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  Time Item Presenter Action Requested/Next Step 

 7:00 p.m. Invocation 
Pledge of Allegiance 
Call the Meeting to Order 

Wyatt Dunn,  
Mayor 

NA 

 7:05 p.m. Public Comment Wyatt Dunn,  
Mayor 

NA 

1. 7:15 p.m. Consent Agenda  
A. Minutes from the following 

meetings: 
(1) 07-11-2022 

B. Park Security Cameras Purchase 
C. Twin Pines Project Contract 
D. Police Department Pay Grades 
E. Community Service Work Program 
F. Personnel Policy Changes 
G. Amended Budget Ordinance 3 – 

Police Vehicle Funds 
H. Amended Budget Ordinance 4 – 

Vickery Greenway 

Wyatt Dunn,  
Mayor  

Approve Consent Agenda  
(All items on the Consent Agenda are 
considered routine, to be enacted by one 
motion. If a member of the governing body 
requests discussion on of an item, the item will 
be removed from the Consent Agenda and 
considered separately.)  
 

Motion: I make the motion to:  
1) Approve the Consent 

Agenda as presented; or 
2) Approve the Consent 

Agenda with the following 
changes: ______________. 

2. 7:17 p.m. Reports 
A. Report from Mayor 
B. Report from Council 

Members/Town Committees 
C. Report from Town Manager/Town 

Departments 

Council and 
Staff 

NA 

3. 7:45 p.m. Agenda Approval Wyatt Dunn,  
Mayor 

Approve/modify agenda 

4.  7:50 p.m. RZ22.07.01 
A. 2125 Stallings Rd, PID 07099002 

General Rezoning from MU-2 to SFR-1 
1. Open Public Hearing 
2. Public Hearing 
3. Close Public Hearing 
4. Council Discussion 
5. Council Vote 

B. Statement of Consistency and 
Reasonableness 

Max Hsiang, 
Planning 
Director 

Approve/Deny rezoning and 
statement 

Town Council Agenda 

http://www.stallingsnc.org/


 

 

5. 8:00 p.m. TX22.07.01  
A. Conditional Zoning Amendments to 

Articles 5.4-3, 5.4-4, 8.2, and 8.3 

1. Open Public Hearing 
1. Public Hearing 
2. Close Public Hearing 
3. Council Discussion 
4. Council Vote 

B. Statement of Consistency and 
Reasonableness 

Max Hsiang, 
Planning 
Director 

Approve/Deny text 
amendment and statement 

6. 8:10 p.m. TX22.07.02 
A. Development Agreement Amendments 

to Articles 7.15-1(B), 8.4-6(B), and 8.5-
1(B) 

1. Open Public Hearing 
2. Public Hearing 

3. Close Public Hearing 

4. Council Discussion 

5. Council Vote 

B. Statement of Consistency and 
Reasonableness 

Max Hsiang, 
Planning 
Director 

Approve/Deny text 
amendment and statement 

7.  8:20 p.m. Annexation 56 – Castlebridge Lane Alex Sewell, 
Town Manager 

Approve/Deny Annexation 
Ordinance 

8.  8:25 p.m. Bypass Phase II Landscape Plan/Irrigation  Brian Price, 
Public Works 
Director 
 

Jeff Lackey, 
NCDOT 

Approve/Deny plan 

9. 8:40 p.m. Gateway Signage Bid Results  Alex Sewell, 
Town Manager 

Approve/Deny project 

10 8:50 p.m. Interlocal Agreement/Atrium Alex Sewell, 
Town Manager 
 
Melanie Cox, 
Town Attorney 

 

11. 9:00 p.m. Greenway Pinch Point Fencing (Drake)  Taylor-Rae 
Drake, Council 
Member 

Discussion and Possible Action 

12. 9:10 p.m. Closed Session Pursuant to NCGS 143-
318.11(a)(6) 

Wyatt Dunn, 
Mayor 

Recess into closed session 

13. 9:30 p.m. Adjournment Wyatt Dunn, 
Mayor 

Motion to adjourn 
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MINUTES OF TOWN COUNCIL MEETING 
OF THE 

TOWN OF STALLINGS, NORTH CAROLINA 
 

The Town Council of the Town of Stallings met for its regular meeting on July 11, 2022, at 7:00 

p.m. at the Stallings Government Center, 321 Stallings Road, Stallings, North Carolina.  

Those present were: Mayor Wyatt Dunn; Mayor Pro Tempore David Scholl; Council Members 

Steven Ayers, Taylor-Rae Drake, Graham Hall and Brad Richardson. 

Those absent were: Council Member Heather Grooms. 

Staff present were: Alex Sewell, Town Manager; Erinn Nichols, Assistant Town Manager/Town 

Clerk; Chief Dennis Franks; Max Hsiang, Planning Director; Patrick Blaszyk, Planning Technician; Brian 

Price, Public Works Director; Eunice McSwain, Parks and Recreation Director; Ruben Ortiz, Code 

Enforcement Officer; and Melanie Cox, Town Attorney.  

 

Invocation, Pledge of Allegiance and meeting called to order  
Mayor Wyatt Dunn welcomed everyone to the meeting and delivered the invocation.  Mayor 

Dunn then led the Pledge of Allegiance and called the meeting to order.  

 
Public Comments 
No one was present who wanted to give public comment.  
 
 
Citizen Award for Litter Pick-Up 

  Chief Franks presented Susan Demick with the Stallings Citizen Award from the Stallings Police 

Department. Over the past two years, Ms. Demick spent most of her mornings, donning a bright safety 

vest, walking along the streets of Stallings picking up trash. The Stallings Police Department commended 

and thanked Ms. Demick for a job well done! 

 
 1.  Approval of Consent Agenda Items 

A. Minutes of the following meetings: 
(1) 06-13-2022 
(2) 06-27-2022 

  B. Centralina Regional Council Charter Change Resolution 
  C. Amended Budget Ordinance 1 – Annual Audit Fees 
  D. Amended Budget Ordinance 2 – Police Department Community Service Programs 
  E. Stallings Park Grass Cutting  
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 Mayor Dunn requested removing Consent Agenda Item 1.E., Stallings Park Grass Cutting, to the 

regular Agenda as Item 3.A. Council Member Ayers made the motion to approve the Consent Agenda 

Items with the above noted change. The motion was seconded by Council Member Scholl which passed 

unanimously by Council. The Centralina Regional Council Charter Change Resolution, Amended Budget 

Ordinance 1 – Annual Audit Fees, and Amended Budget Ordinance 2 – Police Department Community 

Service Program are attached to these minutes and therefore incorporated herein. 

 
 

  2. Reports 
   A. Report from the Mayor  
  Mayor Dunn had no report.  
    
   B. Reports from Council Members/Town Committees 
 Council Member Hall stated that he and his family enjoyed the splash pad at the Stallings Park. 

 
  Council Member Drake had no report.  

 
 Council Member Ayers stated that he had not been able to the go to the WUMA meeting due to 

work commitments and requested another Council Member fill in if necessary. There was no WUMA 

meeting in July and the next WUMA meeting would be at Stallings Town Hall.  

 
 Council Member Scholl reported that the Advanced Leadership Class through the UNC School of 

Government he was taking had been rescheduled for the end of July-first week of August in Chapel Hill.  

 
  Council Member Richardson had no report. 

 
   C. Report from Town Manager/Town Departments   
  Town Manager Sewell reported: 

• Recognized Parks and Recreation Staff for the great job with the splash pad 
• Max Hsiang introduced the new employee for the Planning Department, Ruben Ortiz, 

Code Enforcement.  
 

 Town Attorney Cox reported that the Governor had approved the state budget into law today 
which include a provision about remote meeting. As of August 15, 2022, the state of emergency would be 
lifted and therefore remote meetings would no longer be allowed for the Council.  

 

 



 

15135   July 11, 2022 
 

  3. Agenda Approval  
 Mayor Dunn requested adding Agenda Item 3.B., Police Vehicle Purchase, and removing Agenda 

Items 12, Stallings Park Oktoberfest Event (Hall), per Council Member Hall and 8, Condemnation Ordinance 

- 400 Short Street,  per legal request. 

 Council Member Richardson made the motion to approve the Agenda with the above noted 

changes. Council Member Scholl seconded the motion which was passed unanimously by the Council.  

  

 3.A. Stallings Park Grass Cutting 
 Original Consent Agenda Item 1.E. 
Parks and Recreation Director Eunice McSwain explained that staff was requesting to outsource the 

grass cutting for Stallings Municipal Park and using Smith Grounds. Smith Grounds was already maintaining 

Blair Mill Park, roadsides, and the Town Hall Campus. This would allow Stallings Staff time to focus on 

other areas such as the splash pad. The cost would be approximately $29,000/year which was included in 

the FY22-23 Budget. 

Smith Grounds Representatives Sean Hogue and Jimmy Perry were present and assured the Council 

that previous staff shortages and scheduling issues with the current contract cutting had been resolved.  

Council Member Richardson made them motion to approve a one-year contract with Smith 

Grounds to manage the landscaping tuff and tree care in Stallings Parks contingent on any Town Attorney 

changes. The motion was seconded by Council Member Hall and passed unanimously by the Council.  

 
 
3.B. Police Vehicle Purchase 
Chief Franks reported that the Police Department had been able to find four state contract price 

police vehicles within budget which had been included in the FY22-23 Budget. The Chief was requesting to 

purchase the vehicles.  

Council Member Scholl made the motion to approve the purchase of four (4) police vehicles. 

Council Member Ayers seconded the motion, and the Council approved the motion unanimously.  

 
 
4. Annexation 56 – Castlebridge Lane 
Mayor opened the public hearing. No one was present to speak at the public hearing. Assistant 

Town Manager Nichols explained that this was a single-family home parcel in Madison Ridge 

Neighborhood where the applicant wanted his home to be in the Town of Stallings specifically for 

garbage service.  
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After a brief discussion, Council decided to delay the vote on this item until August 8, 2022, until 

Council had a chance to speak directly to the applicant and view the property. Mayor Dunn then closed 

the public hearing.  

 
 
5. TX22.05.01 - Article 8, Table 8.1   
 A. Table of Uses to allow certain uses with supplemental regulations S (10.1-36) in the 

Vehicle Service and Repair (VSR) zoning district 
 Planning Director Hsiang explained this was a request from Edgar Gary and Teresa Moya-

Mendez submitted a Text Amendment application to amend Article 8, Table 8.1 – Table of Uses to allow 

Floor Covering and/or Upholstery Sales and Market Showroom with supplemental regulations S (10.1-

36) in the Vehicle Service and Repair (VSR) zoning district. 

 Mayor opened the public hearing. Applicant Teresa Moya-Mendez explained to the Council that 

the building, Industrial Drive and Stallings Road, was 6000 sq. ft. with 4000 sq. ft. being use for auto 

repair. The applicant wanted to rent other 2000 sq. ft. to a flooring company. The Mayor then closed 

the public hearing. 

 Council Member Ayers made the motion to approve TX22.05.01 - Article 8, Table 8.1 and Council 

Member Scholl seconded. The motion was passed unanimously by Council.  

 
 B.  Statement of Consistency and Reasonableness 
Mayor read the Statement of Consistency and Reasonableness for TX22.05.01 - Article 8, Table 

8.1 into the record. Council Member Hall made the motion and Council Member Drake seconded to 

approve the Statement of Consistency and Reasonableness for TX22.05.01 - Article 8, Table 8.1. Council 

approved the motion unanimously. The Statement of Consistency and Reasonableness for TX22.05.01 - 

Article 8, Table 8.1 is attached to these minutes and therefore incorporated herein.  

