and general description of the reasons for each promotion with the Town;

10) 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

11) 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.

A record will be maintained of all disclosures of personnel records, except for authorized personnel processing personnel
actions or supervisors in the line of authority of the employee. Upon request, the records of disclosure will be made available
to the employee to whom it pertains.
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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:

1)

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.

A licensed physician designated in writing by the employee may examine the employee's medical record.

A Town employee having supervisory authority over the employee may examine all material in the employee's
personnel file.

By order of a court of competent jurisdiction, any person may examine all material in the employee's personnel file.

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.

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.

The Town Manager, with the concurrence of the Town 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.

Section 3. Personnel Actions

The Human Resources Officer, 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, normally in the Human Resources
Office. 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
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of upheld grievances relating to personnel records placed in the file and/or may seek removal of mat

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.

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. Severability

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 Town 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.
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Vehicle Accident/Injury Report

Deapartrment Diate
Mame of Diriver Vehiela ID U nit Mumnber
Tyvpe of Veluela
Date Dorver Last Cartified On Above Valiels
Date of Accident Tmma Data Feported
Location of Accidant
Foadway Accident Occurred: Type of Loss:
O Straight O Z-lane O Town facility O Perzonal mjury
O Curve 0O 3-lane O Town venus O Property damage
O OnGrade O 4-lane O Town auxiliary services O Vehicle damage
O Lewvel O Duvided O Town event
O Hillcrest O Fural O Emergency scene
O Dry O Lanes Marked O Trainng
O Wet O Lanes Unmarked O Intransit during performance of duties
O Muddy O Noroad defects O Other
O Snowy O Heles, mts, ete. .
O Sleat O Loose material ;“5;
O Iey O Other O Pain
O Oy O Frozen Precipitation
O Fog
O Smekey
O Other
Drezeription of Accident

ApcidentTyury Raport
Note: This document T iuanded to be corcirient with axising mmdrd:; thergthre, i onarea i considered By the reader to be inconsistens with
@ shpndard them the smdard for bast prociives thould be fhilmsed
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Motor Vehicle Dizgram

Complete the followmg diagram showing direction and posthons of automeobiles ivelved, desiznatmg clearky point

AN\ | .
TN T

Safety Analyzis
What acts, failures to act and'or condifions confributed mest directly to this accident? (Immediate Canza)

What are the basic or fimdamental reazons for the exstence of these acts and/or condibions7 (Fundamental Canza)

.
o
AccidentTjury Report
Note: Thit document T Dntavded to be concivient with extsimg s, tharefbrs, i o orea & considered Y the remder to be inconsistend with
a shpudard, tham the sirderd for bast practices thould be fnlowed
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What action hasz or will be taken to prevent recurrence” Place "X" by items completed.

Safety’z Comments
Dirrver's S1znatura Diata
Supervisor's Signature Date
Safety's Signatre Date

3

. . o . _— AccidemtTyjury Report

Note: Thit document It itanded to be coninien with axising stouderds; tharefors, i o area 5 considered by o reader to b iaconsistent with
e sevre] them the shmdard for baxt prociices shoukd be fllmeed
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DEPARTMENT CERTIFICATION/LICENSE/DEGREE PERCENT
Police Intermediate Certificate 5.00%
Advanced Certificate 5.00%
Fire Advanced Professional 5.00%
Finance Finance Officer Certification 2.50%
Certified Public Accountant 5.00%
Certified Local Government Purchasing Officer 3.50%
Planning American Institute of Certified Planners (AICP) 5.00%
NC Certified Zoning Officer (CZO) 2.50%
Clerk [IMC Certified Municipal Clerk 2.00%
[IMC Master Municipal Clerk 3.00%
Sewer Collections | 1.00%
Collections Il 1.50%
Collections Il 2.00%
Pesticide License Public Health NCDA Pesticide Safety Education Program- NCSU 1.00%
Manager ICMA Credentialed Manager 2.50%
Human Resources SHRM, HRCI, PSHRA HR Certification 3.75%
All Departments Associate's Degree* 2.50%
Bachelor's Degree* 5.00%
Master's Degree* 7.50%

*Degrees need to be in field of work
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TOWN OF SHALILOTTK

TIMEKEEPING POLICY & GUIDELINES

SECTION 1: POLICY

The Town allows Department Heads, with approval from the Town Manager, to establish work schedules
that align with the department's operational needs in a cost-effective manner. If an employee is unable to
report to work due to unavoidable circumstances, they should promptly notify their Supervisor.

A. Non-Exempt Employees

Non-exempt employees are expected to work during their assigned periods excluding breaks or mealtimes,
and record their work hours in the Kronos system following the FLSA limits for their position (usually 40
hours in a 7-day period; 171 hours for sworn police in a 28-day cycle or 212 hours for fire staff in a 28-day
cycle). Hours worked beyond the FLSA established limit will be compensated in either time or pay at the
appropriate overtime rate. If a non-exempt employee works less than 40 hours, they may be required to
use accrued paid leave or other approved time off to meet the 40-hour requirement.

B. Exempt employees

Exempt employees are salaried employees and are exempt from the overtime provisions of the Fair Labor
Standards Act (FLSA). They are not required to track their time but are expected to fulfill their job
responsibilities and manage their work hours to meet the needs of the position. Any absences, such as sick
leave or personal business, should be reported. If an exempt employee works fewer than 40 hours in a
workweek, they must use accrued paid leave to make up the difference unless otherwise approved by their
supervisor.

SECTION 2: PURPOSE

The Town is committed to helping employees balance their professional responsibilities with personal and
family obligations, while recognizing that the primary goal is to ensure the effective and efficient delivery
of services to the community. The Town reserves the right to adjust work schedules, either temporarily or
permanently, as necessary to meet the needs of Town operations.

SECTION 3: SCOPE

This policy applies to all employees. As Town services are essential and continuous, employees are expected
to minimize unnecessary absences and tardiness. Attendance and punctuality are fundamental
responsibilities of the employee. Frequent absenteeism or tardiness, except for reasons protected by
applicable law, may result in disciplinary action, up to and including termination.

SECTION 4: USE OF TIME CLOCKS & KRONOS SYSTEM

The Town of Shallotte uses an electronic time tracking system, Kronos, to record and manage employee
time records. Kronos collects the actual time worked by employees using a time clock. Kronos allows
employees to accurately monitor and keep track of their time and enables Town of Shallotte to efficiently
process employee time worked and leave taken for payroll purposes. The following procedures and
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guidelines have been created to ensure accurate recordkeeping and maintain compliance with Town
policies.

Non-exempt (hourly) employees are required to clock in/out via the Kronos system for payroll and
attendance purposes at the beginning and end of each workday. The Kronos system may include various
time-tracking methods, such as electronic time clocks and mobile applications.

Some employees may be required to download a mobile application onto their Town-owned or personal
mobile device to record their hours worked. When using the mobile application for time entry, the GPS
positioning must be ‘on’.

Each pay period, the employee's time card must be reviewed and electronically approved by the supervisor
and/or Department Head. If the supervisor or Department Head will be unavailable, they may with the
approval of the Town Manager, delegate this responsibility to the on-duty supervisor.

SECTION 5: ROUNDING HOURS WORKED

The FLSA allows an employer to round employee time to the nearest quarter hour. Kronos system clock ins
will be rounded according to a seven (7) minute grace period with a fifteen (15) minute round. Use the
following guide when determining the round:

7:53 am to 8:07 am = 8:00 am
8:08 amto 8:22 am =8:15am
8:23 amto 8:37am =8:30am
8:38 am to 8:52 am = 8:45 am

SECTION 6: CLOCKING IN AND OUT

Employees utilizing an electronic time clock or a mobile application are expected to clock in and out at their
regularly scheduled times, as close to the beginning or ending of their shift as possible, or at other times
approved by the Department Head. Employees should not clock in more than seven (7) minutes prior to
the beginning of their shift and clock out no later than seven (7) minutes after their shift ends.

The Town compensates general employees for overtime at the rate of one and one-half times the hours
worked either with time off or by overtime pay. Regular employees are paid overtime for in excess of 40
hours, law enforcement for hours in excess of 171 in a twenty-eight day cycle and firefighters for hours in
excess of 212 in a twenty-eight day cycle. Paid overtime will NOT be authorized for the time an employee
clocks in early or out late without being specifically required to do so by his/her supervisor for specific
circumstances.

Employees who continually clock in early/late or clock out early/late may be subject to disciplinary action.
Clocking in before your shift or not clocking out will not be compensated unless approved by the
Department Head. Abuse of this may be subject to disciplinary action up to, and including, termination.

If an employee leaves for family or medical reasons and then returns to work the same day, the employee
shall clock in at the start of the day, clock out for their appointment, and clock back in when returning to
work.

If the total hours entered for an employee does not equal their scheduled work period, the employee must
request leave (i.e. vacation, sick, PTO) to make up the time necessary to meet the scheduled work period.
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It is the employee’s responsibility to enter the appropriate amount of leave time to ensure compensation
for the full scheduled work period. Failure to do so will result in lower pay than usual due to decreased
hours paid. There will be no time adjustments made after Department Heads have processed time sheets.

Employees on approved leave (i.e. vacation, sick, PTO) for an entire work shift are not required to clock in
or out until they return from the approved leave. Supervisors/ Department Heads will notate the leave
taken during the administrative approval process prior to the finance department completing payroll for
that time period.

Mobile clocking

The Town of Shallotte has made available for select employees the optional use of the Kronos “UKG Ready”
mobile clock application (available on Apple App Store or Google Play Store). The will allow employees to
perform clocking operations (clock in, clock out, check hours, check accruals, submit time off requests, etc.)
from their cell phone. Technical controls have been implemented to prevent abuse of this system. Location
services must be enabled for this app to utilize it for clocking in or out. When clocking in or out from the
UKG Ready app, the employee’s physical location will be registered and recorded for manager verification.
Additionally, geofencing has been enabled, which requires employees to be physically present in specific
work locations before a clock in/clock out operation is permitted. These geofencing policies will be applied
to individual employees based on work needs and typical, appropriate work locations.

The system is monitored and attempts to bypass are recorded. Employees who violate this policy will face
consequences ranging from loss of mobile clocking privileges, up to dismissal from their role.

Any use of the Kronos UKG Ready mobile clock application, or any other method of clocking in from a
computer or mobile device is subject to these rules. This addition supplements, but does not supersede
any other rules, regulations, or requirements in this policy. All employees are expected to clock in and out
at times appropriate for their job role.

SECTION 7: MISSED CLOCK INS/OUTS AND ADJUSTMENTS

If an employee misses clocking in or out, they should notify their supervisor immediately via email, text, or
phone call, so the Department Head can make the manual adjustment to their timecard via the Kronos
system.

If an employee has up to three (3) missed punches within a month, a written warning will be given and
placed in the employee’s personnel file. Should, after a written warning, missed punches continue, the
employee is subject to dismissal. **This does not pertain to emergency calls (police & fire) or on-call
personnel (maintenance)**

Under certain conditions, where specific work required by a Department Head that requires an employee(s)
to be at a location where the Kronos time clock system is not available, the employee should report times
worked to their supervisor/ Department Head so their times can be manually entered by the Department
Head. Any adjustments to the recorded time must be approved by the employee’s supervisor and
documented in the Kronos time system. Supervisors/ Department Heads will be accountable to the Town
Manager for any manual changes submitted.
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All supervisors and Department Heads are expected and required to view and maintain time records on a
regular basis. All corrections to time entries, approval for leave, etc. should be processed and completed
prior to payroll processing dates.

SECTION 8: CLOCK MALFUNCTION

If any employee is unable to clock in or out because of a time clock malfunction, it is the employee’s
responsibility to immediately inform their supervisor. In the event of a time clock malfunction, supervisory
personnel will clock employees in and out and will notify Payroll.

SECTION 9: LUNCH BREAKS

At this time, employees will not be required to clock out for lunch.

Employees may work through their lunch break once per pay period to leave early or make up missed time.
It is the employee’s responsibility to obtain prior approval from their supervisor to work through lunch.
Additionally, the employee must communicate with their supervisor to ensure the ‘cancel lunch’ option is
updated in the Kronos timekeeping system.

SECTION 10: TIME OFF REQUESTS

Exempt (salaried) and non-exempt (hourly) employees are required to submit all time off requests
(vacation, sick, PTO, etc.) via the Kronos system. In the case of sick time, employees may enter the time
using the UKG mobile application or by logging into the Kronos system from a home computer. Sick time
must be entered before the end of the workweek in order to be compensated. If sick time is not submitted
by the end of the workweek, an employee will not be compensated for the missed time.

An employee cannot use sick, vacation, compensatory time, or PTO time to receive pay, in excess of their
normally scheduled hours in any workweek. The only exception is on a workweek containing a holiday. For
those employees eligible to receive holiday pay (non-shift employees), eight hours of pay should be
included on the time sheet for the appropriate day even if this pay will be in excess of the regularly
scheduled hours. Holiday pay will not be used to calculate weekly overtime pay.

Exempt employees are encouraged to record their daily work attendance and report absences from work
for reasons such as leaves of absence, sick leave, or personal business. If an exempt employee works less
than 40 hours in a workweek, accrued pay leave (vacation, sick, or PTO) must be recorded to the time for
the workweek totals at least 40 hours, unless otherwise approved by the employee’s supervisor.

Non-exempt employees who receive on-call pay may use those hours to fulfill their 40-hour workweek and
will not be required to use annual leave, personal time off, or sick leave.

The Kronos system will accrue vacation, sick, and PTO time for all employees. The hours will be accurate
and accessible in the Kronos system.

It is the employee’s responsibility to input their time off requests in the Kronos system. Failure to do so
before timesheets are processed may result in a reduced paycheck.

Upon approval by the Town Manager, Payroll may approve time and attendance records for an employee
in an extreme, extenuating circumstance (i.e. when it is critical to processing payroll and in instances of
catastrophic leave or a terminated employee). Payroll will enter a note in the Kronos time system
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documenting circumstances. Forgetting to submit time because the employee is out is NOT an extreme
extenuating circumstance.

For more information regarding time off requests, please refer to the Town of Shallotte Personnel Policy.

SECTION 11: DISCIPLINARY ACTION
An employee may be subject to disciplinary action up to, and including, termination of employment for the
following:

A. Any attempt to tamper with the electronic time clock or mobile application hardware or
software

B. Interfering with another employee’s ability to utilize the electronic time clock or mobile

application

Falsifying another employee’s time entry transactions

Clocking in or out for another employee

moo

Failure to utilize the electronic time clock or mobile application correctly after receiving initial
and remedial training

Failure to promptly verify and reconcile time worked and PTO records

Falsification of hours worked

Excessive missed punches without a valid reason

Excessive early or late punches without a valid reason

Excessive unauthorized overtime

AReT-Iom

Inappropriate use or misconduct using the mobile application in Kronos “UKG Ready”

Violations of these procedures may result in disciplinary actions; including oral or written warnings,
suspension without pay and/or termination. Under no circumstances may one employee clock in or out for
another employee. Any employee participating in this type of violation will face immediate termination.
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TOWN OF SHALILOTTK

UNIFORM POLICY

PURPOSE

The Town of Shallotte is committed to maintaining a professional appearance and ensuring safety
through proper attire. This policy outlines uniform requirements, maintenance, reimbursement,
and return procedures. Employees are responsible for wearing appropriate uniforms and/or
footwear during working hours and for the reasonable care and maintenance of their items.

ELIGIBILITY
All regular and probationary employees required to wear uniforms or footwear as part of their job
duties are subject to this policy.