 
 
6. TX22.06.01 
 A. Amended Duties and Responsibilities of the Planning Board 
Mayor Dunn opened the public hearing. Planning Director Hsiang explained this was a request 

from staff to amend and update the duties and responsibilities of the Planning Board. This has been 

approved by the Planning Board. Mayor Dunn then closed the public hearing.  

Council Member Scholl made the motion to approve TX22.06.01 to which Council Member Hall 

seconded. The Council approved the motion unanimously.  
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 B.   Statement of Consistency and Reasonableness 
Planning Director Hsiang read the Statement of Consistency and Reasonableness for TX22.06.01 

into the record. Council approved unanimously the Statement of Consistency and Reasonableness for 

TX22.06.01 after a motion from Council Member Scholl and a second from Council Member Hall.  

The Statement of Consistency and Reasonableness for TX22.06.01 is attached to these minutes 

and therefore incorporated herein.  

 
 
7. Ordinance Amendment to the Town Code of Ordinances Section 1. §32.10(A) 
 Amended Duties and Responsibilities of the Planning Board 
Planning Director Hsiang explained this ordinance would update the duties and responsibilities 

of the Planning Board in the Code of Ordinances into order for all documents to be consistent.  

Council Member Richardson made the motion to approve Ordinance Amendment to the Town 

Code of Ordinances Section 1. §32.10(A). Council approved the motion unanimously after a second from 

Council Member Scholl. The Ordinance Amendment to the Town Code of Ordinances Section 1. 

§32.10(A) is attached to these minutes and therefore incorporated herein.  

 
 
8. Condemnation Ordinance - 400 Short Street 
 This item was removed from the Agenda during Agenda Approval. 
 
 
9. Union County’s Transit Study 
 Exploring Possible Funding Efforts 
Planning Director Hsiang explained the Union County was requesting Stallings share costs with 

the County and other municipalities for micro-transit and local circulator services in Stallings. The 

county Union County provided two public transportation options: 1.) Human Services Agency 

Transportation (UCT) Demand-Response “Dial-a-Ride” services; and 2.) 74x/Union County Express bus 

service from Monroe and Indian Trail to Uptown Charlotte (funded by Union County, operated by 

Charlotte Area Transit System (CATS)).  

Union County conducted a transit study due to increasing costs, decreasing ridership, and 

changes in demands for service and requested municipalities input. Union County indicated there is not 

a plan currently being implemented to bring the light rail into Union County, which was concerning 

given the Town Council’s previously strong support for bringing the light rail to Stallings. Union County 

was requesting $15,000-30,000 in assistance from Stallings.  



 

15138   July 11, 2022 
 

Council discussed the request and held consensus to have Staff request of the county more 

information/proposal/evaluation in order to make a decision. 

 
 
10. Vickery Greenway Bid Results 
Town Manager Sewell reminded the Council that it had funded and authorized the development 

of construction documents for the Vickery Greenway section by Blair Mill Park and the letting of the 

project. The Town held a bid opening on Friday, June 24, 2022 and received three bids. The Town’s 

design firm (Destination by Design) reviewed the bids and identified J.D. Goodrum Company, Inc. as the 

lowest responsive bidder with a base bid of $517,199.85. Approving the bid and awarding the project 

would require a budget amendment for the amount over the FY22-23 budgeted amount ($550,000). 

Council Member Scholl made the motion to authorize the Town Manager to determine if a 

suitable contract can be negotiated contingent on Town Attorney approval/alternations with the lowest 

responsive bidder and, if so, to award the contract to J.D. Goodrum for the base bid plus alternative #1 

(thermoplastic crosswalk) and alternative #2 (gateway signage) in the amount of $681,760.72. The 

motion received Council’s unanimous support after a second from Council Member Drake.  

A motion was made by Council Member Scholl to request staff to bring back a budget 

amendment for an additional funds over the FY22-23 budget amount; authorize the Town Manager to 

award Destination by Design for contract administration/phase services at $35,980; and approval the 

overall project budget at $681,760.72. Council Member Drake seconded the motion, and the Council 

unanimously approved the motion.  

 
 
11. Lawyers Road Roundabout Sidewalk 
Town Manager Sewell explained that NCDOT was requested direction on installing a sidewalk in 

the gap on Lawyers Road as part of NCDOT’s Project (W-5170AA) at the Town’s expense of $40,000-

50,000.  

Council held discussion on the item and held consensus not to forward with the project at this 

time. 

 
 
12. Stallings Park Oktoberfest Event (Hall) 
 This item was removed from the Agenda during Agenda Approval.  
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13.  Adjournment 
Council Member Richardson moved to adjourn the meeting, seconded by Council Member 

Scholl, and the motion received unanimous support. The meeting was adjourned at 8:44 p.m. 

 

 

Approved on ___________, 2022. 

  

 

 

Wyatt Dunn, Mayor      Erinn E. Nichols, Town Clerk 

 

Approved as to form: 

____________________________ 
Cox Law Firm, PLLC 

 



 
Town of Stallings   ▪    Telephone 704-821-8557   ▪    Fax 704-821-6841   ▪    www.stallingsnc.org 

MEMO 
To:  Mayor and Town Council  
From: Brian Price, Public Works Director 
Via: Alex Sewell 
Date: 08/03/2022 
RE:  Stallings Municipal Park Security Cameras   
 
 
Background: 
 

• Stallings Municipal Park currently has a security camera system that is not operational, 
nor can it be repaired.  

• These cameras are installed at various locations throughout the park to monitor the 
restroom facilities, splash pad and other buildings. 

• Since the system has been down, we have had a few incidents of vandalism in the park 
including all the damage that was done to the Christmas tree in 2021. 

• The current system when last operational was very outdated and difficult to view. 
 
Plan: 
 

• Upgrade system 
o Install new 8-channel 4K DVR with 3tb HDD and (6) 5MP eyeball cameras 
o Install 4MP HDCVI security system, 5-piece set, includes (4) eyeball cameras with (1) 

4-channel 4K HDCVI DVR 
o Install TRENDnet TEW-740APBO2K 10dBi Wireless N300 Outdoor PoE 

preconfigured point-to-point bridge kit, (2) pack 
• CompuNetWorld (Vitaly) has looked at the system we’re wanting to install and agrees 

it’s a good system and will work with our internet. 
• Quote from Contego Technologies is included in the packet. 
• Total cost to upgrade system including installation is: $5,701.00 
• These funds were not specifically budgeted for in FY 21-22, so staff will seek to absorb 

this cost in the budget or will subsequently come back with a budget amendment later 
in the fiscal year if necessary. 

 
 
  

Request: 
 

• Approve Quote from Contego Technologies to move forward with installing the new 
wireless bridge and security camera system in Stallings Municipal Park. 



Contego Technologies, Inc
5317 Woodridge Drive
Monroe, NC  28110 US
(980) 239-7641
support@contego-technologies.com

BILL TO SHIP TO
Erinn Nichols
TOWN OF STALLINGS
315 Stallings Road
Stallings, NC  28104
United States

Erinn Nichols
TOWN OF STALLINGS
315 Stallings Road
Stallings, NC  28104
United States

INVOICE 202604

DATE 05/31/2022    TERMS Net 15

DUE DATE 06/15/2022

JOB NAME
PARK CAMS ALL

DATE ACTIVITY QTY RATE AMOUNT

SECURITY DEVICES
8-Channel 4k DVR With 3tb Hdd & (6) 5mp Eyeball 
Cameras

1 820.00 820.00

SECURITY DEVICES
4MP HDCVI Security System, 5-Piece Set, Includes 
(4) Eyeball Cameras with (1) 4-channel 4K HDCVI 
DVR

2 668.00 1,336.00

SECURITY DEVICES
TRENDnet TEW-740APBO2K 10 dBi Wireless N300 
Outdoor PoE Preconfigured Point-to-Point Bridge Kit, 
2-Pack

3 390.00 1,170.00

Labor Rates:Labor Non Contract 95
LABOR HRS.
WORK PERFORMED:

25 95.00 2,375.00

TOTAL DUE $5,701.00
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MEMO
To: Mayor and Town Council
Via: Alex Sewell, Town Manager

From: Bo Conerly, P.E. CFM, Interim Town Engineer

Date: August 3, 2022

RE: Twin Pines Stream Maintenance Project

Project:

Twin Pines Stream Maintenance

Project Description:

This project consists of maintenance activities to address stream bank erosion that is occurring
along the stream located north of the residential parcel at 1004 Twin Pines Drive in the Town of
Stallings.  Refer to the attached aerial plan sheet for additional information.  A budget of $95,000
was approved for this project by the Town Council at the February 28, 2022 Town Council
meeting.

Project Phasing:

This project is Phase 1 of a two (2) phase project for the Twin Pines Stream Improvements.  Phase
2 consists of a stream improvement project directly downstream of Phase 1 to address frequent
lot flooding.  Preliminary plans for Phase 2 have been prepared by the stream engineer and will
be coordinated with the residents in the coming weeks.  A budget of $120,000 was approved for
the Phase 2 project by the Town Council at the February 28, 2022 Town Council meeting.

Bid Results:

A total of three (3) bids were received on July 13, 2022 for the Twin Pines Stream Maintenance
Project (Phase 1 of the Twin Pines Stream Improvements). Base bid prices ranged from a low
of $53,457.25 (submitted by Aqualis Company) to a high of $73,022.98 (submitted by HGS,
LLC).

Kimley-Horn and Associates, Inc. used the North Carolina Licensing Board for General
Contractors to determine the status of the license for Aqualis Company. Their license is
current/active.

Recommendation: Based upon the information provided with each bid and, the Engineering
Department recommends that the project be awarded to Aqualis Company.

Attachments: Twin Pines Stream Maintenance Project Aerial Plan



© 2022 Microsoft Corporation © 2022 Maxar ©CNES (2022) Distribution Airbus DS 
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MEMO 
To:  Mayor and Council Members  
From:  Karen Reid-Human Resource Director 
Via: Alex Sewell-Town Manager 
Date: August 3, 2022 
RE:  Community Service Work Program 
 
 

Background: 

• A month ago, Eunice McSwain Parks and Recreation Director was contacted by a 
citizen inquiring if the Town offered the Community Service Work Program. As the 
Human Resource Director, Eunice contacted me inquiring if the Town offered this 
program. I shared with Eunice that the Town used to participate in the program but 
currently did not. Eunice and I discussed the pros and cons of participating in the 
program again.  

• Offering the Community Service Work Program would allow our staff help with park 
cleanup of the buildings and grounds as well as other task along that line which 
would give our part-time and full-time maintenance staff the chance to focus on 
larger projects. 

Contact: 

• The program is managed through the NC Department of Public Safety. 
• There is no charge to participate in the Community Service Work Program. 
•  Most of the cases are individuals convicted of DWI that are ordered to complete 

community service work.  
• In completing the Worksite Information form, the Town can list that they do not 

want anyone with a felony charge, larceny charge, shoplifting charge, or assault 
charge. 

Request: 

• Approve agreement with the NC Department of Public Safety for the Community 
Service Work Program. 

 

 

 



 

 

  
 

M e m o r a n d u m 
 

To: Mayor & Town Council 

cc: Town Manager, Assistant Town Manager & HR Director 

From:  DeWitt F. "Mac" McCarley 

Date: July 11, 2022 

Re: Proposed Revisions to Town Personnel Policy 

 
Attached to this memo you will find a track change version of the Stallings Personnel 

Policy and selected sections of the North Carolina General Statutes.  The revisions in the 
document are the result of a collaboration among the Manager’s Office, the HR Director and 
me.  The guiding principles for the review and proposed changes were: 

• To update and achieve compliance with changes in state and federal law, 

• To propose “best practices” where current thinking in personnel management and 
municipal practice across the state suggest a new approach, 

• To better align the duties and responsibilities of the Town Manager and the Town 
Council with North Carolina law, and 

• To correct typos, inconsistencies, duplication or formatting issues.   

The attached statutes are provisions of state law that are either cited in the Policy or reference 
in the comments.  Some of the changes have comments in the margin to explain the 
rationale for the proposed change, whereas others that we viewed as self-explanatory 
may not have comments.  When this matter is presented at a Council meeting for your 
consideration, Asst Town Manager Erinn Nichols, HR Director Karen Reid and I will be 
there to provide further explanation and answer any questions you may have. 

 

Attachments: 

Track change version of Stallings Personnel Policy 

GS 133-32 

GS 160A-169 



 
 
Mayor & Town Council 
July 11, 2022 
Page 2 
 
 

  

GS 160A-162 

GS 160A-168 

GS 160A-148 
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TOWN OF STALLINGS PERSONNEL POLICY 
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RECEIPT AND ACKNOWLEDGMENT OF MANUAL 
The Town’s Personnel Policy is to be used for assistance and guidance in the performance of 
employee duties and responsibilities. 

The statements contained in this Policy are intended to provide exposure, and guidance for 
adherence, to the current existing policies and practices of employment. Nothing contained herein 
is intended to create, or shall be construed as creating, an expressed or implied contract or 
guarantee of employment for a definite or indefinite term. 

Nothing contained in this policy should be considered as a contract between the Town and an 
employee. Employment with the Town is “at-will” and the Town or the employee may terminate 
the employment relationship at any time, with or without reason or notice. 

The Town retains the right at any time, in its own discretion, to delete, add to, alter or amend any 
and all information, statements, employee benefits, or terms and conditions of employment 
contained herein. 

My signature below represents that I have received the adopted Personnel Policy and agree to 
abide by the guidelines. Further, I agree that if there is any policy or provision within this document 
that I do not understand, I will seek clarification from the Town Manager and/or the Human 
Resources designee. 

Print Full Name:  

Signature:  

Date:  

 

 

STATEMENT OF EQUAL EMPLOYMENT OPPORTUNITY 

The Town provides equal employment opportunities (EEO) to all employees and applicants for 
employment without regard to race, color, religion, sex, national origin, age, disability or genetics. 
The Town of Stallings complies with all applicable federal, state and local laws governing 
nondiscrimination for employment practices. 

The statements contained in this Policy are intended to provide exposure, and guidance for 
adherence, to the current existing policies and practices of employment. 

Furthermore, the Town expressly prohibits any form of workplace harassment based on race, color, 
religion, sex, sexual orientation, gender identity, national origin, age, familial status, protected 
veteran or disability status, genetic information or any other protected class. Improper interference 
with the ability of Town employees to perform their job duties may result in discipline up to and 
including termination. 
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SECTION I: GENERAL PROVISIONS 

I.1 Purpose of the Policy 
It is the purpose of this policy, and the rules and regulations set forth herein, to establish a fair and 
uniform system of personnel administration for all employees of the Town of Stallings under the 
supervision of the Town Manager. This policy is established under authority of Chapter 160A, 
Article 7, of the NC General Statutes. 

I.2 Coverage and Application of Policies 
The personnel policy shall be binding on all Town employees except where exempted by 
individual employee contract or employment agreement. An employee violating any of the 
provisions of this policy shall be subject to appropriate disciplinary action, to include, when 
applicable, judicial prosecution. 

I.3 At Will Employment 
The Town is an at will employer. Nothing in this policy creates an employment contract or term 
of employment between the Town and its employees. No person has the authority to grant any 
employee any contractual rights of employment. Any exception to this policy of at will 
employment must be expressly authorized in writing and approved by the Town Council. 

Employment with the Town is voluntary and is subject to termination by either the employee or 
the Town at will, with or without cause, and with or without notice, at any time. Nothing in this 
policy shall be interpreted to be in conflict with or to eliminate or modify in any way the 
employment-at-will status of the Town’s employees. 

The Town Council explicitly reserves the right to modify any of these provisions, benefits, or 
policies at any time and without prior notice to employees. All Town positions are subject to 
budget review and approval each year, and salary advancement is subject to annual funding and 
approval by the Council. 

I.4 Merit Principle 
The Town shall embrace the following merit system principles in administering its personnel 
program: 

a) Applicants and employees shall be assured of fair treatment in all aspects of personnel 
administration without regard for political affiliation, race, color, religion, sex, national origin, 
religion, sex, age, sexual orientation, gender identity,  disease, disability or genetics 
information, pregnancy, handicap or physical disability. Individuals shall likewise be treated 
with proper regard for their privacy and constitutional rights as citizens. 

b) Employees shall be recruited, selected, trained and advanced on the basis of their ability, 
knowledge, skill, and performance. 

c) Employees shall be protected against coercion for partisan political purposes. 

d) Employees shall receive equitable and adequate pay and benefits and eligible employees shall 
receive pay increases in accordance with the pay plan policy. 

Commented [EN1]: Changes made to comply with Title 
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I.5 Responsibilities of the Town Council 
The Town Council shall be responsible for establishing and approving personnel policies, and may 
change the positions, policies and benefits as necessary. The Council also shall make and confirm 
appointments when so specified by the NC General Statutes. 

I.6 Responsibilities of the Town Manager 
The Town Manager shall be responsible to the Town Council for the administration and technical 
direction of the personnel system. The Town Manager shall hire, suspend, and remove all Town 
employees except those whose appointment is otherwise provided for by law. The Town Manager 
shall make hiring, dismissal and suspension decisions in accordance with the Town Charter and 
other policies and procedures spelled out in other Sections within this Policy. The Town Manager 
shall serve as, or shall appoint, the Human Resources Director. 

The Town Manager shall supervise or participate in: 

a) Recommending personnel system rules and revisions to the Town Council for consideration; 

b) Preparing and recommending necessary revisions to the pay plan; 

c) Recommending which positions shall be subject to the overtime provisions of the Fair Labor 
Standards Act (FLSA); 

d) Developing and administering such recruiting programs as may be necessary to obtain an 
adequate supply of qualified applicants to meet the needs of the Town; 

e) Developing and coordinating training and educational programs for Town employees; 

f) Periodically investigating the operation and effect of the personnel provisions of this chapter; 
and 

g) Performing such other duties as may be assigned by the Council. 

I.7 Responsibilities of Supervisors and Employees 
Responsibilities of supervisors in the implementation of these policies include: 

a) Accurately and consistently applying and following all personnel policies with all employees; 

b) Communicating and documenting performance expectations and relevant employee 
performance issues; 

c) Identifying potential problems with personnel policies and procedures and recommending 
improvements to their supervisor; and 

d) At least annually performing an evaluation of employee performance. 

Responsibilities of employees include following the personnel policies, requesting clarification 
when needed, and making recommendations for improvement. 
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I.8 Departmental Rules and Regulations 
Due to the particular personnel and operational requirements of the departments of the Town, each 
department may establish supplemental written rules and regulations applicable only to the 
personnel of that department. All such rules and regulations shall be subject to 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. 

I.9 Conflicting Policies Repealed 
All policies, ordinances, or resolutions that conflict with the provisions of these policies are hereby 
repealed. 

I.10 Separability 
If any one Section of these policies and procedures is found to be invalid, the other Sections of the 
policies and procedures will not be invalidated. 

I.11 Amendments to the Policy 
The Policy will be considered for periodic review and shall be maintained in a standard format that 
will be accessible to all employees and other authorized personnel. The Town retains the right at 
any time, in its own discretion, to delete, add to, alter and amend any and all information, 
statements, employee benefits, or terms and conditions of employment contained herein. Personnel 
policies may be amended by vote of the Town Council. Proposed amendments may originate 
within Town staff, Council or a combination of the two. 

I.12 Definitions 
For the purposes of this policy, the following words and phrases shall have the meanings 
respectively ascribed to them by this Section. Other terms are defined in the context of their 
Section. 

Exempt. An Exempt staff person shall be expected to manage his/her time to accomplish the 
responsibilities of his/her position and shall work the number of hours necessary to assure the 
satisfactory performance of their duties. Exempt Staff are paid a predetermined salary and are not 
eligible for overtime pay. Exempt employees may be full-time or part-time or of limited service. 

Full-time employee. An employee who is in a position for which an average work week equals at 
least thirty-seven and one-half (37.5) hours and budgeted for at least twelve (12) months. 

Immediate Family. “Immediate family member” is defined as: 
• Spouse/Domestic Partner; 
• Child; 
• Parent; 
• Sibling; 
• Grandparent; 
• Grandchild; 
• Aunt; 
• Uncle; 
• Niece; 
• Nephew; 
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• First Cousin; 
• Guardian; or 
• Various combinations of half, step, in-law, and adopted relationships deriving from the 

above named. 

Limited Service  Temporary employee. An employee, not in a permanentRegular position, for 
which either the average work week required by the Town over the course of a year is less than 20 
hours, or continuous employment required by the Town is less than 12 months. 

Non-Exempt. A Non-Exempt staff person shall normally be assigned specific work hours to ensure 
office coverage. Under the provisions of the FLSA, “non-exempt” employees must be paid 
overtime for hours worked over forty (40) in a workweek at a rate of one and one-half (1.5) times 
their regular hourly rate of pay or compensatory time off at a rate of not less than one and one-half 
(1.5) hours for each hour of overtime worked. 

Part-time employee. An employee who is in a position scheduled for less than thirty-seven and 
one half (37.5) hours per week and at least 1000 hours annually. 

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

Regular employee. An employee appointed to a full-time or part-time position who has 
successfully completed the designated probationary period. 

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 
by the Council. Reference to “regular” positions or employment should not be construed as a 
contract or right to perpetual funding or employment. 

Work Day. A work day is defined at seven and one half (7.5) hours for administrative staff and 
non-sworn law enforcement and eight (8) hours for sworn law enforcement. 
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SECTION II: RECRUITMENT AND APPOINTMENT 

II.1 Implementation of Equal Employment Opportunity 
All personnel responsible for recruitment and employment will continue to regularly review the 
implementation of this Personnel Policy and relevant practices to assure that equal employment 
opportunity based on reasonable, job-related requirements is being actively observed to the end 
that no employee or applicant for employment shall suffer discrimination because of political 
affiliation, race, color, religion, sex, sexual orientation, gender identity, national origin, age, 
familial status, protected veteran or disability status, or genetics. information or any other protected 
class. 

Notices with regard to equal employment matters shall be posted in conspicuous places on Town 
premises in places where notices are customarily posted. All applicants for any position shall be 
evaluated using the same criteria. 

II.2 Recruitment 
The Town participates in an active recruitment program to meet current and projected manpower 
needs and utilizes procedures that will ensure equal employment opportunities based on job related 
requirements. 

a) Recruitment and Advertisements. When position vacancies occur, the Town shall publicize 
these opportunities for employment, including applicable salary information and employment 
qualifications. Information on job openings and hiring practices will be provided to recruitment 
sources. Jobs will be advertised in local newspapers, professional publications, and other 
relevant publications as necessary in order to establish a diverse and qualified applicant pool. 

b) Application for Employment. All persons expressing interest in employment with the Town 
shall be given the opportunity to file an application for employment for positions which are 
vacant. 

c) Application File. Applications shall be kept in an inactive file for a period of two years, in 
accordance with Equal Employment Opportunity Commission (EEOC) and North Carolina 
Records and Retention Schedule guidelines. 