Department Heads shall determine which positions require uniforms and will ensure that
employees are wearing them during working hours, including on call working hours or call back
working hours.

The Uniform Policy, or selected portions thereof, may be applicable to professional and
management staff (exempt employees) dependent in the individual job requirements.

GENERAL REQUIREMENTS
The following provisions shall apply to this policy:

The Department head may inspect the uniform allocation of each employee for completeness at
any time.

The Department Head must maintain uniform records, including allocation and reimbursements.
Each employee is responsible for ensuring a professional appearance to the public and fellow
employees.

Uniforms must be clean, unfaded, and in good condition (no stains, holes, tears, etc.)
Procurement methods may be revised at fiscal year-end or upon contract changes with approval
form the Town Manager.

Department-financed uniforms are subject to the ability of purchasing to meet these guidelines
without exceeding budgets costs.

Employees are not permitted to wear their uniforms during secondary employment or at
inappropriate venues (e.g., bars, clubs, etc.)

TYPES OF UNIFORMS/FOOTWEAR COVERED

The Department Head is responsible for notifying employees about the requirement to wear
uniforms and/or footwear. If a uniform is required, the cost will be deducted from the
department’s designated uniform budget. It is the department’s responsibility to plan for any
uniform-related expenses and to ensure costs are reasonable. It is up to the Department Head to
specify which types of uniforms and/or footwear meet the job-specific standards.
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A. Maintenance
For full-time employees in the maintenance department, the Town will provide a $150.00
reimbursement for protective footwear that meets the safety standards designated by the
Department Head.

In addition to footwear, maintenance employees will be provided uniform apparel from a
uniform service utilizing a department agreement as authorized by the Department Head and
the Town Manager. The uniform service is responsible for laundering pants, shirts, jackets, as
needed.

B. Fire
For full-time employees in the Fire department, the Town will provide a $150.00
reimbursement for footwear that meets the standards designated by the Department Head.

In addition to footwear, fire employees will be provided uniforms as authorized by the Fire
Chief and the Town.

C. Police
For full-time employees in the Police department, the Town will provide a $150.00
reimbursement for footwear that meets the standards designated by the Department Head.

In addition to footwear, sworn police officers assigned to uniform duties will be provided
uniforms as authorized by the Police Chief and the Town.

Non-Sworn employees do not receive a clothing allowance.

REIMBURSEMENT OR REPLACEMENT
Reimbursement applies to footwear only each fiscal year (July 1 —June 30). Uniforms are paid for
by each department in accordance with their individual fiscal year budget.

Employees must purchase their footwear and provide proof of purchase in the form of a valid
receipt to the payroll department to receive reimbursement. Once the valid receipt is submitted,
the reimbursement will be processed and added to the employee’s payroll for the corresponding
pay period. Reimbursement payments for footwear are generally not considered taxable income if
they are job-related and supported by receipts for the purchase.

Employees who do not provide a valid receipt for the purchase of footwear will not be reimbursed.

Uniforms will not be reimbursed; instead, they will be handled through the department based on
the budget allocated for that fiscal year. It is the department’s responsibility to manage these funds
appropriately and fairly.

If a uniform is damaged and needs to be replaced, it is the employee’s responsibility to submit the
damaged item to their supervisor and follow the proper procedures for that department.

UNIFORM RETURN & FINANCIAL RESPONSIBILITY
Employees must return all issued uniforms upon separation. Unreturned items will be deducted
from the final paycheck or billed for the full cost of uniforms that were not returned.
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Lost, stolen, or misused uniforms must be replaced at the employee’s expense.

Uniforms damaged due to negligence must also be replaced at the employee’s expense.

EXCUSED SITUATIONS
The following is a list of situations where the employee may be excused from wearing a uniform
that has been assigned to him/her.

Excused by a physician with proper medical cause

Excused by a manager. The manager shall ensure the employee is not assigned a task that requires
a uniform or shall provide an acceptable alternative suitable for the work environment.

Excused during pregnancy. However, the pregnant employee shall utilize the supplied uniform to
the extent practical and shall use a name tag for identification to the public when necessary
Excused due to compliance with bona fide religious requirements with prior managerial approval.
The employee shall utilize the supplied uniform to the extent practical and shall use a nametag for
identification to the public when necessary.

COMPLIANCE AND DISCIPLINARY ACTION
Failure to adhere to this policy may result in disciplinary action up to and including termination as
outlined in the Town’s Personnel Policy.
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TOWN OF SHALILLOTTK

SPOT AWARD PROGRAM

SECTION 1: PURPOSE

The Town of Shallotte Spot Award Program is designed to recognize special contributions, as they occur,
for a specific project or task. Spot Awards are generally for a special contribution accomplished over a
relatively short time period. Town of Shallotte awards a Spot Award to promote productivity and to provide
immediate and visible recognition of an employee’s noteworthy contributions.

SECTION 2: AWARD CRITERIA

Spot awards are to be used to recognize employee contributions that have exceeded expectations. The
employee contribution must be for an exceptional action or accomplishment that is beyond the scope of
the employee's regular day-to-day activities and assignments. For example, the award could be for an
employee who uses initiative and creativity to solve a challenging problem. It could also be for a one-time
exceptional achievement that might not be otherwise noticed, such as volunteering for extra assignments
during critical times while fulfilling all of the employee's ongoing work duties.

The spot award should be tied to a distinct action rather than awarded for a situation of consistently
exceptional performance. The latter situation should be addressed by means of a merit increase, bonus or
promotion.

SECTION 3: ELIGIBILITY

All Town employees on active pay status are eligible to receive spot awards.

Independent contractors and temporary employees, whether contracted by the company or through an
agency, are not eligible under this policy.

SECTION 4: TIMING AND AMOUNT

Awards may be presented at any time during the year and should be awarded as soon as possible after the
accomplishment or event in order to provide immediate recognition to employees.

The spot award will be in the amount of $75.00 (or what is currently budgeted). All awards are considered
taxable income and will be reflected on the employee's income earning statements. No exceptions will be
made to the above monetary award limits.

Employees may receive up to two Spot Awards per fiscal year.
SECTION 5: PROCEDURE
The Town Manager or Department Heads have the authority to nominate employees for Spot Awards.

Spot award recommendations can be made by the employee's immediate supervisor. The Department
Head will then forward the recommendation to HR via email to be reviewed for eligibility. HR will then
send to the Town Manager for final approval.
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Nominations will be accepted throughout the fiscal year. Nominations should generally be submitted within
one (1) month of the accomplishment.

SECTION 6: REVIEW AND APPROVAL
Nominations will be reviewed for eligibility by the human resources department.

The supervisor or next level manager will endorse the nomination for approval. The decision-maker(s)
designated by the Town Manager has approval authority for Spot Awards. Human resources will notify the
nominator of the decision (approved or denied).

Approved nominees will receive an award certificate presented to the recipient by the Town Manager and
supervisor.

SECTION 7: PAYMENT

The award is processed via a one-time payment reflected in the following paycheck. The Department Head
or Supervisor should ensure that communication with the employee is coordinated so the recipient is
informed of the award before it is deposited to their bank account. Providing an employee an award
certificate will reinforce the Town of Shallotte’s appreciation for the special achievement.
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TOWN OF SHALILOTTK

TOWN OF SHALLOTTE
TECHNOLOGY/SOCIAL MEDIA POLICY

POLICY

All communication tools need to be used in ways that maximize transparency, maintain the
security of the network, and are appropriately professional. Social media is no exception. The
application of social media within the Town of Shallotte must be done following the guidelines
and policies in the Personnel Policy. All communications may be considered for public records
and consequently must be retained for a certain period of time in compliance with the public
records law. These guidelines are intended to ensure that “best practices” are used for departments.
Employees must ensure a distinct separation between personal and organizational views, and must
not speak as a representative for the Town.

METHODS USED TO BREACH IT SECURITY

Current social media security risks include third-party spear phishing, social engineering,
spoofing, and web applet attacks. Because of the relative vulnerability of social media sites to these
security exploits, it is important to be cautious when using such sites. To prevent potential harm,
employees should minimize the amount of information an attacker is likely to gain. Do not
duplicate user ID’s and/or passwords across multiple sites.

RECORDS MANAGEMENT AND PRESERVATION

All communications through all means including, but not limited to, texting and email, may be
considered a public record under NCGS, Chapter 132 and will be managed as such. All comments
or posts made to a Town account or on a Town device are public and not private.

INTELLECTUAL PROPERTY OWNERSHIP

Employees may not use the Town of Shallotte resources to commercialize or publish a work
without written approval or consent from the Town Manager.

DEFINITIONS

Social Media — For the purpose of this policy, social media will include websites, blogs, or other
forms of social media or technology to include, but are not limited to, video or wiki postings, social
networking sites such as Facebook, Instagram, or Twitter, chat rooms, YouTube, personal blogs,
or other similar forms of online journals, diaries, or personal newsletters not affiliated with the
Town of Shallotte.

TOWN COMMUNICATIONS

All Town communications including those utilizing any technology outlets or devise should
remain professional in nature and should always be conducted in accordance with the Town’s
policies.
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e Freedom of Expression: The constitutional right to freedom of expression applies to all
employees of the Town, no matter the medium used. However, employees are responsible
and accountable for all works and forms of expression exhibited during the performance
of official Town duties. Employees should recognize the difference between freedom of
expression as a general citizen and freedom of expression as a public employee of the
Town.

e Ownership of Data and Information: All forms of data either stored on or transmitted to or
from Town electronic devices are the property of the Town of Shallotte.

e Freedom from Harassment and Undesired Information: All employes have the right not to
be harassed by computer or network usage by others.

e Right to Privacy: Each employee is responsible for respecting and valuing the rights of
privacy for all and recognizing and respecting the diversity and opinions of others. Each
employee must behave ethical and comply with all legal restrictions regarding the use of
information that is the property of others.

PROHIBITED USE: VIEWING OR SAVING PORNOGRAPHY ON TOWN GOVERNMENT
NETWORKS AND DEVICES

Whereas, the General Assembly enacted a new statute, N.C. Gen. Stat. § 143-805, in Session Law 2024-
26, which requires local governments to adopt a policy prohibiting employees, elected officials, and
appointees from viewing pornography on town government networks and devices; and

Whereas, the policy adopted by the board of aldermen must state the disciplinary action to be taken for a
violation of the policy; and

Whereas, the Board of Aldermen find the policy must be incorporated into the town’s personnel ordinance
to require disciplinary action for violations.

Be it hereby resolved that The Town of Shallotte Technology/Social Media Policy is amended to comply
with N.C. Gen. Stat. § 143-805 by adding a new subsection n, as set forth below:

(n) Viewing or Saving Pornography Prohibited.
(1) Definitions:

(1) Appointees shall mean persons appointed by the board of commissioners to serve
on any board, commission, committee, authority or similar body created by the board of
commissioners or by statute.

(i) Device shall mean any cellular phone, desktop or laptop computer, or other
electronic equipment capable of connecting to a network.

(iii) Network shall mean any of the following, whether through owning, leasing,
maintaining, or otherwise controlling: the interconnection of communication systems
with a computer through remote or local terminals, or a complex consisting of two or
more interconnected computers or telephone switching equipment; internet service; and
internet access.

(iv) Pornography shall mean any material depicting sexual activity with material and
sexual activity to mean as defined in G.S. 14-190.13.

2 The viewing or saving of pornography by employees, elected officials, or appointees on
or to any device owned, leased, maintained, or otherwise controlled by the town is prohibited.
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3 Any employee, elected official, or appointee with pornography saved to a device owned,
leased, maintained, or otherwise controlled by the town shall remove, delete, or uninstall the
pornography no later than January 1, 2025.

(@) Employees of the Town of Shallotte are prohibited from viewing pornography on any
network of the town.

(5) This subsection n shall not apply to an official or employee that is engaged in any of the
following activities in the course of that official's or employee's official duties:

(M Investigating or prosecuting crimes, offering or participating in law enforcement
training, or performing actions related to other law enforcement purposes.

(i) Identifying potential security or cybersecurity threats.
(iii) Protecting human life.

(iv) Establishing, testing, and maintaining firewalls, protocols, and otherwise
implementing this section.

(v) Participating in judicial or quasi-judicial proceedings.

(6) Annually, no later than August 1 and in the format required by the State Chief Information
Officer, Town Manager or his/her designee shall report information to the State Chief Information
Officer on the number of incidences of unauthorized viewing or attempted viewing of
pornography on the town’s network; whether or not the unauthorized viewing was by an
employee, elected official, or appointee of the town; and whether or not any of the
unauthorized viewing was on a device owned, leased, maintained, or otherwise controlled by the
town.

@) Any violation of this subsection n by an employee who is not an elected official or
appointee shall constitute grounds for disciplinary action up to and including termination of
employment. Any violation of this subsection n by an appointee shall constitute grounds for
removal of the appointee from office.

ACKNOWLEDGMENT

Employees are required to sign a written acknowledgement that they have received, read,
understand, and agree to comply with the Town of Shallotte Technology/Social Media Policy.
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Town of Shallotte Board of Aldermen

ACTION AGENDA ITEM
2025
TO: Board of Aldermen ACTION ITEM #: RES 25-09
MEETING DATE: 9/30/2025
FROM: Robert Waring, Planning Director DATE SUBMITTED:
ISSUE/ACTION REQUESTED: Accept delivery of the PUBLIC HEARING:  [X] YES [ |NO

2025 Shallotte Collector Street Plan (2025 CSP) &
consider the adoption of said plan.

BACKGROUND/PURPOSE OF REQUEST: The Town’s 2018 CAMA Land Use Plan recommends
that the Town partner with the GSATS Metropolitan Planning Organization to complete a Collector
Street Plan to identify alternative routes & interconnections to be established as development occurs. In
2021, the Town applied for grant funds through GSATS. The Town & GSATS selected the
engineering & design firm Bolten & Menk to begin work on the plan in the summer of 2024.

A committee was formed, data was collected, multiple public outreach events held, & input was
gathered from local leaders, residents, and transportation experts to produce the 2025 CSP.  The final
document provides a list of new roads (collector streets), capacity upgrades, & multi-modal
recommendations.

The plan would be used primarily when reviewing new development, but could also provide potential
projects for the NCDOT prioritization process. It should be noted, the plan is a guide and does not
identify exact locations for new roads or final designs. Additional considerations need to be taken
before a new road could be located and designed.

Please note that the MPO has conducted a 30-day public review period prior to this adoption.

FISCAL IMPACT:

BUDGET AMENDMENT REQUIRED: []vESs X No

CAPITAL PROJECT ORDINANCE REQUIRED: []vEs X No

PRE-AUDIT CERTIFICATION REQUIRED: []vES X No

REVIEWED BY DIRECTOR OF FISCAL OPERATIONS []vEs X no
CONTRACTS/AGREEMENTS:

REVIEWED BY TOWN ATTORNEY: [Jves [Xino [InNa

ADVISORY BOARD RECOMMENDATION: The Planning Board received the draft plan and
recommended (Unanimously) that the 2025 Shallotte Collector Street Plan be adopted
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STAFF RECOMMENDATION: Staff recommends that the be adopted

FINANCE RECOMMENDATION: NA

ATTACHMENTS:
1. 2025 Shallotte Collector Street Plan
2. Resolution 25-09

ACTION OF THE BOARD OF ALDERMEN

APPROVED: [ ] ATTEST: CLERK TO THE BOARD
DENIED: []
DEFERRED
UNTIL:
SIGNATURE
MAYOR
OTHER:

PAGE 2
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Introduction

Regional Overview

The coastal town of Shallotte is positioned
along the US 17 corridor in one of North
Carolina’s fastest growing counties,
Brunswick County. Shallotte is located
between Wilmington, NC, and Myrtle Beach,
SC. The topography is generally low and

flat with significant environmental features
including the Shallotte River, the Intracoastal
Waterway, and large wetlands.

Fueled primarily by tourism, there are many
growing industries in the area such as retail
and real estate development, along with
smaller industries such as marine research
and agriculture, which are central to the
area’s character.

Grand Strand Area Transportation Study
(GSATS) and the Town of Shallotte have
undertaken this planning effort as the area’s

rapid growth presents numerous challenges.

These include limited transportation

routes, environmental vulnerability due

to hurricanes and sea level rise, and the
need for regional coordination among
communities. As the population continues
to increase, building infrastructure

to support this rapid growth while
protecting ecological resources and the
community’s identity is a central concern
for this region and for the Town of Shallotte.

NCDOT is a partner in the development

of the Collector Street Plan as numerous
roadways in Shallotte — including US 17
and US 17 Business — are DOT owned and
maintained.

% Town of Shallotte, North Carolina
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Town of Shallotte
Overview

Shallotte is a commercial and service hub for
southern Brunswick County, hosting many
dining and retail opportunities for residents
and visitors.

The Town was incorporated in 1899 and
covers roughly 9.6 square miles today,
serving as a connection point between
inland and coastal areas. With a strategic
location; relatively affordable housing; and
access to healthcare, shopping and schools;
Shallotte is an attractive place to live and
do business. US 17 is a major highway

in the region, providing direct access to

the Wilmington and Myrtle Beach areas.
While well-connected by US 17, Shallotte’s
historic development patterns have not
produced a robust network of secondary
roadways, leading traffic to use US 17
for local trips and leading to significant
congestion on existing roads.
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Plan Overview

The Shallotte Collector Street Plan was

developed with a number of goals in mind.
Decreasing dependence on major
arterials for short trips

Creating safer transportation
routes for pedestrians and cyclists

. Creating more efficient routes for
® B freight carriers

This plan came together through
collaboration with the Town of Shallotte,
GSATS, NCDOQT, local business owners,
residents, and visitors of the Town.

Their thoughtful and thorough input
informed project decisions and guided the
recommendations below.

Public engagement ensured that this

plan is grounded in community needs

and experiences. During outreach

efforts, community members and visitors
participated in small group workshops,
online surveys, and interactive maps where
they shared insights about where they
experienced traffic congestion, see and
experience safety concerns, and where
gaps in the transportation system exist.
Participants voiced strong demands for
intersection improvements, new roadway
connections, upgrades to pedestrian and
bicycle infrastructure, and added capacity to
already built routes. Although most people
drive alone, engagement events signal that

% Town of Shallotte, North Carolina
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The plan addresses these goals while
considering environmental suitability,
current and future land use, population
and development projections and public
input.

The Collector Street Plan primarily focused
on improvements to existing collector
streets to improve safety, decrease
congestion, and increase reliability. It also
identified new collector street locations to
support future development with a robust,
connected street network.

Plan Process

preferences may be shifting. Residents

and visitors also discussed being open to
walking and biking in the future, provided
the facilities are safe and convenient.

The feedback also highlighted the need

to strategically invest in existing collector
streets, many of which are plagued by poorly
timed lights, confusing designs, and lack of
pedestrian infrastructure.

This robust feedback underscores the
importance of the Collector Street Plan.
More detailed information about the
engagement activities can be found in the
Existing Conditions section.

The results and conversations from
community engagement activities held
throughout the life of the project were used
to develop the four themes. These themes
informed the planning process and the
following projects.
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Project Recommendation Themes

Create new routes parallel to
and connecting to Main Street
to create alternate ways to
travel within and around central
Shallotte

Create new routes in the

outer parts of Shallotte that

are developing now and will
develop in the future to create
a consistent network of mobility
through these areas

2%

&)k

Strategically invest in the
existing collector roadway
system to improve safety and
mobility through intersection
improvements, new connections,
walking and biking facilities, and
other improvements

Improve existing collectors
and build new collectors with
dedicated walking and biking
facilities to make all modes of
travel safe and appealing

Additionally, previous planning efforts were
reviewed for compatibility with the Collector
Street Plan. Reviewed plans include:

Along with engagement, the project
team conducted various analyses on the
transportation system based on data

received from the Town, GSATS, and
NCDOT. This included a crash summary
that calculated intersections and segment
crash rates and identified areas that were
disproportionate to similar roadways in
the region. A total of 17 intersections and
7 segments surpassed the critical crash
rate threshold. (A statistical threshold for
screening a location to determine if the
number of crashes is above the statistical
range of crashes that could occur. Exceeding
this rate indicates a potential safety
concern.) This analysis was directly used
to determine areas that either needed
improvements or new roadways nearby to
alleviate traffic volumes.

@)

@)

@)

Brunswick County Comprehensive
Transportation Plan (2024)

GSATS Congestion Management Process
Update (2024)

GSATS 2023-2033 Transportation
Improvement Program (FY 2024)

GSATS 2045 Metropolitan Transportation
Plan Update (2023)

Town of Shallotte Bike & Walk Plan
(2023)

Southeastern North Carolina Council of
Governments Regional Trails Plan (2020)

Shallotte Land Use Plan (2018)
Cape Fear Regional Bicycle Plan (2017)

Several previous planned projects were
brought forward into the Recommendations
below to continue to build support for them.

Collector Street Plan (2025) 4B
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How to Use This Plan

This plan document is organized to be easiest to use by policymakers and technical staff.
This Introduction section is immediately followed by the Recommendations section,
which details out individual recommendations for improving and expanding the collector
street system and a Funding Strategies section which talks about funding implementation
of these improvements.

The sections that follow take a step back and detail the Existing Conditions analysis that
was performed in the early phases of the project and detail the Community Engagement
process that helped shape the plan's priorities.

Plan Limitations

A Collector Street Plan is a specific kind of plan with a specific focus, and some specific
limitations. This plan is not intended to serve as a comprehensive, community-wide
transportation plan, but focuses on a specific class of roads - collectors - and puts a major
emphasis on how the roadway network could be expanded as new areas are developed.
The recommendations in this plan are broadly preliminary - they do not reflect final designs,
nor are they on a specific timeline. Each recommendation will need additional vetting and
design before construction if it is built at all. This plan will also be updated as development
patterns change across Shallotte to better represent the community’'s needs in the future.

This plan... This plan does not...
o Provides a list of unfunded o Commit local, regional, and/or state
transportation projects governments to build specific roads or

o ldentifies potential connections for other improvements

future transportation corridors o Show an exact, final alignment of any

o ldentifies potential future intersection single project

improvements o Set a timeframe for when a project

o ldentifies current roadways that may be should be constructed or completed by

in need of capacity upgrades today or in o Rank or prioritize the recommended
the future projects

o ldentify current roadways that may o Provide a financial plan for the
be in need of walking and/or bicycling implementation of projects (though it
improvements does include financial strategies)

o Will serve as a guide for future public
and private development

o Will help the Town preserve
transportation corridors (i.e. right-of-
way) when land is developed

o Will help the Town promote connectivity
and design uniformity

105

% Town of Shallotte, North Carolina



Introduction
Section VI, Item 1.

Collector Street Overview

As mentioned previously, this plan focuses on improvements to existing collector streets
and expansion of the collector street network. The graphic below outlines what a collector
street is and is not, and compares it to other roadway classifications.

Arterials

o High number of vehicles
o High travel speeds

o Often multiple lanes in each
direction

o Examples in Shallotte: US 17

Local Roads

o Lowest speeds and traffic
volumes

o Connect individual
properties with collector
streets and arterials
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Recommendations

In 2025, the Town of Shallotte, in partnership community engagement. This three-pronged

with the Grand Strand Area Transportation
Study (GSATS) and the North Carolina
Department of Transportation (NCDOT), set
out to create a new Collector Street Plan.
This plan was created based on extensive
research, robust public engagement, and
thoughtful consideration of growth in the
area. The project team developed the basis
for the recommendations through existing

approached helped the team to understand
topographical constraints while engagement
informed specific needs that were not
evident through typical data collection. The
project team combined the numerical data
and community feedback to develop the
recommendations. The following section
documents infrastructure recommendations
and policy recommendations to guide future

conditions research, data based metrics, and development and growth within the Town.

Categories

The recommendations were divided into the following categories: New Roadways,
Intersections, Capacity Upgrades, and Multi-Modal Improvements. Design standards for
new roadways within different contexts are found later in this section. New roadways
will help to serve existing and future development and ensure areas of Shallotte are well
connected to each other. Roadways may be constructed through new development or

through other mechanisms.

o New Roadways- New roadway
recommendations were developed to
achieve the following goals:

+ To relieve already congested roads by
providing alternative, parallel routes
and/or

* To ensure that areas of future
development are well-covered by a
collector street network.

o Intersection Improvements-
Intersection projects focus on enhancing
safety by reducing accidents and
minimizing conflicts between modes of
transportation. Four key intersections
are recommended for improvement
within Shallotte. These four do not
include the intersections that are
included (funded) within the State
Transportation Improvement Program.

o Capacity Upgrades- Capacity upgrades
may increase the number of vehicles
that a roadway can carry or provide

% Town of Shallotte, North Carolina

improvements that allow more vehicles
to travel along the roadway. NC 179,
from NC 904 to Main Street, NC 130
from Edgewater Drive to the southeast,
and Main Street are recommended for
various capacity upgrades.

o Multi-Modal Improvements- Multi-
modal improvements promote street
design that encourages walking,
cycling, and public transportation use
in addition to the expansion of the
East Coast Greenway. The multi-modal
improvements presented below are
from the Town of Shallotte Bike & Walk
Plan (2023) and the Cape Fear Regional
Bicycle Plan (2017).

Maps of all projects are shown on the
following two pages. Individual project types
are then shown on the maps and in tabular
form on the proceeding pages.
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Alignments on this map are not final or intended
for construction. Each new roadway will need to be
independently reviewed and designed, considering

local environmental and property impacts, as well as
incorporation with ongoing development.
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Section VI, Item 1.

New Roadways

The largest single group of recommendations in this plan is a series of new roadways
spread across the town. These recommendations can be broadly categorizied as follows:

New roadways in undeveloped areas (or low-intensity areas) are generally intended as
guidelines for new roads if these areas are developed in the future. This plans serves to
explicitly show a network of new roads that future development should incorporate to
ensure network connectivity in these areas in the future, and avoid circuitous, disjointed
roadway networks.

Backage roads, which are located immediately behind commercial buildings along Main
Street would most likely be built as part of future redevelopment, though they could be
built without. These roads are intended to make it possible to move between Main Street
businesses without adding to the congestion on Main Street itself and ultimately support
access restrictions on Main Street (again, likely to ocurr only as part of redevelopment).

Other new roads similarly are intended to guide new connections in the case of future
development.

As stated previously, the alignments shown in this section are not intended to be final.
Specific environmental considerations and incorporation with future development will
need to be considered during design of each segment to avoid unnecessary conflicts. It is
expected that the specific alignments of these roads will change during this process, if built.

New Roadway Recommendations

NR-O1 Mulberry Branch | Connection between Royal Oak and Forest St

Road East extension (NR-02)
NR-02 Forest Street Extend Forest St Extension to connect to NR-

Extension (N/S) | 01 and NR-06
Hawick Drive . .
NR-03 Northern Northward extension of Hawick Dr to connect
. to NR-03
Extension
Bay Village Street | Eastward extension of Bay Village St to Tarkin

NR-04 i

Extension Ct NW

113
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e
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Alignments on this map are not final or intended for construction. Each new roadway
will need to be independently reviewed and designed, considering local environmental
and property impacts, as well as incorporation with ongoing development.
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Hawick Drive . .
NR-05 Southern Ea;tward extension of Hawick Dr to Old New
. Britton Dr
Extension
NR-06 Mulbery Branch New road from Mulberry Rd to NR-02
Road Center
NR-07 Mulbery Branch | New road from NC 130/Whiteville Rd to
Road East Mulberry Rd
McMilly Road Northward extension of McMilly Rd to
NR-08 .
Extension Mulberry Rd
NR-09 Tryon Road Southeward extension of Tryon Rd to Old
Extension Shallotte Rd NW
NR-10 Parkwew_PIace Northward extension of Parkview Pl to NR-11
Extension
NR-11 Bridger Road Southward extension of Bridger Rd to US
Extension 17B/Main St to Shallotte Township Park
New backage road connecting properties
NR-12 B;\::ok;th;/vsgg d north of Main St from Myra Way to NC 130/
& Whiteville Rd
Downtown New road from NC 130/Whiteville Rd to
NR-13 Whiteville- Mulberry Rd between Main St and Bridgers
Mulberry Rd. Note: may not be feasible due to
Connector prevalence of wetlands.
New backage road connecting properties
NR-14 Mulberry Park north of Main St from Mulberry Park to
Backage Road
Shallotte Ave
Northeast New backage road connecting porperties
NR-15 north of Main St from Shallotte Ave to Smith
Backage Road . )
Ave through shopping center parking lot
NR-16 Pine Street Northward extension of Pine St from Main St
Extension to White St
Bridgers Road
NR-17 - Baily Street Eastward extension of Bridgers Rd to NR-18
Connector

%5? Town of Shallotte, North Carolina
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Arnold Street Westward extension of Arnold St to Mulberry
NR-18 .
Extension St
Northside Drive | Improvements to Northside Dr between
NR-20 Improvements | Arnold St and NR-21 to match collector street
(West) sections
.North5|de. New roadway between NR-20/NR-23 and
NR-21 Drive Extension .
Smith Ave
Connector
Eastward extension of Shallotte Ave to Smith
Shallotte Avenue | Ave at NR-20. Note: Only feasible if existing
NR-22 - Smith Avenue | residential property is sold and developed
Connector in the future. Should not displace current
residents
Northside Drive | Eastward extension of Northside Dr to NR-24,
NR-23 .
Extension Commerce St, or Forest Dr
Commerce Street Overpass of US 17 connecting Commerce St
or Forest Dr to Forest St Ext. Note: Would not
NR-24 - Forest Street .
Overpass be able to provide any access to US 17 due to
NCDOT restrictions
Southward extension of Commerce St to
Commerce . .
Holden Beach Rd. May require realignment
NR-25 Street - NC 130 : .
Connector of Edgewater Dr to continue along this
alignment (GSATS 2045 MTP)
New backage road connecting properties
Southeast south of Main St from Smith Ave to Birch
NR-26 Backage Road Pond Dr. Note: Some segments not feasible
& without redevelopment due to locations of
buildings, retention ponds, etc.
New backage road connecting properties
NR-27 B:fkl;thgvsgg d south of Main St from Camp United
& Methodist Church to Wall St
NR-28 Park Drive Southward extension of Park Dr from Main St
Extension to NR-27
NR-29 South Downtown | New roadway connecting Wall St just north of
Roadway the Riverwalk eastward to Pine St

Tﬁ%{ Town of Shallotte, North Carolina
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New Roadway Recommendations (continued)

NR-30 South Central New road connecting Cheers St to Hinson St
Backage Road | just south of Main St properties
NR-31 Mintz Street Westward extension of Mintz St to Sylvan St,
Extension or other connection to Pender Rd
Countrv Club New roadway from Country Club Dr to
NR-32 C Y NC 179/Village Rd, potentially tying in to
onnector ;
shopping center rear alley
Hickory Wendy | Southward extension of Hickory St to Wendy
NR-33
Connector Ln
Village Point Northward extension of Village Point Rd
NR-34 - Main Street from NC 179/Village Rd to US 17 BUS/Main St

Connector (GSATS 2045 MTP Project)

Inner Mulberry
NR-35 Road - Forest
Street Connector

Improve utility access road to support public
access

Interchange Connection from NR-35 to NCDOT planned

NR-36 Connector interchange

Outer Interchange | Connection from NR-35 to NR-06 to provide

NR-37 Connector access to NCDOT planned interchange

Outer Interchange Connection from NR-37 to NR-08 to provide
Connector to

NR-38 additional connection to NCDOT planned

McMilly Road interchange and northwest Shallotte
Extension

118
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Capacity Upgrades and
Intersection Projects
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The projects in this section serve an existing or future need. Intersection projects were
identified based on a review of the safety analysis shown later in this plan, and community
feedback on congestion and safety concerns. A detailed study and following improvement
for Main Street it included, as are long-term roadway widening projects from the Brunswick
County Comprehensive Transportation Plan.