II.3 Selection 
The Department Heads or supervisor shall conduct investigations and examinations necessary to 
accurately assess the knowledge, skills, abilities and experience required for the position, and when 
necessary use appropriate methods to obtain an applicant’s background history. All selection 
devices administered by the Town shall be valid measures of job performance. 

a) Qualification Standards. All applicants considered for employment or promotion shall meet 
the minimum qualification standards established for the position to which applied. Applicants 
who knowingly make any materially false statement concerning their application for 
employment or promotion to a position in Town employment shall forfeit their right to be 
considered for or occupy the position. 

b) Medical Examination and Physician’s Certification. Prospective employees may be required 
to submit to a medical and/or psychological examination or inquiry, at the Town’s expense, to 

Commented [MM2]: Not all jobs require full advertising.  
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determine if they are able to perform the essential duties and responsibilities of the job. 
Candidates for all positions will also be required to pass a drug test prior to employment. 

II.4 Employment Offer 
Before any employment offer is made to either an internal or external applicant, the Department 
Head shall recommend a candidate to the Town Manager for the position to be filled, the salary to 
be paid and the reasons for selecting the candidate over other applicants. The Town Manager shall 
approve the hiring and starting salary for all selected candidates. 

a) Immigration Law Requirements. All employees are required to furnish proof of citizenship or 
other required documents indicating a legal right to work in the United States. Copies of the 
completed I-9 form shall be a permanent part of their personnel file. Immigration status for all 
applicants for employment shall be ascertained by using the Federal E-verify system. 

b) Credentials and Certifications. Some duties assigned to positions in local government service 
may be performed only by persons who are duly licensed, registered or certified as required by 
the relevant law, rule or regulation. Employees in such classifications are responsible for 
maintaining current, valid credentials as required by law, rule or regulation. Failure to obtain 
or maintain the required credentials is a basis for possible dismissal. 

II.5 Employment Status 
Employment status with the Town shall be as follows: 

• Full-time; and 
• Part-time. 
• Temporary 

II.6 Limitation on Employment of Immediate Family Members 
The Town expressly prohibits the employment of any person who has an immediate family 
member currently employed in a position with the Town unless otherwise approved by Town 
Council. 

The Town also prohibits the employment of any person who is an immediate family member of 
the Mayor or a Town Council Member. 

II.7 Probationary Period 
a)  An employee appointed or promoted to a permanentRegular position shall serve a probationary 
period. Employees shall serve a six-month probationary period, except that employees in sworn 
police, shall serve a twelve-month probationary period. Employees hired as “trainees” shall remain 
on probation until the provisions of their traineeship are satisfied. During the probationary period, 
supervisors shall monitor an employee’s performance and communicate with the employee 
concerning performance progress. Employees serving a twelve-month probation shall have a 
probationary review at the end of six months as well as before the end of twelve months. 

b)  An important purpose of the probationary period is to provide an opportunity for the appointee 
to adjust to the new job. Likewise, its servicesserves as a trial period during which the employee 
demonstrates his or her ability to perform the work, to demonstrates good work habits and the 
ability to work well with the public and coworkers. Before the end of the probationary period, the 
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supervisor shall conduct a performance evaluation conference with the employee and discuss 
accomplishments, strengths, and needed improvements. A summary of this discussion shall be 
documented in the employee’s personnel file. The supervisor shall recommend in writing whether 
the probationary period should be completed, extended, or the employee transferred, demoted, or 
dismissed. With approval of the Town Manager probationary periods may be extended for a 
maximum of six additional months. 

c)  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 new hire probationary employee who separates from Town employment, 
either voluntarily or involuntarily, during the probationary period is not eligible for terminal pay 
for accrued annual leave and not eligible to file an appeal. 

d)  A promoted employee who does not successfully complete the probationary period may be 
transferred or demoted to a position in which the employee shows promise of success. If no such 
position is available, the employee shall be dismissed. Promoted and demoted employees who are 
on probation retain all other rights and benefits. 
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SECTION III: PERSONNEL ACTIONS 

III.1 Promotion 
Promotion is the movement of an employee by their supervisor from one position to a position of 
a higher level of responsibility, based on merit and qualifications. The Town will balance three 
goals in the promotion process: the benefits to employees and the Town because of promotion 
from within; providing equal promotion opportunity; and promoting the most qualified employee. 

III.2 Demotion 
a)  Demotion is the movement of an employee from one position to a position in a lower salary 
range. Demotion may be voluntary or involuntary. An employee whose work 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 demotions shall follow the procedures outlined 
in this policy. 

b)  An employee who wishes to accept a position with less complex duties and reduced 
responsibilities may request a voluntary demotion. The voluntary demotion will include a 
reduction in the employee’s current pay range. A voluntary demotion is not a disciplinary action 
and is made without using the above-referenced disciplinary procedures. 

III.3 Transfer and Reassignment 
Transfer is the movement of an employee from one position to a position in the same salary range. 

a) Voluntary Transfer. A voluntary transfer occurs when an employee voluntarily elects to apply 
for a vacant position and is selected for that job. The employee wishing to apply for the vacant 
position shall do so by submitting a letter of interest to the Department Head of the hiring 
department. 

b) Involuntary TransferReassignment. An involuntary transfer is the rReassignment is the 
movement by a Department Head of an employee to another position of the same salary and 
grade to meet operational needs. A Department Head wishing to transferreassign an employee 
to a different department or classification shall make a recommendation 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. 

III.4 Types of Separations 
All employee separations from positions with 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. 

a) Resignation. Employees leaving employment with the Town should give at least a two-week 
notice in writing so that a smooth transition can be accomplished. 

Employees will be paid for accumulated vacation leave and any compensatory time 
accumulated in lieu of overtime payment.  
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An employee may resign by submitting their resignation and the effective date in writing to 
the immediate supervisor as far in advance as possible. In all instances, the expected notice 
requirement is two weeks. Sick leave will only be approved during the final two weeks of 
employment with a physician’s certification or comparable documentation. 

Three consecutive days of absence without contacting the immediate supervisor may be 
considered to be a voluntary resignation. 

All Town property, with the exception of non-uniform apparel, issued to the employee shall 
be returned to the employee’s supervisor on the last day of employment. 

b) Reduction in Force. In the event that a reduction in force becomes necessary, consideration 
shall be given to the quality of each employee’s performance, organizational needs, and 
seniority, in that order, in determining which employees to retain. Employees who are 
separated because of a reduction in force should be given at least one (1) month of notice before 
the anticipated action. 

No regular employee shall be separated because of a reduction in force while there are 
temporary or probationary employees serving in the same class in the department, unless the 
regular employee is not willing to transfer to the position held by the temporary or probationary 
employee. 

c) Disability. An employee who cannot perform the essential duties of a position because of a 
physical or mental impairment may be separated for disability. 

In determining disability, action may be initiated by the employee or the Town. In cases 
initiated by the employee, such request must be accompanied by a medical evaluation 
acceptable to the Town Manager. In cases initiated by the Town, the Town may require an 
examination, at the Town’s expense, performed by a physician of the Town’s choice. A copy 
of the employee’s job description shall be provided to the physician to determine if the 
employee is able to perform the duties with or without reasonable accommodation. 

The Town will make reasonable accommodation whenever possible for employees with 
disabilities in compliance with the Americans with Disability Act (ADA). 

d) Voluntary Retirement. An employee who meets the conditions set forth under the provision 
of the North Carolina Local Government Employee’s’ Retirement System may elect to retire 
and receive all benefits earned under the retirement plan. 

e) Death. Separation shall be effective as of the date of death. All compensation due shall be paid 
in accordance with the employee’s documented beneficiary plan. 

f) Discipline and Dismissal. An employee may be dismissed in accordance with the provisions 
and procedures of this policy. 

III.5 Reinstatement 
An employee who is separated because of reduction in force may be reinstated within one year of 
the date of separation, upon recommendation of the Department Head, and upon approval of the 
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Town Manager, subject to limitations of Section II.6. Limitation on Employment of Immediate 
Family Members of this policy. An employee who is reinstated to the same or similar level position 
as held when eliminated from the previous position shall be credited with seniority and benefits 
held in the prior position to include vacation accrual rates and accumulated sick leave accrual 
rateslevel. 

III.6 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. 

III.7III.6 Reemployment 
An employee who resigns in good standing may be considered for rehire. Rehired employees shall 
receive credit for previously accrued sick leave given the following conditions: 

• The employee’s subsequent employment was in a North Carolina governmental 
position; 

• The time between the date of departing the Town position and date of rehiring does not 
exceed three years; and 

• Previous Town service shall be considered for purposes of calculating longevity, years 
of service, and vacation leave accrual. A rehired employee will serve a new 
probationary period. 
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SECTION IV: CONDITIONS OF EMPLOYMENT 

IV.1 Code of Ethics and Expectation of Ethical Conduct 
There is hereby established a Code of Ethics for all Town employees. The purpose of this code is 
to establish suitable ethical standards for all employees by prohibiting acts or actions incompatible 
with the discharge of their public duties and the best interests of the Town; and, by directing 
disclosure of private financial interest or personal interest in matters affecting the Town by such 
employees. Any violations of this Code of Ethics may constitute a cause for disciplinary action up 
to and including termination. 

a) Definitions. As used in this code, the following terms have the following meanings: 

1. Confidential: Any information made confidential by law or ordinance including 
personnel,Ppersonal orand financial information which, if disclosed, would be detrimental 
to the Town and a violation of the trust placed in the disclosing employee. 

2. Covered IndividualEmployees: Any individual who, either on is a full- time, or part- time, 
employee of the Town or who is on a contract or consulting basis,and performs a service 
or duty for the Town and receives compensation for that service or duty from the Town or 
any other agency on behalf of the Town. 

3. Interest: A Covered Individual has an interest in a matter when a reasonable person would 
believe that the outcome of a matter would have a direct, substantial and readily identifiable 
financial impact on the Covered Individual or a person with whom the Covered Individual 
has a close familial, business or other associational relationship.Private financial benefit or 
interest other than financial, arising from blood or marriage relationships or close business 
or political association. 

4. Participating: The rendering of advice or recommendation, investigation, approval, 
disapproval or otherwise influencing a decision or action. 

5. Gender: Words of the masculine gender shall include the feminine. 

b) Conflicts of Interest. The Town defines conflicts of interest as when an employeea Covered 
Individual is unable to be fair and impartial in choosing between the interests of the Town and 
his or her own personal interests. It is paramount that employees avoid conflicts of interest, or 
its appearance, to maintain impartiality and transparency. 

1. No employee shall engage or participate in any business and/or transaction, or shall have 
any interest, direct or indirect, which is incompatible with the proper discharge of his 
official duties and the public interest or which would impair his independent judgment or 
action in the performance of his duties. 

2. Employees who may be called upon to act in their official capacity are prohibited from 
participating in any transaction or contract on behalf of the Town where the employee has 
any financial or personal interest in the transaction or contract with the Town; or in the sale 
of real estate, material, supplies or services to the Town. Any such employee shall also be 
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required to disclose said interest to the Town Clerk and the Town Manager in the manner, 
time and form set forth below. 

3. No employee shall appear on behalf of third-party private interests before any board, 
agency or committee of the Town. The following exception applies to this section: any 
such employee may, upon written application made to the Town Manager, be permitted to 
make such appearance after review and approval of said application and relevant facts of 
the case by the Town Manager. The Town Manager shall render a decision on such 
application within forty-five (45) days of its filing date. A copy of said application and 
Town Manager response shall be filed with the Town Clerk. 

4. No employee shall represent a third-party private interest against the interest of the Town 
in any litigation to which the Town is a party. 

5. Nothing contained in this code shall prohibit or restrict a Covered Individualthe employee 
from appearing before any board or commission of the Town on his own behalf, or being 
a party in any action, proceeding or litigation brought by or against the employeeCovered 
Individual to which the Town is a party. When appearing before a board or commission on 
the employee’sCovered Individual’s own behalf or being a party in any action or litigation 
to which the Town is a party, written application to, and approval from, the Town Manager 
is not necessary. 

6. No employeeCovered Individual shall, without prior authorization from the Town 
Manager, disclose confidential information concerning Town affairs or use such 
information to advance the financial or private interest of themselves or others. 

c) Acceptance of Gifts and Favors. Town employees should avoid even the appearance of 
improper behavior. 

1. No employee shall directly or indirectly solicit any gift, or accept or receive any gift, 
whether in the form of money, services, loan, travel, entertainment, hospitality, object or 
promise, or any other form, under circumstances in which it could reasonably be inferred 
that the gift was intended to influence him or her, or could reasonably be expected to 
influence him or her in the performance of their official duties, or was intended as a reward 
for any official action on their part. Acceptance of a meal or other thing of value worth less 
than fifty dollars ($50.00) is presumed to be insufficient to influence an employee and may 
be accepted.  However, notwithstanding the previous two sentences, any officer or 
employee who is charged with the duty of preparing plans, specifications or estimates for 
a public works contract, or awarding or administering a public works contract, or inspecting 
or supervising construction of a public works contract may not accept any gift or favor as 
prohibited by N.C.G.S. 133-32.By way of example and not limitation, no employee may 
accept a gift from any vendor or service provider who has a contract with the Town; or has 
performed under such a contract within the past year; or anticipates bidding on such a 
contract in the future. 
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2. This section is not intended to prevent the gift and receipt of honorariums for participating 
in meetings, advertising items or souvenirs of nominal value, or meals furnished at 
banquets. 

3. This section is not intended to prevent any contractor, subcontractor, or supplier from 
making donations to professional organizations to defray meeting expenses where 
employees are members of such professional organizations, nor is it intended to prevent 
employees who are members of professional organizations from participating in all 
scheduled meeting functions available to all members of the professional organization 
attending the meeting. 

d) Discrimination Prohibited. The Town provides equal employment opportunities (EEO) to all 
employees and applicants for employment without regard to political affiliation, race, color, 
religion, sex, sexual orientation, gender identity, national origin, age,  disability or genetics. 
The Town complies with all applicable federal, state and local laws governing 
nondiscrimination for employment practices. Further, no employee shall grant any special 
consideration, treatment, favor or advantage to any person beyond that which is generally 
available to residents and/or taxpayers of the Town. 

e) Written Disclosure of Interest. Within forty-eight (48) hours of employmentAs part of  the 
new employment process with the Town, and every year thereafter on the first day ofduring 
the month of July, Department Heads are required to file with the Human Resources Director 
a statement containing the following information: 

• The identity, by name and address, of any business entity in which he or she or any 
member of their immediate household is an officer or director; or owns five (5) percent 
or more of the stock. Additionally, the employee and employee’s spouse shall give the 
name of their employer or, if self-employed, state the nature of their work. 

• The identity, by location and address of all real property, excluding the employee’s 
personal residence, located in the Town which is owned by the employee or any 
member of their immediate household, including an option to purchase or lease for ten 
(10) years or more.  

The statements required by this section shall be on file with the Town Clerk. 

f) Higher Provisions Prevail. Should any provision of this Employee Code of Ethics conflict 
with any provisions of the Federal Law or the NC General Statutes, the provisions of the 
Federal Law and/or the NC General Statutes will prevail. 

IV.2 Work Schedule 
Department Heads shall establish, for the approval of the Town Manager, work schedules which, 
in the most cost-effective manner possible, meet the operational needs of the department. 

IV.3 Attendance 
Town services are essential and continuous. An employee shall avoid unnecessary absences and 
tardiness. Attendance and punctuality are important and may influence an employee’s eligibility 
for a merit pay award or promotion. Employees shall keep their supervisor informed, to the extent 
possible, when the employee will miss or be late for work. 
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IV.4 Political Activity 
Each employee has a civic responsibility to support good government practices. However, no 
employee shall: 

• Engage in any political or partisan activity or promote political views while on duty; 
• Use official authority or influence for the purpose of interfering with or affecting the 

result of a nomination or an election for office; 
• 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; 
• Coerce, solicit or compel contributions from another Town employee for political or 

partisan purposes; 
• Use any Town funds, supplies or equipment for political or partisan purposes or to 

display political slogans, posters or stickers on Town equipment or facilities; and 
• Be a candidate for Town Mayor or Council. However, if an employee is a candidate 

for or elected to an elective office outside of the Town, the employee’s Town work will 
take precedence over all election and elected position responsibilities. If elected, NC 
General Statute 128-1.1 concerning dual office holding shall apply. 

Any violation of this Section shall subject the employee to disciplinary action including dismissal. 

IV.5 Outside Employment 
a)  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 to and approved by the employee’s supervisor, who in turn will report it to the Town 
Manager. The Department Head will review such employment for possible conflict of interest and 
then submit a record of the employment and review to the personnel file. Conflicting, unapproved, 
or unreported outside employment are grounds for disciplinary action up to and including 
dismissal. Documentation of the approval of outside employment will be placed in the employee’s 
personnel file. 

Examples of conflicts of interest in outside employment include, but are not limited to: 
• Employment with organizations, or in capacities, that are regulated by the employee or 

employee’s department; or 
• 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. 

b)  An employee who sustains an injury or illness in connection with outside employment and is 
receiving Workers’ Compensation from that employer shall not be eligible to use accrued sick 
leave. In cases where such an employment-related injury or illness results in temporary disability, 
an employee must either: 

• Request and obtain a leave of absence without pay; or 
• Request and use accrued vacation leave. 

Unless covered by the Americans with Disabilities Act (ADA), Ffollowing a three (3) month 
absence, the employee may be subject to termination because of a lack of availability to work. 
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IV.6 Dual Employment 
A full or part-time Town employee cannot also work for the Town as a consultant or contract 
employee. However, in order to support emergency responses during a declared State of 
Emergency, the Town may employ contractors or consultants in multiple capacities. 

No single employee, either full or part time, may hold more than one position within the Town. 

IV.7 Anti-Harassment and Complaint Procedure 
The Town promotes equal employment opportunities and prohibits unlawful discriminatory 
practices, including harassment. 

a) Unlawful Workplace Harassment. Unwelcomed or unsolicited speech or conduct based upon 
race, color, sex, sex orientation, gender identity, national origin, age, familial status, protected 
veteran or disability status, genetic information or any other protected class.creed, religion, 
national origin, age, color, or disabling condition as defined by NC General Statute 168A-3 
that creates a hostile work environment or circumstances involving quid pro quo. 

b) Sexual Harassment. Unwelcome sexual advances, requests for sexual favors, and other verbal 
or physical conduct of a sexual nature when submission to such conduct is made either 
explicitly or implicitly a term or condition of an individual’s employment; submission to, or 
rejection of, such conduct by an individual when it is used as the basis for employment 
decisions affecting such individual; or 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 
flirtations, continual or repeated commentaries about an individual’s body, offensive sexual 
language, and the display in the workplace of sexually suggestive pictures or objects. 

c) Hostile Work Environment. A hostile work environment is one where the object of the alleged 
harassment perceives, and a reasonable person would find, to be hostile or abusive. A hostile 
work environment is determined by looking at all of the circumstances, including the frequency 
of the alleged harassing conduct, its severity, whether it is physically threatening or 
humiliating, and whether it unreasonably interferes with an employee’s work performance. 

d) Quid Pro Quo. This type of harassment consists of unwelcome sexual advances, requests for 
sexual favors, or other verbal or physical conduct. Submission to such conduct is made, either 
explicitly or implicitly, a term or condition of an individual’s employment, or submission to 
or rejection of such conduct, by an individual, when it is used as the basis for employment 
decisions affecting such individual. The harassing conduct unreasonably interferes with an 
individual’s work performance or creates an intimidating, hostile or offensive work 
environment. 

Any employee who believes that he or she may have a complaint of harassment may follow the 
Grievance Procedure described in this Policy or may file the complaint directly with the Town 
Manager, the HR Director, or Department Head who will ensure that an investigation is conducted 
into the allegation. 

In the event the Town Manager is the alleged offending party, the grievant shall notify the Mayor 
or Mayor Pro Tem. They will schedule a meeting to determine appropriate steps or action to be 
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taken. The Mayor and Mayor Pro Tem are given discretionary authority to decide if the Town 
Manager’s suspension, or separation from the work environment, is warranted prior to convening 
a full council meeting to address the grievant’s compliantcomplaint. Both the Mayor and Mayor 
Pro Tem must agree on the appropriate action and must document the action in writing prior to 
effecting any suspension or separation from work environment. If suspension of the Manager or 
separation from the work environment occurs, the Mayor shall call a special meeting of the Council 
as soon as is reasonably possible. 

Employees found engaging in harassment shall be subject to disciplinary action up to and including 
dismissal. Employees filing a harassment complaint shall be protected against retaliation. 

IV.8 Performance Evaluations 
a)  Supervisors and/or Department Heads shall conduct performance evaluation conferences with 
each employee at least once a year.. 

a) b)Delay of Performance Evaluation. An employee’s absence from work due to sick leave, leave 
without pay, Workers’ Compensation, or any other authorized leave is cause for the Department 
Head to request an extension for the annual performance evaluation review, so as to allow adequate 
time for evaluation of performance. 

IV.9 Travel and Related Expenses 
a)  Employees will, from time to time, be involved in out-of-town travel to attend schools, business 
meetings, conferences, etc. Employee travel shall be preapproved by the supervisor. Employees 
will receive a per diem for hotel charges and meals. 

b) Lodging: Hotel charges shall not exceed the US General Services Administration 
(www.gsa.gov) maximum lodging rate for the area where the meeting/conference/training is 
located. Any exceptions must be pre-approved. Reasonable hotel charges will be reimbursed. 
Staying at a conference or meeting site hotel is presumed to be reasonable.  

c)  Meals: Employees shall receive the US General Services Administration (www.gsa.gov) meals 
and incidentals rate amount per day based on the area where the meeting/conference/training is 
located. For travel days involving overnight stays, the employee shall receive seventy-five (75) 
percent of the said rate. Meals provided by the training/conference shall be deducted at the per 
diem rate. Any exceptions must be pre-approved. Employees will receive a per diem for meals in 
an amount set annually by the Town Manager. 
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SECTION V: HOLIDAYS AND LEAVE 

V.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 work 
weeks of different lengths. In all cases, an employee with a compensatory leave balance shall use 
compensatory leave prior to use of sick or vacation leave. 

V.2 Holidays 
The Town’s Holiday Schedule shall include: 

• New Year’s Day; 
• Martin Luther King Day; 
• Good Friday; 
• Memorial Day; 
• Independence Day; 
• Labor Day; 
• Veteran’s Day; 
• Thanksgiving Day and Friday after; and 
• Christmas—two (2) or three (3) days depending on the weekday Christmas falls 

Employees on approved leave without pay shall not be eligible for holiday pay. 

V.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. 

V.4 Holidays: Compensation When Work is Required or Regularly Scheduled Off for 
Shift Personnel 
Non-exempt employees required to perform work on regularly scheduled holidays may be granted 
either compensatory time off, or be paid at their hourly rate, for hours actually worked. 
Compensatory time shall be granted whenever feasible. If a holiday falls on a regularly scheduled 
off-duty day for shift personnel, the employee will be granted the holiday leave as compensatory 
time. 