CU-01

Capacity Upgrade and Intersection Recommendations

Main Street

Access management and safety
improvements, likely to include a median
along the corridor, signals at major crossings
and partial access at major driveways. Note:
Only feasible once significant portions of
backage roads or other connections have
been constructed (GSATS 2024-2033 TIP)

CuU-02

NC 179 Widening

Widening of NC 179 to four lanes from
Ocean Isle Beach Rd SW to NC 130
(Brunswick County CTP)

CU-03

NC 130 Widening

Widening of NC 130 to four lanes from
Edgewater Dr SW to Holden Beach
(Brunswick County CTP)

[1-01

McMilly Road NW
Intersection

Intersection improvement focused on safety,
likely new turn lanes

[1-02

Village Road and
Bricklanding
Intersection

Safety and mobility improvements at Village
Rd and Bricklanding Rd

[1-03

NC 130/Whiteville
Road and Bridgers
Road Safety
Improvement

Intersection improvement focused on safety,
potentially a partial RCl or similar treatment

[1-04

NC 130/Holden
Beach Road, Gray
Bridge Road, and

Red Bug Road

Safety Improvement

Intersection improvement focused on safety,
potentially better separating left turn lanes
or changing intersection configurations

Town of Shallotte, North Carolina
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Recommended Projects: Capacity Upgrades and
Intersection Projects
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o Recommended Intersection e Capacity Upgrade

Projects «" " Town of Shallotte
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0 1 i
; Miles 9 Collector Street Plan (2025)

\__ Source: Brunswick County, NCDOT, NCDEQ

One potential NCDOT Intersection Improvement
is displayed on the map and can be found in the
NC STIP. This project, near Smith Avenue, would
become a grade separated interchange.
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Multi-Modal Improvements

Improvements in this category are intended to create new facilities for walking or bicycling,
like sidewalks, bike lanes, and/or shared-use paths. These recommendations are included
to be consistent with the Town’s adopted Bike and Pedestrian Plan. It should be noted that
in addition to these dedicated recommendations, all new roads are also expected to be built
with accommodations for non-automotive users.

Multi-Modal Recommendations

MM-01 Smith Avenue Pedestrian | Pedestrian Improvements, Within
Improvements ROW from Arnold St to Main St
MM-02 Main Street Bike and Within ROW, from Washington Rd
Pedestrian Improvements | SW to Copas Rd SW
NC 130 to Holden Beach Rd,
MM-03 Sharedéld;ﬁolz?éh West | shallotte Crossing Pkwy to
Edgewater Dr SW
MM-04 White Street Pedestrian From Mulberry St to Smith Ave
Improvements
. From Main St to Holden Beach Rd,
MM-05 Wall Street Pedestrian From Main St to Permit Ln along
Improvements .
Smith Ave
MM-06 \.Nh'teV'”e Road NW From Longwood Rd NW to Main St
Bicycle Improvements
MM-07 | MainstPedestrian i o willis Dr to Blake St
Improvements

Téi? Town of Shallotte, North Carolina
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Improvements
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= @ Proposed East Coast Greenway < Town of Shallotte

s Multi-modal Improvement Shallotte ET)J

0 1

Source: Brunswick County, NCDOT, NCDEQ

& m— 9 Collector Street Plan (2025)

The proposed East Coast Greenway trail can be
found in the Great Trails State Plan (2022). This
trail would connect Shallotte to Wilmington,
Fayetteville, Raleigh, and Durham within the state
while connecting North Carolina to numerous
states along the east coast.
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Roadway Section
Recommendations

This section outlines the proposed roadway types intended to
support Shallotte’s future growth and connectivity needs. The
proposed network includes Rural Section Collectors, Urban Section
Collectors, Four-Lane Collectors, and Backage Roads—each designed
to serve specific transportation functions based on surrounding land
use and anticipated traffic volumes.

All proposed roadway sections are to be constructed in accordance
with the standard cross-sections defined by NCDOT. These standards
ensure consistency in design, safety, and performance across the
state’s transportation infrastructure. The following pages describe
the purpose and typical design features of each.

% Town of Shallotte, North Carolina
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Rural Section Collector

A rural collector would be constructed outside of Downtown
Shallotte in areas where development may not be expected in the
near future. The section would have two 11-foot vehicular travel
lanes, a 12-foot open ditch for drainage, a sidewalk of at least 5 feet
on one side and a shared-use path of at least 10 feet on the other
side to facilitate the safe movement of pedestrians and bicyclists.

I Shared-use I Narrow hard I 11" travel Open ditch I Sidewalk of at
path of at least shoulder lanes drainage least 5" wide
10" wide
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Urban Section Collector

An urban collector could be constructed in residential and/or
commercial areas.

This section would have two 11-foot lanes (one in each direction)
with a planting strip of at least 5 feet separating the vehicular travel
lanes from the pedestrian and bicycle spaces. For larger, mature
trees, 6 to 8 feet of planting strip is recommended. A larger width will
also accommodate stormwater storage and other utilities.

On one side of the roadway a shared-use path of at least 10 feet
would be constructed while on the other would be a 5-foot sidewalk.

IShared-use Homes and I 11" travel lanes Sidewalk of at
path of at least businesses may least 5’ wide
10" wide have direct
access

125
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Four Lane Roadway

The four-lane roadway is similar to the urban section collector but
instead of one lane in each direction the roadway has two-lanes
in each direction with a median of at least 17 feet. Per NCDOT
standards, the ideal median width is 23 feet to accommodate for
potential future left-turn lanes.

This section would also have a sidewalk of at least 5 feet on one
side with a shared-use path of at least 10 feet on the other side to
facilitate the safe movement of pedestrians and bicyclists. If right-
of-way allows, consider a shared-use path on both sides of the
roadway.

Grassy median 11" travel lanes J sidewalk of at

I Shared-use I
path of at least up to 23’ wide least 5" wide
10" wide
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Backage Roads

A backage road can be described as a road providing connection

on the backsides of commercial and office buildings along busier
regional routes such as Main Street. This enables local traffic to
travel between businesses without entering and exiting Main Street/
US 17 Business and other roadways within commercial areas.

Backage roads could be composed of two 10-to-11-foot vehicular
travel lanes (one in each direction) with a back-of-curb sidewalk of at
least 5 feet.

|
Sidewalk of at I ICurb and |1 1"travel @ Shared-use
least 5" wide gutter along Mlanes path of at
adjacent to the roadway least 10" wide
commercial
parcels

Té% Town of Shallotte, North Carolina
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Additional Policy
Recommendations

Along with physical infrastructure changes, the following section
outlines policies that could be adopted by the Town of Shallotte to
guide new developments and ensure a multi-modal network. The
following three policies are recommended:

Update Commercial and Main Street Zoning Districts to Require
Backage Roads

To improve traffic circulation and reduce congestion along collector
streets, the Town should update its unified development ordinance
(UDO) to require backage roads within Commercial and Main Street
zoning districts. Backage roads - secondary streets located behind
commercial properties - provide alternative access for vehicles,
deliveries, and service traffic, thereby minimizing direct driveway
access onto collector or arterial roads.

Incorporating backage roads into development requirements will:

o Improve safety by reducing conflict points along busy corridors

o Support walking and biking by limiting curb cuts and preserving
sidewalk continuity

o Enhance connectivity between adjacent parcels and
developments

o Facilitate future growth by establishing a more resilient and
flexible street network

Require Shared-Use Paths on Roadways Classified as Collector
and Above

To promote walking and biking, enhance safety, and support
transportation mode choice, it is recommended that the Town
require the construction of shared-use paths as part of all new
roadway construction. This policy would apply to all roadway types
classified as a Collector or above, and may be applied to others, and
should be guided by context-sensitive design standards. Integrating
pedestrian and bicycle infrastructure into new roadways will:

o Improve safety for non-motorized users by providing dedicated
space separated from vehicular traffic
o Encourage active transportation such as walking and biking

o Enhance connectivity between neighborhoods, commercial
areas, schools, and parks
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Require Subdivisions to Include Multiple Access Points

It is recommended that the Town requires
all new subdivisions to be constructed

with multiple access points to enhance
neighborhood connectivity and reduce
traffic congestion. This policy ensures that
residential developments are integrated
into the broader street network, rather than
functioning as isolated or cul-de-sac-based
communities.

The Town of Shallotte may consider UDO
amendments to implement this change.
Several similar communities have done so by
setting minimum (240 feet) and maximum
(1,000 feet) block lengths for rural and
suburban districts or by requiring through-
block connections for pedestrians and
bicyclists if the block is deemed to be too
long (minimum 800 feet). Towns have also
used a ratio of connection points to external
street to dwelling units to achieve this policy.

Additionally, the Town may consider
requiring points of access to the street
system outside of the development.
Requiring multiple access points will
distribute traffic more evenly onto the
broader roadway network by providing

additional entry/exit points and will improve
public safety by providing alternative routes

for emergency responders and evacuation

routes. When combined with sidewalks and/
or shared-use paths, enhanced connectivity
will be established between neighborhoods,

commercial areas, schools, and parks. The
Town of Zebulon requires development

entry points based on the below table found

in 6.10 Streets.

When combined, these policy
recommendations can help to guide the
development of a safe, connected, and

resilient transportation network in Shallotte.

By requiring backage roads in commercial
areas, integrating shared-use paths into
new roadways, and requiring multiple
access points in subdivisions, the Town can

proactively manage growth while enhancing

mobility for all users.

Zebulon UDO Table 6.10.7.1: Required Points of Access

Type of

Development Development Size

50 or fewer lots

Residential
and Mixed-Use 51 to 200
Development

201 or more

Less than 5 acres or
fewer than 10 lots

Non-Residential
Development,

other than
Industrial More than 5 acres

Notes:

Minimum Number of Vehicular
Access Points

1
2

2 + 1 per every additional 100 lots

1) Points of access shall refer to streets, not driveways.
2) Additional vehicular access points may be required where determined necessary by the Town.

ﬁ Town of Shallotte, North Carolina
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Funding Strategies

Context and Overview

The Shallotte Collector Street Plan identifies
48 intersection, roadway, bicycle, and
pedestrian projects as solutions to the
Town's need for connected roadways to
relieve congestion pressure from Main
Street and overall mobility improvements.
The recommendations include projects
from previous plans, those presented in
Stakeholder Committee meetings, results
and priorities learned from public input, and
conversations with key stakeholders such as
Town staff, people who work and commute
along Main Street, and NCDOT.

While the majority of the recommendations
in this plan are envisioned to be achieved
as part of future developments, the

Town or NCDOT may take an interest in
implementing some projects. This section
provides guidance on the funding sources
available for these projects from state and
federal sources.

All projects are transportation infrastructure
projects. Each has several phases of work
which could include a feasibility study,
environmental analysis, engineering and
design, permitting, right-of-way, and
construction costs. There are several
funding sources available that will fund the
various phases, and there are federal and
state grants available through different
federal and state agencies. Ultimately,

close communication and partnership with
NCDOT, GSATS, and private developers are
needed to implement the recommended
projects. There is one funding source

in which a vast majority (if not all)
recommended projects are eligible projects:
NCDOT's State Transportation Improvement
Plan (STIP). Most other state and federal
funding sources call for documented
support and partnership with NCDOT and/or
GSATS.
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Funding Sources Overview

There are several funding options for
transportation infrastructure projects.

Federal grants tend to be more competitive
but can award funding for larger and more

expensive projects. State grants can be

less competitive and tend to award smaller

amounts for projects. Among the federal
and state funding opportunities, there
are several ‘themes’ of projects within

transportation infrastructure funding. There
are specific grant programs for multi-modal

projects, multi-modal projects with a focus

on recreation, transportation infrastructure

resiliency projects, large scale (expensive)
projects, and bridge projects.

Appendix A: Funding Sources provides
details about each of the funding sources

referenced below, including eligible projects,

purpose, timeline, required match, award
amounts, and considerations for the

Collector Street Plan recommended projects.

Below is an overview of themes presented in

Appendix A:

Multi-modal projects will score better
and have more funding opportunities,
particularly those that connect to key
destinations. Funding sources include:

o USDOT's BUILD program for a larger
scale project

o USDOT's ATTIP program

o Southeast Crescent Regional
Commission’s (SCRC) Program
for Economic and Infrastructure
Development Assistance

o NCDOT's SPOT Process (Strategic
Prioritization Office of Transportation)

o NCDOT's High Impact/Low Cost funds
o NCDOT's Small Construction Funds

% Town of Shallotte, North Carolina

Multi-use path projects that connect to a
park and enhance/connect to recreation
opportunities could be funded through
recreation-based programs. (See Multi-
Modal list for additional funding sources.)

o NCDNCR’s Recreational Trails Program

o NCDNCR’s Parks & Recreation Trust Fund
Grant

o NCDOT's SPOT Process

o NCDOT TAP Funds (Transportation
Alternative Program)

o Direct Attributable funds via MPO

o In conjunction with roadway projects

Projects that are in the Collector Street

Plan and also identified in transportation
infrastructure resiliency planning, flood
mitigation studies, etc. can be funded
through sources that focus more on critical
infrastructure at risk of impact from natural
hazards, particularly flooding, extreme
weather, and climate change.

o Federal Emergency Management
Agency’'s (FEMA) Building Resilient
Infrastructure and Communities (BRIC)
Program

o The Southeast Crescent Regional
Commission (SCRC) Program
for Economic and Infrastructure
Development Assistance (EIDA)
Promoting Resilient Operations for
Transformative, Efficient, and Cost
Saving Transportation (PROTECT) Grant
Program
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There are several federal funding sources
that award tens and hundreds of millions of
dollars for large-scale projects. A series of
Collector Street Plan recommended projects
can be combined to create a corridor of
proposed improvements.

o USDOT's BUILD grant program (for Main
Street connectors and improvements)

o Note: USDOT also offers the
Infrastructure for Rebuilding America
(INFRA) grant and the MEGA (National
Infrastructure Project Assistance)
Program that fund project over $100
million. Individual Collector Street Plan
recommended projects would not be

Section VI, Item 1.

competitive, but the corridor projects
could, depending on scope and cost
estimates

Bridge projects and those that require
replacing/expanding culverts can be funded
through environmental resiliency programs.

o USDOT's Bridge Investment Program

o FEMA's Building Resilient Infrastructure
and Communities grant program

o USDOT's Promoting Resilient Operations
for Transformative, Efficient, and Cost
Saving Transportation grant program

o NCDOT's SPOT

Federal Funding for Transportation
Projects: 2025 Updates

All grant programs are competitive and projects will need to score well and meet the
priorities of the program. The 2024 election brought in new administration with new
funding priorities. This section focuses on what we know about those priorities and how to
plan for them and consider the most-competitive projects for potential grant applications.

Early 2025 Federal Legislative Decisions

The Infrastructure Investment and Jobs

Act (IlJA) was signed into law by President
Biden on November 15, 2021. Commonly
known as the Bipartisan Infrastructure Law
(BIL), it provides funding to the Department
of Transportation to improve roadways
and bridges, freight projects, public
transportation, safety, and it addresses
climate change.

The Inflation Reduction Act (IRA) was

passed by Congress and signed into law by
President Biden on August 16, 2022. The IRA
provides funding for transportation projects
through grants, loans, and incentives with a
focus on combating climate change.

In January and February 2025 President
Trump signed a series of Executive Orders

(EOs) that impact priorities and funding
of the IlJA and IRA. The US Department of
Transportation (USDOT) has been tasked
with rescinding, canceling and revoking
all orders, rules, funding agreements and
policies that reference topics such as
climate change; greenhouse gas (GHG)
emissions; racial equity; gender identity;
Diversity, Equity, and Inclusion (DEI) goals;
environmental justice; and/or the Justice40
Initiative.

While many of President Trump's EOs are
facing litigation challenges, and others will
require congressional approval prior to full
implementation, the EOs nevertheless signal
the intention and direction of the current
administration.

Collector Street Plan (2025) 1P




The EOs and department orders to note are:

o EO 14148 - Initial Recissions of Harmful

Executive Orders: This EO rescinds

78 Biden EOs, including EO 14052
(Implementation of the Infrastructure
Investment and Jobs Act); EO 14082
(Implementation of the Energy and
Infrastructure Provisions of the Inflation
Reduction Act); EO 13990 (Protecting
Public Health and the Environment and
Restoring Science to Tackle the Climate
Crisis; and EO 14008 (Tackling the
Climate Crisis at Home and Abroad).

* Impact on transportation projects:
USDOT and FHWA are no longer
using equity or climate as criteria for
grant awards. Projects that focused
on underserved communities or
emissions reduction are being re-
evaluated, paused, or canceled.
Project Scoring Criteria Changed:
Environmental justice, community
connectivity, and equity are no longer
part of federal grant evaluations.

EO 14154 - Unleashing American Energy:

This EO pauses disbursement of funds
appropriated through the IIJA and IRA.
The goal is to remove burdensome
climate and energy regulations. It also
rescinds the National Environmental
Policy Act (NEPA) which significantly
impacts the environmental review
portion of the project delivery phase.

* Impact on transportation projects:
Climate and equity considerations
(like social cost, emissions, and justice
factors) are largely out of federal
decision-making. The environmental
review process (NEPA) has been
rescinded. The permitting process will
move faster. Guidance calls for relying
temporarily on former administration
rules; agency-level protocols will be
established by February 2026.

Té\\’g Town of Shallotte, North Carolina
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o USDOT Order - Ensuring Reliance Upon

Sound Economic Analysis in Department
of Transportation Policies, Programs,
and Activities: This departmental order
reflects a shift to traditional cost-benefit
approach with an economic efficiency
focus rather than a broader social

or environmental consideration. The
cost-benefit approach will apply to all
grantmaking, lending, policymaking, and
rulemaking decisions.

* Impact on transportation projects:
All USDOT actions (grants, loans,
contracts, policymaking, rulemaking)
must be backed by rigorous
economic analysis and show
positive net benefits. This has been
integrated into all ongoing and
future discretionary grants. USDOT is
reviewing and potentially amending
existing grant/contracts to align with
economic criteria. As of June 2025,
approximately one-third of previous
disbursement grants (~$5 Billion) have
been released following economic
review, with the rest still under
evaluation.
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Planning for the New
Administration’s Transportation
Priorities

As of June 2025, several components of President Trump’s
EOs are in litigation. Fine details about some federally funded
grant programs are unknown (except for a few electric
vehicle/infrastructure programs that have been eliminated).
However, the intent and priorities of federal funds for
transportation projects can be understood. It is anticipated
that funding will be prioritized for the following communities/
projects:

o Those that are in a designated Opportunity Zone;

o Those in Census tracts with higher marriage and birth
rates compared to the national average;

o Those with a stronger financial commitment/local match;

o Those that include or implement user-pay revenue
models (gas tax, tolls, vehicle related fees, etc.);

o Those that yield significant economic development
benefits;

o Those that don't include equity considerations/data;

o Those that aren’t driven and justified by environmental
benefits, climate change, or Greenhouse Gas emissions.

Appendix B includes information about federal, state,

and local funding opportunities for the transportation
infrastructure projects recommended in this plan. Please
note that as of April 2025, there is not yet a clear indicator

of which federally funded programs will continue, and which
will not. It is likely that several programs will continue, but the
evaluation criteria may be modified.
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Existing Conditions

The Project Team collected data on the Town of Shallotte’s
transportation network, land use, environmental features, and other
systems as a key component of the planning process. This review
enabled the Team to understand what challenges and opportunities
are presented within the Town limits and ETJ. Additionally, this
helped the project team determine current population mobility and
access needs. Included in this section are maps and descriptions of
the following:

o Zoning areas and future land use designations

o Locations identified for historic preservation by the North
Carolina Historic Preservation Office and their current status

* The Shallotte Prison Camp and the Shallotte National Guard
Armory have been deemed eligible for historic preservation at
this time

o Environmental conditions, including wetlands, floodplains,
natural areas, and critical habitats

o The transportation system — including a crash analysis from
2019 to 2024. This analysis highlighted intersections and
roadway segments with the highest crash rates compared to
similar roads in the region

+ Critical crashes—those resulting in fatalities or serious
injuries—were mapped separately. Any crash involving a
pedestrian or bicyclist are also classified as critical

o Previously planned projects from both local and state planning
efforts were mapped to illustrate where future development may
occur in and around Shallotte

There are a number of approved residential developments in
Shallotte. These are primarily located on the southeast and
northeast sides of Shallotte. Recommendations in the previous
section were developed with these in mind.

% Town of Shallotte, North Carolina 187
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Section VI, Item 1.

Zoning and Land Use

Zoning

Shallotte uses a unified development ordinance that contains the Towns' primary land

use and development regulations that include all zoning, subdivision, stormwater, and
floodplain regulations. Brunswick County provides zoning for the areas immediately
adjacent to the Town's planning area. The Brunswick County and Town zoning designations
for Shallotte, Ocean Isle Beach, and Holden Beach, have been combined into the land

use categories noted below (Labeled as CO-, SH-, Ol-, and HB-, respectively.). While some
differences occur at a more granular level the zoning areas are generally as follows.

Low-Density / Single Family Residential

This district is established for low

density residential purposes and to
encourage the development of residential
neighborhoods that complement one
another by providing a variety of dwellings
suitable to all life styles and family
sizes. Small multi-family dwellings and
manufactured homes may also occur in this
zoning area. (SH-R-10, SH-R-10/PRD, SH-R-15,
SH-RM-10)

Medium and High Density / Multifamily
Residential

The principal use of this area is

for single-family and multifamily
development. Regulations in this district
allow for intensive development provided
the necessary public or community water
and sewer systems are available. The main
purpose of this zone is to transition into
higher intensity land uses, prohibiting
commercial and industrial use of the land,
and not allowing any other use that would
interfere with development of continuation
of dwellings in the zone. (CO-R-7500, OI-R-2,
SH-MF-10, SH-MF-14, SH-MF-6, SH-MF-14-
CZ, OI-R-2M, CO-MR-3200, CO-R-6000, CO-
SBR-6000, HB-R-2)

Planned Unit Development

This area is characterized by an

integration of residential development,
open space land uses and some commercial
development. Calculation of density occurs
over the entire development rather than lot-
by-lot. No PUD area should be less than 25
acres. (SH-PUD)

Commercial and General Business

This area provides space for retail

of durable goods and commercial
services for areas of industrial and
residential dwellings. This zone encourages
establishments that are grouped together to
minimize strip development along roadways.
(SH-B-2, SH-HB CO-Cl, CO-CLD, CO-CLD-CZ,
HB-C-1, OI-C-1, OI-C-2, OI-C-2M, OI-C-3)

Industrial

Permitted uses include the construction

and ongoing use of wholesale,
industrial, and related research facilities.
Residential uses are prohibited, and
additional regulations apply to heavy
industry to prevent interference with future
development. (SH-LI, SH-HI, CO-IG, SH-LI-CZ)

Collector Street Plan (2025) 18P




P
County and Town Zoning (Generalized)

Zoning Classifications

_ Conservation and Preservation
'~ Rural/Residential Agriculture
Low Density/Single Family Residential

Medium & High Density/Multifamily Residential
0 1

T 1 Miles 9

‘. Source: Brunswick County, NCDOT, NCDEQ

Section VI, ltem 1.

~ Planned Unit Development
_ Commercial & General Business

e Neighborhood Commercial, Central Business, &
Commercial Waterfront

" Industrial

B Office and Institutional
Collector Street Plan (2025) )

LS




Existing Conditions
Section VI, Item 1.

Neighborhood Commercial, Central Business, and Commercial
Waterfront

The Commercial Waterfront zoning preserves and reserves

adequate areas for water-related uses in the Town that prohibit
heavier commercial use of the land and give priority to water-
dependent uses. The Neighborhood and Central Business zone
promotes a diversified central business district that is pedestrian
friendly and serves both residents and visitors. It serves as river
gateway and center for living, working, dining, the arts, and
entertainment. Mixed use developments are located in the district
and are designed to be compatible with the surrounding businesses.
(CO-NC, SH-CB, SH-CW)

Conservation and Preservation

The regulations of this zone include protecting the floodplain

and estuarine areas. This district applies to those areas above
mean high water which may be covered by marsh and are protected
by the Coastal Area Management Act (CAMA). (SH-CON, CO-CP, HB-C)

Rural / Residential Agriculture

This zone focuses on medium density residential and

agricultural purposes. Commercial and industrial land uses are
prohibited. Manufactured homes may also be located in this zone.
(SH-RA-15, SH-RAM-15 HB-RS, HB-R)

Office and Institutional

This zone functions as a transitional land use between more

intensive commercial and industrial uses and less intensive
residential uses. The principal use is for businesses, offices, and
institutional spaces. It may also function as a method to reduce
the intensity of development along thoroughfares between large
commercial uses. (SH-O&l)
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The future land use map was created as part of the Town’s 2018 Land Use Plan, which
represents a path for the community to grow and develop while enhancing economic
opportunities, preserving its family-friendly character, and maintaining its existing natural
resources as a means of attraction. The future land use map identifies the character of
eleven distinct areas, which are purely visionary and non-binding.

Low Density Residential

Predominantly for single- family

residential uses and recreation such
as parks and open space. This area is
located around the fringes of the planning
boundary. Water and sewage are not often
available in these areas. At the maximum, 3
dwelling units per acre are allowed.

Medium Density Residential

Generally located within the

extraterritorial planning jurisdiction
boundary. This land use area is used for
existing residential subdivisions and nearby
vacant properties that are not designated for
commercial use. Uses include single-family
residences and subdivisions, duplexes, and
community recreation and open spaces. At
the maximum, 6 dwelling units per acre are
allowed.

High Density Residential

Typically located behind or adjacent

to areas planned for commercial
development, High-Density Residential
is used to advance the walkability and
pedestrian activity in Shallotte’s planning
jurisdiction. This use is for multi-family
residences such as apartments and
condominiums, along with attached
single-family residences. At a maximum,
14 dwelling units per acre are allowed for
residential uses and a minimum of 10,000
square feet for non-residential uses.

% Town of Shallotte, North Carolina

General Commercial

Concentrated primarily along roadways

for high intensity commercial, office,
institutional establishments, and big box
retail such as grocery stores and supply
stores. Future high-intensity commercial
development is planned to be located along
major thoroughfares on portions of Main
Street, US Highway 17 Bypass, Whiteville
Road, Smith Avenue, and areas along Holden
Beach Road that are easily accessible to
consumers. At a minimum, lot sizes are
10,000 square feet.

Light Commercial

Serves as a buffer between higher

intensity general commercial uses
and adjacent residential development.
Light Commercial is primarily located along
Smith Avenue, Bridger Road, and White
Street. Buildings should be neighborhood
scale and include retail services, offices,
small-scale institutional uses, and high-
density residential uses. At a minimum,
commercial lot sizes are 10,000 square feet
and residential uses are a maximum of 4
dwelling units per acre.
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Main Street Commercial

Main Street Commercial provides

a mix of commercial, daily services,
institutional, and residential uses that
serve residents and visitors alike. This land
use area should mix pedestrian-oriented
and auto-oriented uses in a high density
environment. Parking should be shared or
have standards reduced when possible.
Standalone residences and auto-oriented
uses are discouraged from fronting Main
Street. At a maximum, 14 dwelling units per
acre are allowed for residential uses and no
minimum lot size exists for non-residential
uses.

Conservation

This land use acts as a buffer where

the likelihood of flooding is high and
where potential land use conflicts may occur
between uses that are not compatible.
This use is primarily located along the
Shallotte River but is found around other
environmentally sensitive areas. The
Conservation land use also helps to identify
recreational, historical, and cultural open

spaces targeted for permanent preservation.

Development is not appropriate in these
areas.

Recreation

Intends to preserve future public and

private recreation/open space lands.
Development is not encouraged in these
areas and if recreational opportunities are
no longer viable, the space is encouraged to
transition to public open space or preserved
lands.

% Town of Shallotte, North Carolina
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Riverfront Mixed Use

This area is intended to be developed

in the future as a retail and recreational
amenity as Shallotte grows and continues
to attract residents and visitors. The
area should be pedestrian oriented and
development is encouraged to create a
lively riverfront destination. Shared on-
street parking is encouraged over off-street
parking. At a maximum, 20 dwelling units
per acre are allowed for residential uses
and no minimum lot size exists for non-
residential uses.

Mixed Use

A walkable urban development that

is composed of commercial, office,
institutional, and residential uses. Not
intended solely for mixed-use developments
if single-use developments contribute to
the desired integrated land use pattern.
At a maximum, 14 dwelling units per acre
are allowed for residential uses and no
minimum lot size exists for non-residential
uses.

Industrial

Existing Industrial areas are located in the

north and northwest portions of Shallotte.
Future developments should occur along
Whiteville Road as the Town grows. Appropriate
buffers should be put into place between
Industrial and Residential uses and should be
based on the type of industrial activity occurring.
At a minimum developments should be
10,000 square feet.
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Historic
Preservation

Preserving historic elements within a community can enrich their
sense of identity and provide tourism and educational opportunities.
Two locations in Shallotte have been found to be eligible for historic
preservation, the Shallotte Prison Camp and the Shallotte National
Guard Armory.

The Shallotte Prison Camp is located on Bailey Street adjacent to

US 17 while the Shallotte National Guard is located on Bridgers
Road. The Shallotte National Guard Amory has a determined eligible
boundary behind the property as well.

Many properties have been surveyed and may be considered eligible
for the NCHPO list in the future. These properties can be seen on the

following page.

Tﬁ% Town of Shallotte, North Carolina
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Environmental
Conditions

As in many coastal communities environmental resources,
especially wetlands and floodplains, are major considerations when
determining the appropriateness of public and private infrastructure
and development.

The following Environmental Conditions map divides the Town of
Shallotte and surrounding areas into the following categories. If a
piece of land is not within one of the categories it has been colored

grey.
Wetlands

Areas where water covers the soil. Important in coastal communities
to protect inlands from storm surges and salt water.

Flood Way

A channel for an overflow of water caused by an increase in water
that protects areas upstream from additional or more severe
flooding.