V.5 Vacation Leave 
Vacation leave is intended to be used for rest and relaxation and may be used for medical 
appointments or for absences due to adverse weather conditions. 

V.6 Vacation Leave: Accrual Rate 
a)  Each full-time, non-law enforcement employee of the Town shall earn vacation leave monthly 
at one of the following rates, depending upon his or her length of service. 

Admin Years of 
Service 

Total Annual Vacation 
Hours/Days 

Hours Accrued per Month 

Less than 2 years 10 days 6.25 hours 
2 to 5.99 years 12 days 7.5 hours 
6 to 10.99 years 16 days 10 hours 
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11 to 15.99 years 19 days 11.875 hours 
16 to 19.99 years 22 days 13.75 hours 
20 years and over 24 days 15 hours 

 

b)  Similarly, each full-time, law-enforcement employee of the Town shall earn vacation leave 
monthly at one of the following rates, depending upon his or her length of service. 

PD Years of Service Total Annual Vacation 
Hours/Days 

Hours Accrued per Month 

Less than 2 years 10 days 6.66 hours 
2 to 5.99 years 12 days 8 hours 
6 to 10.99 years 15 days 10.667 hours 
11 to 15.99 years 19 days 12.667 hours 
16 to 19.99 years 22 days 14.467 hours 
20 years and over 24 days 16 hours 

 

c)  Persons hired on or before the 15th of the month earn vacation for that month; those hired after 
the 15th begin earning vacation on the first of the following month. 

V.7 Vacation Leave: Maximum Accumulation 
a)  Vacation leave may be accumulated without any applicable maximum until the pay period 
containing June 30 of each calendar year. However, if the employee separates from service, 
payment for accumulated vacation leave shall not exceed two hundred and twenty-five (225) hours 
(or two hundred and forty (240) hours for sworn law enforcement). 

b)  During the pay period containing June 30, any employee with more than two hundred and 
twenty-five (225) hours (or two hundred and forty (240) hours for sworn law enforcement) shall 
have the excess accumulation converted to sick leave so that only an accumulation of no more than 
two hundred and twenty-five (225) hours (or two hundred and forty (240) hours for sworn law 
enforcement) is carried forward to July 1 of the next calendar year. 

c)  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 fiscal 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. 

V.8 Vacation Leave: Manner of Taking 
Employees shall be granted the use of earned vacation leave, andwhich must be requested in 
advance, as approved by the Department Head or designee. which will least The Department Head 
or designee may take into account whether granting the requested leave would obstruct normal 
operations of the Town. Department Heads are responsible for insuring that approved vacation 
leave does not hinder the effectiveness of service delivery. 
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V.9 Vacation Leave: Payment Upon Separation 
a)  An employee will be paid for accumulated vacation leave upon separation, not to exceed two 
hundred and twenty-five (225) hours or two hundred and forty (240) hours for sworn law 
enforcement, provided notice is given to the supervisor at least two weeks in advance of the 
effective date of resignation. The notice requirement may be waived by the Town Manager when 
deemed to be in the best interest of the Town. 

b)  An employee retiring under the provisions of the North Carolina Local Government Retirement 
System may have any excess vacation (above the two hundred and twenty-five (225) hour 
maximum or two hundred and forty (240) hours for sworn law enforcement) converted to sick 
leave and used for retirement service credit. 

c)  The estate of an employee who dies while employed by the Town shall be entitled to payment 
of all the accumulated vacation leave credited to the employee’s account not to exceed the 
maximums that have been established in subsections (a) and (b) of this Section. 

V.10 Sick Leave 
a)Sick leave may be granted to a regular employee absent from work for any of the following 
reasons:  

• sickness, bodily injury, required physical or dental examinations or treatment, or 
exposure to a contagious disease, when continuing work might jeopardize the health of 
others. 

• Sick leave may be used when an employee must care for a member of their family who 
is ill with the approval of the supervisor. 

• Sick leave, when approved by the Department Head and/or Town Manager, may also 
be used for time off in the event of a death in the employee’s immediate family after 
Bereavement Leave has been exhausted. 

• Sick leave may also be used to supplement Workers’ Compensation Disability Leave 
during the waiting period before Workers’ Compensation benefits begin. 

b)  Notification of the desire to take sick leave shall be submitted to the employee’s supervisor 
prior to the leave or not later than one-half (1/2) hour after the beginning of a scheduled work day. 
An employee who works in shifts must notify his or her supervisor of the desire to take sick leave 
prior to leave orand not later than two hours prior to the beginning of the shift. Failure to notify 
the appropriate supervisor may result in disciplinary action. 

c)  Three consecutive days of absence without contacting the immediate supervisor or Department 
Head may be considered to be a voluntary resignation. 

V.11 Sick Leave: Accrual Rate and Accumulation 
a)  Sick leave shall accrue at a rate of one (1) day per month of service or twelve (12) days per 
year. Sick leave for full-time employees working other than the basic work schedule shall be pro-
rated as described in this Article. 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 Government Employees’ Retirement System. 
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b)  All sick leave accumulated by an employee shall end without compensation when the employee 
resigns or is separated from the Town, except as stated for employees retiring or terminated due to 
reduction in force. The Town will maintain a record of the employee’s final accumulated sick leave 
balance as documentation for possible transfers of leave. 

V.12 Sick Leave: Transfer from Previous Employer 
To facilitate recruitment of qualified persons with appropriate government experience, the Town 
will accept the transfer of sick leave for employees from other employers who are participants of 
the Local or State Employees’ Retirement System. The sick leave will be treated as though it were 
earned with the Town and will be credited to the employee’s account once the employee has 
completed a year of service with the Town. The sick leave amount must be certified by the previous 
employer. 

V.13 Sick Leave: Medical Certification and Falsification of Request 
a)  The employee’s immediate supervisor may require a physician’s certificate stating the nature 
of the employee’s or family member’s illness and the employee’s capacity to resume duties, 
justifying the employee’s use of sick leave, for each occasion when an employee uses sick leave 
or whenever the immediate supervisor observes a “pattern of absenteeism.” The employee may be 
required to submit to such medical examination or inquiry as the Town Manager finds necessary. 
The supervisor shall be responsible for the application of this provision to the end that: 

• Employees shall not be on duty when they might endanger their health or the health of 
other employees a condition impairs their ability to perform the essential functions of 
their job or the employee poses a direct threat to self or others; and 

• There will be no abuse of leave privileges. 

b)  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. The Town may require a physician’s 
certification concerning the need of leave and the employee’s fitness to resume duties for: 

• Absence of three (3) or more consecutive work days; or 
• Third absence in any thirty (30forty-five (45) day period. 

V.14 Leave Pro-rated 
Holiday, vacation and sick leave, earned by full-time employees with hours different than the basic 
work week, shall be determined by the following formula: 

• The number of hours worked by such employees shall be divided by the number of 
hours in the basic thirty-seven and one-half (37.5) hour (forty (40) hours for PD) work 
week; 

• The percentage obtained in the previous step shall be multiplied by the number of hours 
of leave earned annually by employees working the basic work week; and 

• The number of hours in the previous step divided by twelve (12) shall be the number 
of hours of leave earned monthly by the employees concerned. 

V.15 Leave Without Pay 
a)  A full-time employee may be granted a leave of absence without pay for a period of up to 
twelve (12) months by the Town Manager. The amount of such leave shall generally be no more 
than twelve (12) months.  The leave shallmay be used for reasons of personal disability after both 
sick leave and desired amount of vacation leave have been exhausted, sickness or disability of 

Commented [MM13]: Changes made to comply with the 
Americans with Disabilities Act (ADA) and the Family 
Medical Leave Act (FMLA). 

Commented [EN14]: To comply with Family Medical 
Leave Act. 



 28 
PPAB 7549638v1 

immediate family members, 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. 

b)  The employee shall apply for leave in writing and submit that request to the supervisor. The 
employee is obligated to return to work by or before the leave end date approved by the Town 
Manager. Upon returning to work from leave without pay, the employee shall return to the same 
position held at the time leave was granted or to one of like classification, seniority, and pay. If 
the employee decides not to return to work, the supervisor shall be notified immediately. If 
necessary, the employee may request a leave extension from their supervisor. Failure to report at 
the expiration of a leave of absence, unless an extension has been requested and approved, may be 
considered a resignation. 

c)  An employee shall retain all unused vacation and sick leave while on Leave Without Pay. An 
employee ceases to earn holiday or leave credits on the date leave without pay begins. The 
employee may continue to be eligible for benefits under the Town’s group insurance plans at his 
or her own expense, subject to any regulation adopted by the Town and the regulations of the 
insurance carrier. If the Leave Without Pay is for a circumstance that coincides with other Town 
policies or USERRA then the provisions of those policies will apply. 

V.16 Workers’ Compensation Leave 
An employee that is absent from work because of a sickness or disability which is covered by the 
North Carolina Workers’ Compensation Act may elect to use accrued sick leave or vacation during 
the first waiting period. (See Workers’ Compensation Act for waiting period 
parametersperimeters.) The employee may also elect to supplement workers’ compensation 
payments with payment for accrued sick leave, vacation, or compensatory time earned prior to the 
injury, or begin workers’ compensation leave without pay during the waiting period provided that 
the combination of leave supplement and workers’ compensation payments do not exceed the 
employee’s standard net pay, they would receive when not receiving workers compensation 
benefits, after state and federal taxes. An employee on workers’ compensation leave may continue 
to be eligible for benefits under the Town’s group insurance plans. 

When workers’ compensation leave extends long enough for the waiting period to be reimbursed, 
the employee shall return the reimbursement check to the Town and have leave hours reinstated 
for all time covered by paid leave. When necessary, the Town will pay the employee for any unpaid 
time that is owed the employee. 

Limited Service employees will be placed on leave without pay effective with the date of injury. 
Once the waiting period is over, workers’ compensation covers two thirds of regular pay. 

Any workers’ compensation disability that qualifies under the requirements of any other Town 
policy shall run concurrently with such policy. An employee on workers’ compensation leave 
without pay may be permitted to continue to be eligible for benefits under the Town’s group 
insurance plans during the period of workers’ compensation leave. 
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Other insurance and payroll deductions are the responsibility of the employee and the employee 
must make those payments for continued coverage of that benefit. Any amounts owed are due and 
payable by the first of the month. 

An employee shall retain all unused vacation and sick leave while on Workers’ Compensation 
Leave Without Pay. An employee ceases to earn holiday or leave credits on the date Workers’ 
Compensation Leave without Pay begins. The employee may continue to be eligible for benefits 
under the Town’s group insurance plans at his or her own expense subject to the regulations of the 
insurance carrier. 

Upon reinstatement, an employee’s salary will be computed on the basis of the last salary earned 
plus any increment or other salary increase to which the employee would have been entitled during 
the disability covered by workers’ compensation. 

An employee on workers’ compensation leave may return to work on light or restricted duty after 
obtaining a physician’s statement stating the employee’s ability to do so. The decision to allow an 
employee back on light duty and to determine the location of the light duty rests with the Town. 

The Town reserves the right to have any employee get a second opinion on a medical condition by 
a doctor chosen by the Town at no cost to the employee. 

V.17 Short-Term Disability 
Short-Term Disability. If the Town provides Short Term Disability Insurance during the fiscal 
year of the employee’s disability, then the employee shall  may utilize the Short-Term Disability 
Insurance Program. 