Coastal 100-Year Floodplain

Area where there is a 1% chance of being inundated by a flood of a
specific magnitude in any given year on the coast.

100-Year Floodplain

Area where there is a 1% chance of being inundated by a flood of
specific magnitude in any given year.

500-Year Floodplain

Area where there is a 0.2% chance of experiencing a flood in any
given year.

Wetlands surround Shallotte in every direction, with denser
concentrations found in the northern part off town. On the
northeastern side of town, the Shallotte River branches off, forming
a natural floodway. Most areas on the outer edge of the river would
be impacted by 100- and 500-year storms.

Additionally, the Town recognizes the importance of Natural Areas
and Critical Habitats, including those designated for the Loggerhead
Sea Turtle and the Piping Plover, these protected regions lie outside
of the proposed planning area. Therefore, no interaction with them
is anticipated.

ﬁ Town of Shallotte, North Carolina
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Transportation

Travel Volumes

The road network in and around Shallotte is predominantly
composed of two-lane roads. These roads connect neighborhoods,
businesses, and nearby communities. The only major exception

is U.S. Highway 17, a four-lane divided highway that serves as the
primary thoroughfare for regional traffic.

Despite the small-town feel, several of Shallotte’s two-lane roads
experience high traffic volumes. Roads such as Main Street/US 17
Business, Whiteville Road, Holden Beach Road SW, and Bricklanding
Road SW each carry close to or more than 10,000 vehicles per

day. These roads are vital for both local commuters and visitors,
especially during peak tourist seasons (May, June, July) when traffic
to nearby beach destinations increases significantly. Average Annual
Daily Traffic (AADT) per NCDOT traffic counts (2023) are shown on
the following page.

Tﬁg Town of Shallotte, North Carolina
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Historical Travel Growth

Based on a comprehensive growth analysis, the overall traffic growth
rate from 2002 to 2023 was approximately 0.9% AADT annually,
increasing to 2.0% AADT annually over the last 10 years (2014-
2023), and further to 3.0% AADT annually over the most recent
5-year period (2019-2023). Traffic growth has inundated the
current transportation network, reinforcing the need for roadway
improvements and potential new routes.

While the network as a whole exhibits positive growth, some
locations stand out for their sharp increases or declines. In the most
recent 5-year period (2019-2023), east of Village Road experienced
the highest annual growth rate at 13.4% AADT. In contrast, east of US
17 Business/NC 130 showed the most notable decline at -3.4% AADT
for the same time period. 10-year growth rates and all-year growth
rates are shown on the next page.

To assess growth trends, the project team employed a linear
regression-based methodology, where the slope of the best-fit

line through the AADT values for each location was calculated

and normalized against the most recent AADT count. This yielded

an annualized growth rate for each segment, minimizing the

impact of short-term fluctuations. The growth rates were then
aggregated using a weighted average approach, with each segment’s
contribution proportional to its latest AADT volume. This approach
ensures that higher-volume roadways have an appropriate influence
on the overall area-wide trend, providing a more accurate reflection
of system-wide demand changes.

Historical Traffic Growth (2013-2023)

-
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Travel Patterns

The project team analyzed how limited routes around and across
Shallotte influenced travel patterns on major roads using StreetLight
Data runs. These datasets allowed the team to see where trips begin
and end, which routes travelers use, how long trips take, and other
key travel characteristics. The project team obtained several of these
datasets specifically for this planning process.

Key takeaways from the assessment of these datasets include:

o Of the traffic using Main Street/US 17 Business where it crosses
the Shallotte River, approximately:

* One in four vehicles are traveling within Shallotte (trip
begins and ends in Shallotte or immediate surroundings)

+ Just over half of vehicles are traveling into or out of
Shallotte (trip has one end in Shallotte and one end outside
Shallotte)

* One in five vehicles is passing through Shallotte (trip begins
and ends outside of Shallotte)

o On an average weekday (Monday-Thursday), approximately
6,660 trips are made between the areas adjacent to Main
Street/US 17 Business (trips both begin and end in areas
adjacent to Main Street). Of these trips, more than half are
made midday (10am to 3pm).

o Just less than half of the traffic on US 17 is pass-by through
traffic, staying on US 17, not stopping or turning in Shallotte

o Of trips that start outside Shallotte and end inside Shallotte,
most trips enter via US 17 west of town (20%), US 17 east of town
(24%), NC 179/Bricklanding Road west of town (17%), or NC 130
southeast of town (17%). These four entrances account for
almost four out of five vehicles entering the Shallotte area.

Tﬁg Town of Shallotte, North Carolina
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Crash Summary

The project team calculated the intersection and segment crash
rates to identify locations with disproportionately high crash rates.
This analysis used the critical crash analysis methodology, which
applies statistical methods to identify high crash locations. If a
location has a crash rate that exceeds the calculated critical crash
rate, it is likely that existing roadway conditions are contributing
to elevated crash rates. The crash summary map is shown on the
following page.

17 intersections have crash rates that exceed the critical crash
rate. These include (but are not limited to):

* Main Street/US 17 Business and S Willis Drive

* Brierwood Road SW and Village Road/NC 179

* Main Street/US 17 Business and Smith Avenue/NC 130
White Street and Smith Avenue

Holden Beach Road SW/NC 130 and Gray Bridge Road SW and
Red Bug Road SW

7 segments exceed the critical crash rate. These include (but are
not limited to):

o Whiteville Road NW/NC 130 from US 17 to Main Street/US 17
Business

o Bridgers Road from Whiteville Road NW/NC 130 to Mulberry
Street

o Smith Avenue from US 17 to Main Street/US 17 Business
Crash Map Terminology

Crash Rate - Crashes per one million vehicles.

Critical Crash Rate - A statistical threshold for screening a location
to determine if the number of crashes is above the statistical range
of crashes that could occur. Exceeding this rate indicates a potential
safety concern.

Critical Crashes

Critical crashes are those that result in serious injury or death or
involve a non-motorist such as a pedestrian or bicyclist. These types
of crashes occur throughout Shallotte and are not located in any one
area. However, they are more likely to occur near intersections and
in areas with more congestion.

% Town of Shallotte, North Carolina
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Intersection Crash Summary

Critical Index >=1
Crash Rate >= Crash Rate Average
Crash Rate < Crash Rate Average

No Crashes
1

Miles

\__Source: Brunswick County, NCDOT, NCDEQ

Segment Crash Summary ~_ Town of Shallotte
Critical Index >= 1 Shallotte ET]

Crash Rate >= Crash Rate Average

Crash Rate < Crash Rate Average

~——— No Crashes
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Section VI, Item 1.

Capacity Analysis

To understand where locations of consistent congestion exist within
Shallotte, a planning-level capacity analysis was conducted. The

map on the facing page shows the results of this analysis, which
compares NCDOT's estimated Annual Average Daily Traffic (AADT) to
planning-level estimated capacities for the roadway. Capacities used
in this calculation are based on the number of travel lanes present
in each direction, with modifiers for turn lanes and other major
roadway attributes.

This analysis highlights how remarkable the volume on Main Street
is. Main Street carries significantly more vehicles on an average day
than similar facilities are generally expected to be able to support.
Other major corridors like Village Road and NC 130/Holden Beach
Road are above their planning-level daily capacity, indicating
significant, recurring congestion. Other roads like Smith Avenue and
US 17 north of Shallotte are approaching their capacity, highlighting
that future growth may exacerbate existing congestion challenges.

This analysis was performed using AADT, which is an average over
the entire year. It should be noted that traffic in this area is highly
seasonal and volumes on some roads can be 20%-30% higher than
average during peak travel season, leading to significantly increased
congestion on these routes during thses important months.

ﬁr Town of Shallotte, North Carolina

161




B
Volume to Capacity

B

Volume to Capacity Ratio
< 85%

85% - 100%
=]

> 100%
0 1

Miles

&%iiﬁ‘r/mmfck County, NCDOT, NCDEQ

* Town of Shallotte
Shallotte ET]

Collector Street Plan

Section VI, ltem 1.

(2025))

4

1

A0,
17 -
” y 'b
AR
%
] ’,4
=3 8
b
Q
=
Qb
=1
B | .
SRty

162




FaY 104

Existi

Section VI, Item 1.

Collector Density

The US Federal Highway Administration recommends that in built-
up areas, a collector should be present every 1/2 to 1 mile. In the
map on the facing page, an analysis was performed to compare
existing collector density to this rule of thumb. Areas highlighted in
the darker coral color are within the 1/2 mile guidance, while areas in
the lighter coral color are within the 1 mile guidance. Areas outside
of either of these colors are more than one mile to a collector street,
indicating a need for a better-developed roadway network.

While most areas in central Shallotte have adequate collector

street coverage today, areas north of US 17 are completely lacking
in roadway network, even as these areas see notable residential
development. New roadways recommended in this plan would
create a new network with adequate collector street coverage in this
area. It bears repeating that this rule of thumb is for built-up areas,
so those new roadway are only warranted if the area does indeed
continue to develop.

ﬁ Town of Shallotte, North Carolina
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Previously Planned Projects

Numerous projects have been planned to benefit Shallotte’s travelers. The Brunswick
County Comprehensive Transportation Plan (CTP) includes several proposed roadways

that run parallel to US 130—both north and south—and connect to US 17 heading east.

The State Transportation Improvement Program categorizes these projects under division,
regional, statewide, and statewide safety initiatives, all of which fall under highway planning.
Each category addresses different sections of the highway, targeting specific needs. These
planned projects aim to manage the area’s growth while keeping the town’s overall goals
and well-being in mind.

Projects are color coded based on which plan they are sourced from. A map of these
projects can be seen on page 48. (Purple: Brunswick County CTP, Dark Teal: GSATS 2045
MTP, Light Teal: Cape Fear Regional Bicycle Plan, Green: STIP)

0 ;_asr:;lsna Bays Parkway Extension, 9 Bridgers Road Extension

o From SR 1349 (Bridgers Road) to Main
Street/US 17 Business

o Length: 2.23 miles
o Timeline: Undetermined

o Source: Brunswick County
Comprehensive Transportation Plan

o Construct a new 2-lane roadway. Bike
lanes and sidewalks are recommended

From SC State Line to US 17 at NC 130
Length: 15.47 miles
Timeline: Undetermined

Source: Brunswick County
Comprehensive Transportation Plan

Construct a new 4-lane freeway

o O O O

O

e Smith Avenue Extension

o From US 17 to NC 130 0 1-140 Connector
o Length: 2.7 miles o From US 17 at US 17 BUS to US 17
o Timeline: Undetermined North of NC 87
o Source: Brunswick County o Length: 19.39 miles
Comprehensive Transportation Plan o Timeline: Undetermined
o Construct a new roadway location o Source: Brunswick County
to provide an additional east/west Comprehensive Transportation Plan

connection as an evacuation route )
o New location road to address

congestion and mobility
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o NC 130 (Whiteville Road)

o O O O

From McMilly Road to Village Road
Length: 2.02 miles
Timeline: Undetermined

Source: Brunswick County
Comprehensive Transportation Plan

Widen NC 130 to 4-lanes. A shared-use
path, bicycle lanes, and sidewalks are
being recommended along NC 130

G NC 179 Business

@)

From US 17 Business to SR 1184 (Ocean
Isle Beach Road)

Length: 6.31 miles
Timeline: Undetermined

Source: Brunswick County
Comprehensive Transportation Plan

Widen to 4 lanes with paved shoulders
and a side path. A shared-use path is
recommended along NC 179 from the
SC border to US 17 Business and is part
of the East Coast Greenway Plan

o NC 130 (Holden Beach Road)

@)

From SR 1357 (Smith Avenue) to the
end of State Maintenance

Length: 8.47 miles
Timeline: Undetermined

Source: Brunswick County
Comprehensive Transportation Plan

Widen NC 130 to 4 lanes. A shared-

use path is recommended along NC
130 from Shell Point Road to Shallotte
Crossing Parkway and bike lanes from
Shell Point Road to sabbath Home Road
SwW
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8

Length: 1.7 miles
Timeline: Undetermined

Source: Brunswick County
Comprehensive Transportation Plan

130 (Whiteville Road)

@)

@)

@)

©)

standard cross section 4D. Currently
3-lanes with turning lane

US 17 BUS at US 17 Intersection
(North and South of Shallotte)

STIP #: R-5857

Route #: US 17 - Bypass

Length: 4.30 miles

Planned Construction Year: 2026
Total Cost: $28,170,000

Source: State Transportation
Improvement Plan

o Convert existing intersections to
reduced conflict intersections to
improve safety and reduce traffic
congestion

o o O O O O

@ US 17 BUS at US 17 Intersection

STIP #: U-6104

Route #: US 17
Timeline: Undetermined
Total Cost: $23,733,000

Source: State Transportation
Improvement Plan

o O O O O

o Upgrade existing at grade intersection

at US 17 BUS to interchange

US 17 Business: From US 17 to NC

Recommended to bring the road up to
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m Smith Avenue at US 17 Intersection

STIP #: U-5862

Route #: SR 1357

Length: 0.88 miles

Planned Construction Year: 2030

Total Cost: $44,925,000

Source: State Transportation Improvement Plan
Upgrade intersection to interchange

o O O O O O ©O

@ Main Street/US 17 Business Intersection Realignment

o STIP #: U-5788

o Route #: US 17 Business

o Total Cost: $2,995,000

o Construction Year: Current

o Source: State Transportation Improvement Plan
o Realign Wall Street with Shallotte Avenue

@ South Main and Village Point Road Connector

Timeline: 2028-2033
Total Cost: $9,810,000
Source: GSATS 2045 Metropolitan Transportation Plan

A new interconnection between S Main Street near Shallotte Park
to NC 179 and Village Point Road. The new roadway will include a
two-lane roadway with shoulders

o O O O

Main Street/US 17 Business to Holden Beach Road
Connector

Timeline:; 2028-2033

Total Cost: $3,830,000

Source: GSATS 2045 Metropolitan Transportation Plan

New connection from Main Street (US 17 BUS) to Holden Beach
Road

O O O O

@ East Coast Greenway Extension

o Timeline: Undetermined
o Source: Cape Fear Regional Bicycle Plan

o Construct a shared-use path along Holden Beach Road, Main
Street, and Village Road. Supported in numerous local and
regional plans

Collector Street Plan (2025)
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NCDOT Index Data

NCDOT has developed Environmental Justice NCDOT's Transportation Disadvantage Index
(EJ) and Transportation Disadvantage Index (TDI) score will show that the transportation

(TDI) maps and interactive dashboards to project serves an area with high need. The
help NCDOT staff and external partners TDI measures factors like income, car access,
understand and visualize transportation age, disability, and minority status to identify
disadvantage and the disproportionate disadvantaged communities. Many funding
impact of transportation barriers on programs, like SS4A or RAISE, prioritize

communities of color, as well as help inform  equity, so highlighting high TDI scores can
policies, planning, and project development  strengthen your application. Include TDI
decision making. maps or data in proposals to show how the
project improves access for underserved
populations. TDI may be used in local
project scoring, so it can help with regional
prioritization too. TDI data can be paired
with safety, access, or public feedback to
make the case for funding even stronger.