In the event of a short-term disability of the employee and the Town does not provide Short Term 
Disability Insurance for that fiscal year, the employee may be allowed up to twelve (12) weeks of 
unpaid disability leave. The amount of such leave will generally be  up to twelve (12) weeks.  This 
leave will be without pay unless the employee elects to use sick or vacation leave as provided in 
this Section. However, disabilities differ, and based upon the physician’s return to work 
requirements, the Manager may shorten the duration of the disability leave but may not extend it 
to exceed twelve (12) weeks. Any combination of accumulated sick leave or vacation leave may 
be used to cover the absence required of the disability. The Town reserves the right under 
applicable law to require medical information and/or examination to substantiate an employee’s 
need for leave and/or ability to return to work to have any employee get a second opinion on a 
medical condition by a doctor chosen and paid for by the Town. 

V.18 Military and other USERRA Leave 
a)  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; 
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• Military Service Academies; and 
• Reserve Officer’s Training Corps (ROTC). 

b)  Employees 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. 

c)  Employees performing USERRA duty of more than thirty (30) days may elect to continue the 
Town’s health care for up to twenty-four (24) months but will be responsible for paying the 
insurance premiums up to one-hundred and two (1002) percent of the premium costs. Employees 
whose USERRA duty is less than thirty-one (31) days will have their health insurance coverage 
paid as if they were at work with the Town. 

Military Training 
d)  Military Training.  Permanent full-time employees who are members of the Armed Forces 
Reserve or National Guard shall be granted ten (10) workdays per year (annual military training) 
for military leave without pay. 

When an employee is engaged in annual military training and the gross base pay received from the 
military is less than the gross salary that would have been earned during this period as a Town 
employee, the employee shall receive partial compensation equal to the difference in the salary 
calculated on the base pay earned as a reservist or National Guard member and the salary that 
would have been earned during this same period as a Town employee. 

Also, as in annual military training, when, during extended active duty or military deployment, the 
employee’s gross base pay from the military is less than the gross salary that would have been 
earned during this period as a Town employee, the employee shall receive partial compensation 
equal to the difference in the military salary and the salary that would have been earned during this 
same period as a Town employee. The partial compensation will be paid on the same pay dates as 
the Town staff. 

On rare occasions, due to annual military training being scheduled on a federal fiscal year basis, 
an employee may be required to attend two periods of training in one calendar year. Under this 
circumstance, an employee shall be granted an additional ten (10) workdays of military leave 
during the same calendar year. If such duty is required beyond these additional ten (10) workdays, 
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 taking military leave, the employee’s 
leave credits and other benefits shall continue to accrue as if the employee physically remained 
with the Town during this period. Employees who are eligible for military leave have all job rights 
specified by the Vietnam Veterans Readjustment Act. 

Limited Service employees will be granted time off without pay to meet their military reserve or 
National Guard training obligations. 
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V.19 Reinstatement Following Military Service 
An employee called to extended active duty with the United States Armed Forces, who does not 
volunteer for service beyond the period for which called, shall be reinstated with full benefits 
provided the employee: 

• Applies for reinstatement within ninety (90) days after the release from military 
service; and 

• Is able to perform the duties of the former position or similar position; or 
• Is unable to perform the duties of the former position or a similar position due to 

disability sustained as a result of the military service but is able to perform the duties 
of another position in the service of the Town. In this case the employee shall be 
employed in such other position as will provide the nearest approximation of the 
seniority, status, and pay which the employee otherwise would have been provided, if 
available. 

V.20 Court/Civil Leave 
a)  A Town employee called for jury duty or as a court witness for the federal or state government, 
or a subdivision thereof, shall receive leave with pay for such duty during the required absence. 
The employee may keep fees and travel allowances received for jury duty. 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. 

b)  Employees appearing in court for personal or non-Town business or appearing voluntarily as a 
witness in another person’s case must use vacation leave or leave without pay for their time in 
court.  

V.21 Community Service Leave/Parental Involvement in Schools  
The Town’s Community Service Leave allowance provides one full working day of paid leave per 
calendar year to be used for an employee: 

• To meet with a teacher or administrator concerning a child over whom the employee 
has custody; 

• To attend any function sponsored by a school in which a child over whom the employee 
has custody is participating. This provision shall only be utilized in conjunction with 
non-athletic programs that are a part of or a supplement to the school’s academic or 
artistic program; 

• To perform school volunteer work approved by a teacher, school or program 
administrator; 

• To perform volunteer work associated with an education related organization; and 
• To participate in activities supported by a community service organization such as 

those that serve citizens with special needs including children, youth, and the elderly. 

An employee must receive approval from his or her immediate supervisor for use of community 
service leave. Department Heads may require proof of service for leave requested. This leave may 
not be carried over from one year to the next and employees shall not be paid for such leave upon 
termination. 
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V.22 Adverse Weather and Emergency Conditions 
Employees are expected to report to their regular work stations each regular workday and to make 
preparations in advance in order to ensure that they can get to work during inclement weather. 
When hazardous conditions delay the beginning of the regular workday, employees are expected 
to report to work by the time the Town Manager stipulates for the Town offices to open for 
business. 

When hazardous conditions prematurely end the regular workday, employees will be allowed to 
leave work at the time stipulated by the Town Manager. 

a) Procedure. Once the Town Manager makes a decision to close or delay the opening of Town 
offices, he or she will initiate a message to all staff members through phone or text message. 

b) Pay and Use of Leave Time. 

1. Unless the Town Manager stipulated otherwise, employees will receive regular pay when 
the office is closed due to inclement weather. 

2. Employees who report to work after the time of the delayed opening, or who do not report 
to work, or who leave work prior to the designated end of the work day, may use accrued 
compensatory leave or unpaid leave for the time absent from work. Employees may use 
accrued vacation leave for full workdays missed beyond the days that the Town offices 
may be closed. 

V.23 Bereavement Leave 
Bereavement leave may be granted when an employee has a death of an immediate family member. 
Bereavement leave may be granted up to a maximum of three full working days. The Town 
Manager is responsible for approval of any request for bereavement leave. 

V.24 Educational Leave with Pay 
With the approval of the Town Manager, a leave of absence at full pay may be granted to an 
employee to pursue educational opportunities which will better equip the employee to perform 
assigned duties. 

Employees on educational leave with pay continue to earn leave credits and any other benefits to 
which Town employees are entitled. 

V.25 Voluntary Shared Leave Policy 
The Town offers a Voluntary Shared Leave Policy whereby employees can donate vacation or sick 
leave to another employee who has been approved to receive shared leave because of a life crisis 
or medical condition of the employee or medical condition of an employee’s spouse, child, or 
parent. This policy covers all full-time employees. 

The full Voluntary Shared Leave policy statement can be found in the Appendix. 
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SECTION VI: EMPLOYEE BENEFITS 

VI.1 Eligibility 
All full-time and part-time employees of the Town are eligible for employee benefits as provided 
for in this Section. Although employee benefits are an important component of the employee’s 
complete compensation package, benefits and costs are subject to change. Questions regarding 
insurance coverage should be directed to the Human Resources Director. 

VI.2 Health, Vision and Dental Insurance 
a) Full-time Employees. The Town provides health, vision, and dental insurance as well as short-

term disability for full-time employees. 

With Town Manager approval, full-time employees may elect to use private health, vision, and 
dental insurance instead of Town provided insurance. In these cases, the Town may reimburse 
the employee for the cost of the coverage, not to exceed the cost of Town provided insurance. 

b) Part-time Employees. Part-time employees may elect vision and dental coverage by paying 
fifty (50) percent of the premium and may elect dependent dental and vision coverage by 
paying the full cost of the premium for the dependent coverage. The Town is required by 
Federal law to offer health insurance to any employee working thirty (30) hours per week or 
more. Part-time employees may elect to participate in the Town’s health insurance plan by 
paying the full cost of the premium. 

c) Other Employees. Employee positions working less than 1000 hours annually are not eligible 
for any benefits. 

VI.3 Other Group Insurance 
The Town provides Group Life insurance and Short-Term Disability insurance for each full-time 
employee subject to the stipulations of the insurance contract. Eligible employees may elect to 
purchase additional coverage and/or to insure other family members under the Town’s plan, at 
their own expense, subject to the stipulations of the insurance contract. 

VI.4 Other Optional Group Insurance Plans or Benefits 
The Town may make other group insurance plans, or other benefits, available to employees. These 
plans, or benefits, may include membership in the NC Local Government Employees Credit 
Union, and participation and contribution of pre-tax dollars to an account for unreimbursed 
medical or child care expenses under Section 125 of the Internal Revenue Service Code. The 
contribution to these additional plans, or benefits, will be the responsibility of the employee and 
not the Town. 

VI.5 Retirement Benefits 
As a condition of employment, each employee whose position requires that the employee work 
more than one-thousand (1,000) hours in a calendar year shall joinbe enrolled in the North Carolina 
Local Governmental Employees’ Retirement System when eligible. New hires who are current 
members of the NC Local or State Government Employees Retirement Systems shall be covered 
under the retirement system by the Town on their first day of employment. New hires who are not 
current members of the retirement system will be added to the retirement system thirty (30) days 
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after their start date. Employees who retire in good standing shall be awarded an appropriate 
retirement gift as determined by the Town Council. 

VI.6 Supplemental Retirement Benefits 
a) Non-Law Enforcement/General Employee. The Town will provide 401(k) supplemental 

retirement benefits to general employees by matching one (1) percent above their contribution 
up to a Town match of five (5) percent. 

b) Law Enforcement. The Town will also provide 401(k) supplemental retirement benefits to 
each law enforcement officer as prescribed by North Carolina State Law. 

VI.7 Social Security 
The Town, and its employees, shall participate in, and contribute to, the Social Security program 
as required by Federal law. 

VI.8 Workers’ Compensation 
All employees of the Town are covered by the North Carolina Workers’ Compensation Act and 
are required to report all injuries arising out of, and in the course of, employment to their immediate 
supervisors at the time of the injury in order that appropriate action may be taken at once. 

It is the responsibility of the injured employee to file the claim for compensation under the 
Workers’ Compensation Act. Claims must be filed with the North Carolina Industrial Commission 
within two years from date of injury. 

VI.9 Unemployment Compensation 
In accordance with Public Law 94-566 and subsequent amendments, local governments are 
covered by unemployment insurance. Town employees whose employment is terminated may 
apply for benefits through the local Employment Security Commission office, where a 
determination of eligibility will be made. 

VI.10 Employment Training/Education Assistance Program 
An employee may receive cost reimbursement for training and specific educational programs 
which the Town Manager has determined to be necessary or beneficial to the Town. All requests 
for personal training and/or educational programs will be documented in a contractual format. 
Documentation will include pre-approval of reimbursement rates, timelines, and requirements 
expected of the employee in order to be eligible for reimbursement. 

VI.11 Separation Allowance for Law Enforcement 
The Town pays a separation allowance to retired law enforcement officers, as specified in state 
statutes, subject to the following conditions: 

• The officer shall have completed thirty (30) or more years of creditable service, or have 
attained fifty-five (55) years of age and completed five (5) or more years of creditable 
service; 

• Not have attained sixty-two (62) years of age; 
• Have completed at least five (5) years of continuous service as a law enforcement 

officer immediately preceding a service retirement. 
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Separation allowance shall terminate at death, or on the last day of the month in which the officer 
attains sixty-two (62) years of age, or upon the first day of re-employment by a local government 
employer in any capacity. 

The officer, after separation from the Town, will notify the Town of any new employment, 
including the nature and extent of the employment, any change in employment status, and any 
discontinuation of employment, within five (5) business days of the change. Failure to notify the 
Town will make the former employee liable for any payments received after returning to active 
status in the retirement system. 

The Town may employ a retired officer on a contractual basis, or in a temporary or reserve 
capacity, as long as they do not work enough hours to require participation in the Local 
Government Employees’ Retirement System. 