NCDOT's EJ screening tool will highlight
communities that are historically
underserved or overburdened. The tool
identifies areas with high concentrations of
minority or low-income populations, helping
to demonstrate equity impacts. Many state
and federal funding programs prioritize
projects that address EJ concerns. Including
E) maps or data in grant applications can
strengthen the case by showing the project
supports fair access and reduces harm

to vulnerable communities. The tool can
also guide community engagement and
document how you involved EJ populations
in your planning. This supports compliance
with Title VI and helps align the project with
equity-focused funding priorities.
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Environmental Justice Index

The EJ tool responds to a variety of federal

protections such as Title VI of the Civil Rights

Act and Executive Order 12898. The EJ tool
focuses on low-income and racial/ethnic
minorities, the prime environmental justice
indicators identified in the executive order.
The tool is not specific to transportation
but instead focuses on federally protected
demographics. The EJ Index score provides
a score for a Census block group based

on concentrations of ethnic and racial
minorities and poverty status compared

to statewide averages. The below figure
describes how the EJ score is derived.

E) Index Scoring Mechanism

Section VI, Item 1.

The map on the following page shows the

EJ Index scores in the Shallotte area. The
Census block group shaded in dark red has a
higher EJ score of 7. This is higher than other
areas in Shallotte. The poverty rate is 30%
compared to the 23% state average. Racial
minority is 63% compared to the 32% state
average. The Hispanic and Latino population
is 6% compared to the 10% state average.

i'#fﬁi by ?iﬁ * 5 Illl i. Q} EJ Index Score
= = mmn

(D 4) (0-4)
Relative concentration of Relative concentration of Relative concentration of (0 " | 2)
racial minonties to the ethnic minonties (Hespanic people with low incomes to
average for the selected or Latino onigin) to the the avarage for the selecled
geography average for the selected geography
geography
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Environmental Justice Index Score by Block & Town of Shallotte

Group &~ shallotte ETJ
Lower EJI Score (1)

LN

. Higher EJI Score (7)

0 1 &@3
—T—vies ) Collector Street Plan (2025) )
\._ Source: Brunswick County, NCDOT, NCDEQ

EJlIndex{Scorel=I7,
EJ|Index{Scorel=/6;

o
5

Ejlindex Score/s 8.2

old/Georgetown i
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Transportation Disadvantage Index

Improving transportation access for all North
Carolinians is vital to ensuring everyone is
able to reach necessary goodes, services, and
employment, particularly for those without
other means of transportation.

The TDI was calculated for each block

group to identify concentrations of
populations that face barriers to accessing
transportation. The figure below describes
how the TDI score is derived. A map of the
TDI scores in the Shallotte area is located on
the following page.

The Census block group with the TDI score of
13.5 has a more elderly population (29% are
+65 compared to the 16% state average), a
more BIPOC population (65% compared the
37% state average), and a higher percentage
of people without a household vehicle (9%
compared to the 6% state average).

The Census block group with the TDI score
of 14 has a more elderly population (23%
are +65 compared to the 16% state average),
a high poverty level (28% compared to the
23% state average),

TDI Scoring Mechanism

Section VI, Item 1.

a population with more BIPOC (53%
compared to the 37% state average), a
higher percent of people that are disabled
(26% compared to the 16% state average),
and a higher percentage of people with
limited English proficiency (14% compared
to the 4% state average). The darkest purple
Census block group with the TDI score of
16.5 is not located in the Town of Shallotte,
but highlighted as a reference point.

Opportunity Zones

Federal funding will be prioritized in
Opportunity Zones. Opportunity Zones

are economically distressed communities,
defined by individual census tract,
nominated by America’s governors, and
certified by the U.S. Secretary of the
Treasury via his delegation of that authority
to the Internal Revenue Service. Under
certain conditions, new investments in
Opportunity Zones may be eligible for
preferential tax treatment. There are 8,764
Opportunity Zones in the United States, 252
are in North Carolina. However, the Town of
Shallotte is not located in an Opportunity
Zone.

= 44

1 &4

(0-3) (0-3) (0-3)
Relative concentration of Relative concentration of Relative concentration
carless households to the peocple with low income to of people with mobility
average for the selecied the average for ihe selected impairments aged 18 and over
geography geography (physical, mental, or self-care T D I sco re
disability) to the average for
the selected geography r—
=
[ e e & 8 o @ @ @ (0-21)
(0-3) (0-3) (0-3) (0-3)

Relative concenlration
of seniors to the
average for the selected
geography

Relative concentration of
youth aged 15 and
under (non-drivers) to the
average for the selected
geography

BIPOC population (Black
Indigenous, Persons of

selected geography

Relative concentration of the

Cclor) to the average for the

Relative concentration of
the population with Limited
English Proficiency (LEP) to
the average for the selected
geography
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Section VI, Item 1.

Previous Planning Efforts

Understanding Shallotte’s previous planning efforts is essential to shaping its future.
Over the past decade, various plans and initiatives at all levels of government have been
developed to guide the town’s growth patterns, infrastructure, and overall community
development. Reviewing these past efforts provides valuable insight into the Town'’s

evolving priorities, challenges, and long-term goals.

o’ G505
ERUNSIIGH e

2045 Metropolitan Transportation
Plan Update

Adopted October 16, 2023

CONGESTION MANAGEMENT PROCESS SOUTHEASTERN NORTH CAROLINA -
COUNCILS OF GOVERNMENT
REGIONAL TRAILS PLAN

Technical Report

Lumber River Mid-Carolina E: arolina Cape Fear

e
onp WE o

UPDATE

Town of Shallotte, NC:

The Grand 2018 Land Use Plan

Strand Area
Transportation

BIKE & WALK |
PLAN
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Plan Review

Brunswick County
Comprehensive
Transportation Plan (2024)

The Brunswick County Comprehensive
Transportation Plan (CTP) includes identified
transportation system needs, as well as
possible solutions, to support anticipated
growth and development over a 28-year
timeframe. Various modes of transportation
were evaluated, and recommendations
made, including: highway, public
transportation, bicycle/pedestrian.

Applicable Plan Goals:

o Create a more efficient transportation
system through improved connectivity,
capacity, and operations.

o Support growth through a transportation
network that serves local, inter- and
intra- regional accessibility and mobility
needs for both people and goods.

o Preserve the social and environmentally
sensitive character of the county
through an integrated transportation
and land use strategy that addresses
Transportation solutions.

o Promote a safer and more secure
transportation network through crash
reduction, enhanced reliability and
predictability, and improved emergency
coordination.

Projects identified in the CTP have been
listed above in the Previously Planned
Projects section.

Section VI, Item 1.

GSATS 2024 Congestion
Management Process
Update (2024)

The Congestion Management Process
(CMP) is a systematic process of identifying
congestion and its causes, applying
congestion mitigation strategies to improve
transportation system performance and
reliability, and evaluating the effectiveness
of implemented strategies. The CMP

is an integral part of the metropolitan
transportation planning process and
defines a process for programming and
implementing congestion management
strategies either independently or as part of
larger programs and projects programmed
in the Metropolitan Transportation Plan
(MTP) and Transportation Improvement Plan
(TIP). Proposed congestion management
strategies for segments within Shallotte
include the following:

US Highway 17

Growth Management, Access Management,
Wayfinding, Incident Management

NC 130

Safe Routes to Schools, Bicycle and
Pedestrian Facilities, Public Transportation,
Intersection Improvements, Access
Management

US Business Highway 17

Growth Management, Safe Routes to
Schools, Bicycle and Pedestrian Facilities,
Flexible Work Schedules, Intersection
Improvements, Intelligent Transportation
System (ITS), Wayfinding

Collector Street Plan (2025) P




GSATS 2023-2033
Metropolitan
Transportation
Improvement Program (FY
2024)

The 2024-2033 Metropolitan Transportation
Improvement Program (FY 2024) for the
GSATS area is a ten-year program of
transportation capital projects combined
with a three-year estimate of transit capital
and maintenance requirements.

GSATS 2045 Metropolitan
Transportation Plan
Update (2023)

The Metropolitan Transportation Plan

(MTP) outlines the transportation goals,
objectives, and performance measures for
the urbanized area, as well as addresses
transportation related issues and impacts
over a 23-year horizon. The 2045 GSATS
MTP is an update to the previous long-range
transportation plan adopted in 2017.

Fiscally constrained projects in the MTP
have been listed above in the Previously
Planned Projects section. The MTP also lists
numerous unfunded projects in the GSATS
area.

% Town of Shallotte, North Carolina
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Town of Shallotte Bike &
Walk Plan (2023)

The recommendations presented in the plan
align with the Bike & Walk Plan vision by
creating safe and comfortable bicycle and
pedestrian travel ways through a low-stress
network, appropriate for people of all ages
and abilities. The plan includes 53 prioritized
projects with 6 rising to the top through
community engagement and stakeholder
feedback.

Main Street and US 17 Bypass
Intersection

Recommendations for this intersection
include a low-conflict intersection design,
ADA curb ramps, high visibility crosswalks
and pedestrian count-down signals, a 10’
wide sidepath along the south side of Main
Street, and a 5" wide sidewalk along the
north side of Frontage Road.

Main Street and Holden Beach Road
Intersection Improvements

Recommendations for this intersection
include ADA curb ramps, high visibility
crosswalks, and a 10’ wide sidepath along
the north side of Holden Beach Road
(serving as the future East Coast Greenway
Trail).

White Street Sidewalk Improvements

Recommendations include ADA curb ramps
and traditional crosswalks across driveways.
In the near-term, a 5’ wide sidewalk along
the north side of the roadway is proposed
while in the long-term, a 10’ sidepath along
the south side of White Street is proposed to
also accommodate bicycles.
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Main Street and Mulberry Street
Intersection

Recommendations for this intersection
include ADA curb ramps, high-visibility
crosswalks, pedestrian refuge islands with
rectangular rapid flashing beacons, and a
potential driveway consolidation or closure
for the Carquest Auto Parts lot.

Main Street/US 17 Business & Whiteville
Road/NC 179 Intersection

Recommendations at this location include
ADA curb ramps, high-visibility crosswalks
and pedestrian count down signals,
realignment of the intersection to limit
unnecessary pavement, a 10’ wide sidepath
along Whiteville Road and Main Street with
a 5’ wide sidewalk along Main Street (north
side).

Village Road & Whiteville Road / NC 179
Intersection

Proposed recommendations include ADA
curb ramps, high-visibility crosswalks

and pedestrian count down signals, the
utilization of an existing concrete island as a
pedestrian refuge island, a 10’ wide sidepath
along the east side of Village Road and north
of Whiteville Road, and a 5" wide sidewalk
along the west of Village Road and on the
south side of Whiteville Road.

These six projects are located primarily
along Main Street/US 17 Business which is
an important corridor for local and regional
vehicular traffic.

Section VI, Item 1.

Southeastern North
Carolina Council of
Governments Regional
Trails Plan (2020)

The Southeast North Carolina Regional Trails
Plan is a vision for trail development in the
state’s Coastal Plain. The North Carolina
Trails Program (Trails Program), managed

by the Division of Parks and Recreation
(Division), facilitated the planning process

in partnership with regional Councils of
Government (COGs), starting in late 2019
and ending with final plan release in 2021.
The Trails Program supports regional trail
planning across the state, with previous
efforts largely focused on the Mountains
and Piedmont regions. The Coastal Plain
region lacked the conceptual framework for
trails connecting to major destinations in
the area. This plan aims to fill that gap and is
structured around the four COGs that make
up southeastern North Carolina- Lumber
River, Eastern Carolina, Mid-Carolina, and
Cape Fear.

Within the Cape Fear COG there are 232
miles of proposed trails and 514 proposed
loop miles. The population per proposed
mile of trail is 2,136.

The Cape Fear Regional Trails Plan includes
routes that will connect to destinations such
as Lake Waccamaw State Park, and Carolina
Beach State Park. The COG's regional area
routes connect into a loop system that will
link the Fayetteville and Wilmington areas.

Collector Street Plan (2025) P
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Shallotte Land Use Plan (2018)

The 2018 Land Use Plan provides a blueprint The Town supports the realignment of
for growth and development over the next the intersection of Wall Street and
20 to 30 years. The primary purpose of the Shallotte Avenue.

plan is to preserve Shallotte’s unique sense o The Town supports the completion

of place while also providing vision for of the 1-140 Bypass that will provide a
development and growth. more direct route to Interstate 40 for
Goals and objectives related to the residents and visitors of Shallotte.

Transportation chapter are supported by The recommended actions are as follows:

various policies including (but not limited to):

o The Town shall consider establishing
rear access via alleys along Main
Street/US 17 Business in an effort to
reduce driveway/traffic conflicts along

the roadway.

o The Town shall partner with GSATS
to complete a Collector Street Plan
to identify alternative routes and
interconnections to be established as
development occurs.

o Shallotte supports efficient
transportation through the
interconnectivity of residential and
non-residential subdivisions to include
commercial development.

o Shallotte supports subdivision
developments which utilize the
North Carolina Department
of Transportation Traditional
Neighborhood Development (TND)
Street Design Guidelines. ATND is a The Town of Shallotte has three projects in
human scale, walkable community with ~ the 2018-2027 STIP and several in the GSATS
moderate to high residential densities,a 2040 LRTP which are listed below.
mixed-use core, and a dense network on
narrow streets with a reduced curb radii.

Shallotte GSATS 2040 Long Range Transportation Plan Projects

Location Description

Whiteville Road Widen NC 130 to a multi-lane facility from McMilly Road (SR 1320)
to Village Road (NC 179) with sidewalk.

New Road (South A new interconnection between South Main Street near Shallotte
Main to Village) Park to NC 179 and Village Point Road.

Widen NC 179 to a multi-lane facility from US 17 BUS to Hale
Swamp Road (future NC 179) with a shared-use path.

Village Road

Shallotte 2018-2027 State Transportation Improvement Program Projects

Roadway Description

US 17 (Shallotte Bypass) |US 17 to Smith Avenue. Upgrade intersection to interchange.

US 17 (BUS) (South) Convert intersection to superstreet.

US 17 (BUS / Main Street) | Realign the Wall Street / Shallotte Avenue intersection.
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Cape Fear Regional Bicycle Plan (2017)

The Cape Fear Regional Bicycle Plan
represents a 30-year vision, with completion
of recommendations to be achieved in
stages. The plan’s recommendations and
implementation strategy will build on

the Cape Fear Region'’s existing bicycling
infrastructure and bicycling community
efforts to achieve the following goals and the
plan’s vision.

Increase Transportation Choices

Improve connectivity of the bicycle network
while increasing accessibility to transit and
key destinations throughout the region.

Improve Safety for All Bicyclists

Improve the quality and safety of bicycling
through new infrastructure, policies and
programs, for all types of bicyclists.

Improve Health and Well-being of
Communities

Improve health and wellness by increasing
access to bike ways, thereby offering
more opportunities for recreation, active
transportation, and physical activity.

Create Value & Generate Economic
Activity

Promote bicycle-related tourism and
economic development, thereby increasing
quality of life in the Cape Fear Region.

The plan recommends Priority Project E,
Shallotte Riverfront Town Center, for the
Town. This project would extend from the
Main Street/Village Road intersection to the
Main Street/Smith Avenue intersection for an
approximate length of 1.1 miles. The Bicycle
Plan states, “Combined with the Shallotte
Riverfront Town Center development, this
project, that features separated bike lanes
as part of a Main Street redesign, could
transform the center of Shallotte into an
anchor for the East Coast Greenway, NC
bike route 3, and overall regional network
in a part of the region that presently offers
limited options for bicyclists.”
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Section VI, Item 1.

Community Engagement

Spring 2025

The development of the Town of Shallotte’s
Collector Street Plan includes two phases of
public engagement. Phase One took place
from Monday March 17, 2025 - Friday April
25, 2025. During this time:

o One public workshop was held at
Shallotte Town Hall for the general
public

o One workshop was held to discuss
transportation options and solution with
businesses along Main Street/US 17
Business

o An online input map and survey were
available to all community members

o Hard copies of the survey and map were
available at Town Hall for people to drop
in during business hours and provide
their input on transportation issues in
Shallotte.

All information received during Phase

One of public engagement is analyzed

and summarized below. Round 2 of public
engagement will take place from the end of
July until the end of August. Details about
Round 2 can be found starting on page 42.

Facebook Graphic - After the Workshop

Outreach for Public
Engagement

The Town of Shallotte worked with

the consultant team to create social

media graphics, printed flyers, template
information, and a press release to promote
the public engagement opportunities.

A ‘toolkit’ was created using a shared

folder; it included all graphics, flyers, and
template information and was shared with
the Stakeholder Committee. This allows
other people and agencies direct access

to information to easily share with their
connections, whether it be through social
media posts, emails/e-newsletters, or
printing and posting flyers. One toolkit was
created prior to the workshop that included
information about the workshop. After

the workshop, another toolkit was created
that focused on the online engagement
opportunities and the engagement
opportunities available at Town Hall during
business hours. Three different designs were
created; the below are the primary branding
design for public engagement.

Quarter-Page Flyer

SHALLOTTE

Collector Street Plan

How can we imp

Participate Online:
\ vw. TownofShallotte.org/transportation

1e online input map and public surve

88 piin 80
S e

SHALLOTTE

Collector Street Plan

Tell us and how we can improve
connectivity and reduce traffic
congestion in Shallotte,

Public input received
Visit Town Hall: until April 18th
Stop by Tewn Hall (110 Cheers
Street) during office hours to provide
comments on printed maps and take
the printed version of the survey.

EEREE
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Facebook Post - Prior to Workshop

Section VI, Item 1.

Town of Shallotte
March 19 - &

https://www. townofshallotte.org/transportation

hallotte Parks & Red|

Town of Shallotte Fire/Rescue Department
Shallotte Police Department

SHALLOTTE

Collector Street Plan

We're seeking public input!
The Town is developing a plan to address
transportation issues in Shallotte. To develop the plan,
we want to hear from people who live and/or work in
Shallotte about their transportation issues, concerns,
and priorities.

Public Workshop:
Thursday March 20th

Shallotte Council Chambers
110 Cheers Street
Stop by anytime between 5-7 PM

oo 17 14 shares

Public Workshop

The Town of Shallotte hosted a public
workshop on Thursday, March 20, 2025 from
5 pm -7 pm at Town Council Chambers.
Residents were invited to stop by anytime
during those hours. Boards were displayed
that provided information about the goals
of the Collector Street Plan and data such

as roadway volumes and crash data.
Attendees were provided with sticker dots
and asked to indicate how important they
think the eight goals are, how they currently
travel, how they want to travel, and which
improvements they think are most helpful

in improving connectivity and mobility in
Shallotte. Maps were displayed on tables
and attendees were asked to draw where
they see transportation issues using markers
and pens.

Public Workshop Results

Nine people attended the public workshop.
General concerns and opportunities are very
similar to what is represented in the public
survey an mapping activity. Most attendees
indicated they agreed with the eight project
goals. When asked how they currently

drive, most indicated they drove alone, and
some want to walk and bike more. When
asked about what improvements would be
most helpful, roundabouts received five
votes followed by sidewalks (four votes),
bike lanes, trails, and new roadways (three
votes each), turn lanes (two votes), and
traffic signals (one vote). Paper surveys

that were submitted at the workshop

were incorporated into the public survey
results starting on the next page. Three
comment cards were submitted with written
suggestions; those have been incorporated
into the open ended portion of the survey
results. Comments written on physical maps
were incorporated into the online platform
as shown on page 66.
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Main Street Focused
Workshop

On Wednesday April 23, 2025, the Town

of Shallotte hosted another workshop
specifically for business owners and
employees along Main Street/US 17
Business. The project team wanted to hear
from the people that are commuting along
Main Street as part of their workday.

An inventory of businesses was created

that included the business’s address. Ninety
flyers were printed and mailed to the
business addresses. People were invited to
stop by Town Council Chambers between 9
am - 11 am to discuss the Safety Action Plan
with the project team.

The boards and activities were the same as
what was presented to the public during
the other public workshop. There were
approximately 14 mailed envelopes that
were returned to sender because mail was
not accepted at that location (no mailbox).

Er -
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The Town shared this opportunity on their
social media page and with the Chamber

of Commerce. There were 5 people that
attended the workshop for people who work
along Main Street.

Public Survey Results

The survey was available online and hard
copies were available at Town Hall and

the public workshops. There were 73
surveys completed and submitted. It asked
participants about their current and desired
transportation usage, their preferred types
of transportation improvements and how
they felt about project goals. In general,
people want to drive alone less frequently
and walk and bike more - given safe and
appropriate infrastructure to do. Select
results are shown.

Which transportation improvements do you prefer? Select all that apply.
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How often do you currently travel within or from Shallotte using the following methods of
transportation?

88
76
€
] 44
bt
o 31
13 10 ) 12 12 12
- - .
2
Drive Alone Carpool Walk Bicycle
Travel Options
3 or more Less than
days/week M 1-2 days/week M 1-3times/month M once/month B Never

How often would you want to use the following methods of transportation?

For walking and bicycling, please assume there are ample sidewalks, crosswalks, and bicycle
facilities, and safety is not an issue.

80

Percent

45 49
38
30
23
2 18 18
III M K
im0 BEmEm = ] I
Drive Alone Carpool Walk Bicycle
Travel Options

3 or more ) Less than
days/week M 1-2days/week M 1-3times/month M once/month B Never
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Map Comments and Suggestions

An online input map was available during
the public engagement period. At Shallotte
Town Hall, a map was on display with
markers and pens available for people to
add suggestions and transportation needs to
the map. There were a total of 66 locations
identified as either a new connection
needed, safety concern, congestion concern,
or walking or bicycling need. ‘Other concern’
was also an option. The online input map
allowed respondents to ‘like’ or ‘dislike’
comments made by others. A total of 97
reactions occurred, including 67 ‘likes’ and
30 ‘dislikes’.

New Connections Needed

There are 31 locations in which new
connections are needed. Residents are
calling for multiple new road connections
and extensions (e.g., Forest Street Extension,
N Mulberry Street, Royal Oak Road,
Northside Road) to reduce congestion—
especially around Main Street, Walmart,

and US 17. There's a strong push for better
traffic flow via alternative routes, right-turn-
only exits onto US 17 BUS, and connections
between residential and commercial areas.
Key safety concerns include the intersection
at NC 179 and Village Point Road, where

a roundabout or traffic light is suggested.
Additional needs include road widening,
resurfacing (especially Village Point Road),
improved subdivision access, and enhancing
secondary routes like Bridgers Road.

ﬁ Town of Shallotte, North Carolina

Safety Concerns

There are 15 locations in which there is

a safety concern. Multiple intersections

in Shallotte are seen as hazardous due

to high traffic volumes, poor design, and
inadequate infrastructure. Key concerns
include short traffic light cycles, unsafe

left turns (especially near Walmart, Chick-
fil-A, and Holden Beach Road), and poorly
maintained roads like Shallotte Avenue and
Mulberry Street. Residents are requesting
safety improvements such as traffic lights,
turn lanes, roundabouts (especially at NC
179 and Village Point Road), and right-turn-
only restrictions to reduce congestion and
prevent accidents. Increased traffic from
businesses and future development (like
Brierwood) further heightens the urgency for
these changes.

Congestion Concerns

There are 7 locations in which there

are congestion concerns. Residents are
deeply concerned about worsening traffic
congestion and safety issues, particularly
near Main Street, Chick-Fil-A, NC 130, and
school zones. Key complaints include poorly
timed traffic lights, unsafe intersections
(like Willis Drive and Main Street), excessive
driveway access along Main Street, and a
lack of infrastructure improvements despite
increasing development pressures (e.g.,

the revived San Rio project). Many feel the
town prioritizes tourism-related projects
over essential road upgrades, leading to
frustration among locals who live and work
in the area. Suggested solutions include
synchronized signals, rerouting NC 130 to
relieve downtown congestion, and limiting
driveway cuts.
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___| Public Comment Number of Likes “ " Town of Shallotte

gk New Connection Needed O  Fewer Likes Shallotte ET)

A Walking or Bicycling Need O
| [ Congestion Concern @

© safety Concern More Likes

() Other Concern
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. Source: Brunswick County, NCOOT, NCDEQ

=

So many people are just trying to go Wal-Mart. |
Give them an exit off 17 so they don’t have to
battle main street congestion.

hs

\

A roundabout at the intersection
of Village Point Rd and Hwy
179/Village Rd would slow

down traffic to make it safer

to get in and out of the
Brierwood Community.

Section VI, ltem 1.

Significant congestion issues with
daily safety concerns. Chick-Fil-A |.
entrance/exit too close to

major intersection. Cars pull into
oncoming traffic constantly.
Traffic light cycle way

too short. Need additional exit on
frontage road to South 17
towards Green Bay Village.

What if we added a
new connection from here |/
to Main street behind Taco

Bell/ Cookout? It would (
give people another way to
reach the end of town and o
A, get back to Holden Beach.

S S
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Walking or Bicycling Need

There are 4 locations in which a walking or bicycling need is
identified. Residents are requesting improved pedestrian and cyclist
infrastructure, including sidewalks on streets with high foot traffic
(like near Walmart and Bridgers Road), as well as bike paths and
trails connecting Rivers Edge to Main Street. These additions would
enhance safety and accessibility for non-drivers.

Other Concerns

There are 9 locations in which an ‘other concern’ was noted.
Residents are calling for better traffic flow and access improvements
in the area, particularly around US 17. Suggestions include building
a service road connecting Express Drive to Frontage Road with
added ingress/egress lanes, aligning Red Bug Road with Gray Bridge
Road, and upgrading key intersections. Proposals include replacing
certain 4-way stops with 2-way stops, installing traffic signals (e.g., at
Bridgers Road), and considering a roundabout. Concerns were also
raised about the lack of a signal at Mulberry and Main Streets, which
may hinder emergency access.

Input Map and Comments

The next page is the map of select public comments. Appendix A
contains a map and spreadsheet with all comments left throughout
the engagement period.
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Incorporating Public Input in the Draft
Collector Street Plan

The purpose of Round 1 of public engagement was to understand
how people travel, how they want to travel, where they see roadway
connection issues, and to learn about mobility concerns. The input
gained from Round 1 was utilized to develop the draft Collector
Street Plan. A summary of how they input was incorporated the Plan
is described below.

o The draft Plan reflects top priorities by including new sidewalks,
turn lanes, roads, and roundabouts—these were the most
supported improvements.

o It focuses on areas with congestion and safety concerns like
Main Street, Walmart, and Mulberry Road. Map comments were
used directly as the 66 mapped comments to guided new street
connections and bike/pedestrian upgrades.

o The draft recommendations match desired travel behavior by
adding complete street features (sidewalks, trails, bike lanes)
where requested.

o The Plan acknowledges the desire for phased improvements
before growth. It was noted that residents oppose new
development without infrastructure repairs first and want to
prioritize road upgrades first.
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Summer 2025

Summer 2025 public engagement took place
from July 24, 2025 - August 26, 2025. During
this time:

o One public workshop was held at
Shallotte Town Hall for the general
public

o An online survey were available to all
community members

o An informational presentation was given
to the Shallotte Planning Board

All information received during the Summer
2025 engagement period is analyzed and
summarized below.

Quarter-Page Flyer

SHALLOTTE

Collector Street Plan

Please review the recommended
transportation solutions to
improve connectivity and reduce
traffic congestion in Shallotte.

Online Map & Survey
Public input received until August 26, 2025

GSATS

@ © cranosTRAND O O

AREA TRANSPORTATION STUDY

Section VI, Item 1.

Outreach for Public
Engagement

As with Spring 2025 engagement, the Town
of Shallotte worked with the consultant team
to create social media graphics, printed
flyers, template information, and a press
release to promote the public engagement
opportunities. A “toolkit” was created using a
shared folder; it included all graphics, flyers,
and template information was shared with
the Stakeholder Committee.

This allows other people and agencies

direct access to information to easily share
with their connections to promote the
engagement period. After the workshop,
other graphics and flyers were distributed to
focus on advertising the online survey and
in-person opportunities to comment on the
plan at Town Hall.

The below images show items from the
toolkit.

Facebook Graphic - After the Workshop

SHALLOTTE

Collector Street Plan

We're seeking public review of the draft
proposed transportation solutions to improve
roadway connectivity and mobility in Shallotte

Review draft recommendations
online and provide feedback:
Visit
www.TownofShallotte.org/transportation
to access the online map and take the
survey to provide feedback on the draft
transportation recommendations.

GSfrs

ABEA TRANSPORTETIN 51
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Public Workshop #2

The Town of Shallotte hosted a public
workshop on March 29, 2025 from 5 pm -7
pm at Town Council Chambers. Residents
were invited to stop by anytime during
those hours. Boards were displayed that
provided information about the physical
infrastructure recommendations and policy
recommendations discussed in the Collector
Street Plan. Attendees and those who
submitted online surveys were asked if they
agreed with the survey or if not, what types
of changes they would like to see.

Public Workshop #2
Results

Eight people signed into the public
workshop, which included information about
the draft recommendations. Attendees
reviewed the information and provided
feedback to the planning team.

The online survey received a total of 59
responses.

Many responses expressed their opposition
towards a specific recommendation or
opposition to the construction of new
roadways in agricultural and/or natural
areas. Others were supportive of the plan.

In response to this feedback, additional
narrative was added to this plan document
to explain and emphasize the unfunded,
preliminary nature of the recommendations
included herein. Disclaimers stating the need
for additional detailed planning and design
work before any individual recommendation
is funded or constructed were also added.
Additional existing conditions analyses were
also added based on stakeholder feedback
at this time.

‘k Town of Shallotte, North Carolina
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Planning Board Meeting

This plan was presented to the Town of
Shallotte’s Planning Board on two occasions.
At the Board’s August 12 meeting, the
planning process and draft plan document
were introduced, with no action requested.
At the Board’s September 9 meeting, the
previously mentioned updates to the plan
were described.

Additional text will be added to this section
after the September 9 meeting is held.

Board of Aldermen
Meeting

Additional text will be added to this section
after the Board of Aldermen meeting is held.
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RESOLUTION 25-09

A RESOLUTION ADOPTING THE 2025 TOWN OF SHALLOTTE
COLLECTOR STREET PLAN

WHEREAS, §NCGS 136-66.2 empowers the Town of Shallotte and the Grand
Strand Area Transportation Study (GSATS) Metropolitan Planning Organization (MPO)
to develop a collector street plan in order to assist in developing the roadway network ;
and

WHEREAS, the Town’s 2018 CAMA Land Use Plans recommends that the
Town partner with the GSATS MPO complete a collector street plan to identify
alternative routes and interconnections to be established as development occurs; and

WHEREAS, the GSATS MPO awarded funds to the Town for the creation of a
comprehensive collector street plan; and

WHEREAS, the Town assembled a committee which, over the course of a year
gathered data, received input, & formulated recommendations; and

WHEREAS, these data and recommendations have been complied into the 2025
Shallotte Collector Street Plan and reviewed by the Town’s Planning Board.

NOW, THEREFORE, BE IT RESOLVED by the Board of Aldermen of the Town of
Shallotte that the 2025 Town of Shallotte Collector Street Plan be adopted.
Adopted this 30™ day of September, 2025.

TOWN OF SHALLOTTE

By:

Walt Eccard, Mayor

Natalie Goins, Town Clerk
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