Former Town law enforcement officers receiving the separation allowance may be re-employed 
in a manner that terminates their allowance. Their separation allowance will resume upon 
termination of employment provided they still meet all other eligibility requirements. 

VI.12 Employee Assistance Program 
The Town offers an Employee Assistance Program (EAP) to help employees resolve a wide range 
of problems that may have a negative effect on job performance. The EAP provides free and 
confidential services to employees and their immediate family members. Employees may choose 
to use the program, or they may be encouraged by their immediate supervisor when their job 
performance and/or behavior is unsatisfactory. 

The full EAP policy statement can be found in the Appendix. 
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SECTION VII: POSITION CLASSIFICATION PLAN 

VII.1 Purpose 
The position classification plan provides a complete inventory of all authorized and permanent 
positions in the Town service, and an accurate description and specification for each class of 
employment. The plan standardizes job titles, each of which is indicative of a definite range of 
duties and responsibilities. 

VII.2 Composition of the Position Classification Plan 
The classification plan shall consist of: 

• A grouping of positions in classes which are approximately equal in difficulty and 
responsibility which call for the same general qualifications, and which can be 
equitably compensated within the same range of pay under similar working conditions; 

• Class titles descriptive of the work of the class; 
• Written specifications for each class of positions; and 
• An allocation list showing the class title of each position in the classified service. 

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

• As a guide in recruiting and examining applicants for employment; 
• In determining lines of promotion and in developing employee training programs; 
• In determining salary to be paid for various types of work; 
• In determining personnel service items in departmental budgets; and 
• In providing uniform job terminology. 

VII.4 Administration of the Position Classification Plan 
The Town Manager or his/her designee Council shall allocate each position covered by the 
classification plan to its appropriate class and the Town Manager shall be responsible for the 
administration of the position classification plan. The Human Resources Director shall periodically 
review portions of the classification plan and recommend appropriate changes to the Town 
Manager. 

VII.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 Council. New positions shall be recommended to the Town Council with a recommended 
class title after which the Human Resources Director, 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 
Council and will be on file with the Human Resources Director. Copies will be available for review 
to all Town employees upon request. 

VII.6 Request for Reclassification 
Any employee who considers the position in which classified to be improper shall submit a request 
in writing for reclassification to such employee’s immediate supervisor, who shall transmit the 
request through the department director to the Human Resources Director. Upon receipt of such 
request, the Human Resources Director shall study the request, determine the merit of the 
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reclassification, and recommend to the Town Manager a revision to the classification and pay plan 
where necessary and such revision shall be submitted toapproved by the Town Council for 
approval. 

VII.7 Maintenance of the Classification and Pay Plan 
Because job duties change over time and the market pay rate changes at different rates for different 
jobs, comprehensive classification and pay plan reviews are needed periodically. When the 
organization is stable and budget allows, reviews are needed approximately every five years. When 
there is significant growth and/or change in the organization, comprehensive reviews are needed 
more frequently. 
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SECTION VIII: THE PAY PLAN 

VIII.1 Purpose 
The intent of this Pay Policy is to standardize the employee pay system in order to increase stability 
and predictability. Moreover, a fair and equitable pay policy, effectively implemented and 
regularly reviewed, has the added benefit of providing a clear and documented rationale for salary 
decisions and financial planning. Although standardization of the pay system provides 
predictability, it should not be construed as automatic or obligated. The employee pay system is a 
funded expense and, therefore, subject to economic variables as well as town budgetary pressures. 
Consequently, the pay system should be understood as a planning and decision tool that on 
occasion requires adjustment in order to align with town economic realities. The key components 
of the employee pay system include positions and descriptions, pay ranges, starting salaries, merit 
increases, bonuses, promotion/demotion procedures, and cost of living adjustments (COLA). 

VIII.2 Administration and Maintenance 
All staff personnel positions are recommended by the Town Manager and approved by the Town 
Council. 

VIII.3 Pay Ranges 
a) Every employee position will have an associated and approved pay range. 

b) A pay range delineates the minimum and maximum pay for each staff position. 

c) North Carolina League of Municipalities Annual Salary Survey will be used as a guideline for 
pay ranges. 

d) Selected positional pay ranges will account for required levels of education, training, 
experience, and responsibilities. 

e) The Town Council will approve all position pay ranges and changes to pay ranges. 

f) Pay Ranges can change due to a change to the position’s job description or to a Cost of Living 
Adjustment. 

VIII.4 Starting Salaries 
a) In determining an employee’s starting salary their skills, experience, and capacity for 

continued growth must be key determinants. 

b) When determining an employee’s starting salary, it is necessary to determine the potential 
employee’s years of applicable experience. This measure is a key determinant for the 
employee’s starting salary within the pay scale. As a point of general reference, the pay ranges 
from minimum pay to maximum pay can be thought of as a twenty-five (25) year timeline. 

c) Starting salaries will be negotiated and finally decided upon based on providing the best value 
to the Town. 

VIII.5 Pay Step Increases 
a) All employees will be considered for an annual pay step increase. 
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b) Pay step increases are not automatic, but instead are determined in accordance with the Town’s 
Performance Pay Program based on job performance during the previous year. 

c) Individual pay step increases can range from zero (0) to five (5) percent, with two (2) percent 
being the normal pay step increase for an employee meeting job performance standard or as 
otherwise determined by the Town’s Performance Pay Program. No individual annual pay step 
increase will exceed five (5) percent. 

d) Under normal conditions, the Town will budget payroll for an aggregate annual two (2) percent 
pay step increase. The sum total pay step increase to all employees will not exceed two (2) 
percent unless approved by Town Council. 

e) Individual pay step increases are annual and take effect as determined by the Town Manager. 

VIII.6 Performance Bonus 
a) A performance bonus is a monetary reward given in addition to an employee’s usual 

compensation. A performance bonus does not affectchange  an employee’s base salary. 

b) Supervisors may recommend an employee for a bonus for exceptional work performance. The 
Town Manager will approve all bonuses. 

c) Exceptional work performance includes initiatives, efforts, and accomplishments that exceed 
normal work standards and expectations. 

d) The Town will budget one (1) percent of annual payroll to be used for performance-based 
bonus rewards. 

e) Whenever possible, supervisors will publicly recognize bonus recipients. 

VIII.7 Promotion/Demotion 
a) A promotion or demotion includes both a change in job description as well as movement to a 

different pay scale. 

b) A promotion to a higher scale will result in an increase in salary. The new increased salary will 
be the greater ofsalary between the minimum salary of the new pay scale, or a salary increase 
of five (5) percent. In the event of highly skilled and qualified employees, 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 employees qualifications of the job and relative worth to the Town, taking into account that 
range of the position and relative qualifications of other employees in the same classification. 

c) A demotion to a lower pay scale will result in a lower salary. The new decreased salary will be 
the lower ofsalary between the maximum salary of the new pay scale, or a salary decrease of 
five (5) percent. 
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VIII.8 Cost of Living Adjustment (COLA) 
AThe COLA is based on the percentage increase of the Consumer Price Index (CPI) for the 
previous twelve (12) months. If there is no increase in CPI, or the CPI is negative, there is no 
COLA.  The amount, if any, of a COLA is entirely within the discretion of the Town Council. 

The COLA percentage increase will apply equally to all employee salaries and is effective on the 
first day of the fiscal year.  

VIII.9 Change in Pay Rates  
The Town Manager may authorize changes in pay rates within the established ranges for 
meritorious service and at other times when circumstances warrant, including when an employee 
is remaining in their current position classification and taking on additional responsibilities. The 
Town Manager may set the salary at an appropriate rate in the range which he determines to be 
reflective of the additional responsibilities of the employee. In the event that the added 
responsibilities warrant a change in position classification, the reclassification provision will 
apply. 
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SECTION IX: UNSATISFACTORY JOB PERFORMANCE AND PERSONAL 
MISCONDUCT 

IX.1 Disciplinary Action for Unsatisfactory Job Performance 
A regular employee may be placed on disciplinary suspension, demoted, or dismissed for 
unsatisfactory job performance, if after following the procedure outlined below, the employee’s 
job performance is still deemed to be unsatisfactory. All cases of disciplinary suspension, 
demotion, or dismissal must be approved by the Town Manager prior to giving final notice to the 
employee. 

These procedures are not applicable to probationary employees. 

IX.2 Unsatisfactory Job Performance Defined 
Unsatisfactory job performance includes any aspect of the employee’s job which is not performed 
as required to meet the standards set by the Department Head, supervisor or Town Manager. 
Examples of unsatisfactory job performance include, but are not limited to, the following: 

• Demonstrated inefficiency, negligence, or incompetence in the performance of duties; 
• Outside of documented disability, the physical or mental inability to perform duties; 
• Absence without approved leave; 
• Improper use of leave privileges; 
• Failure to report for duty at the assigned time and place; 
• Failure to complete work within time frames established in work plan; 
• Failure to meet work standards; 
• Failure to use prescribed safety equipment or to follow established safety regulations; 

and 
• Failure to maintain certifications required by the job. 

IX.3 Communication and Warning Procedures Preceding Disciplinary Action for 
Unsatisfactory Job Performance 
When an employee’s job performance is unsatisfactory, the supervisor willis encouraged to meet 
with the employee as soon as possible to discuss the specific performance problems.  However, in 
the case of willful or serious violations of standards all warnings, counseling and plans may be 
dispensed with and employees may be dismissed. 

An employee whose job performance is unsatisfactory should normally receive at least one 
counseling session before dismissal. The supervisor will record the date of the counseling, the 
performance deficiencies discussed, the corrective actions recommended, the time limits set for 
correction, and the consequences, up to and including dismissal if the employee’s performance is 
not corrected. 

The supervisor will document both the counseling session and the plan for improvement. The 
employee shall sign and receive a copy of both documents. The supervisor will retain all 
documentation in the employee’s personnel file. 

If the employees’ performance does not improve within the time frame documented in the plan for 
improvement, a written recommendation will be sent to the Town Manager for final approval 
regarding suspension, demotion, or dismissal. 
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IX.4 Disciplinary Actions for Personal Misconduct  
With Town Manager approval, an employee may be placed on disciplinary suspension, demoted, 
or dismissed without prior warning for causes relating to personal conduct detrimental to the Town. 

IX.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 has 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, any of the following: 

• Fraud, theft, dishonesty or purposeful misrepresentation, including falsification of 
employment application; 

• Commission of acts that would constitute a felony or Cconviction for a felony or the 
entry of a plea of “no contest” thereto; 

• Falsification of records; 
• Willful misuse, theft, or gross negligence, in the handling of Town funds; 
• Willful or wanton damage or destruction to property; 
• Willful or wanton acts that endanger the lives and property of others; 
• Violation of the zero-tolerance policy for workplace violence as stated herein; 
• Violation of the zero-tolerance substance abuse policy as stated herein; 
• Engaging in incompatible employment or serving a conflicting interest; 
• Request or acceptance of gifts exceeding Town policy; 
• Engaging in political activity prohibited by NC General Statute 160A-169; 
• Harassment of or retaliation against an employee(s) and/or the public of any kind; 
• Stated refusal to perform assigned duties or flagrant violation of work rules and 

regulations; 
• Careless, negligent or improper use of Town property or equipment;  
• Insubordination; or 
• Failure to follow the chain of command to address work-related issues.; or 
• Improper interference with the ability of Town employees to perform their job duties 

IX.6 Types of Disciplinary Actions and Pre-disciplinary Conference 
Employees may be disciplined for unsatisfactory job performance or personal misconduct at the 
recommendation of their supervisor. The decision on appropriate discipline is made by the Town 
Manager. 

a) Suspension. Disciplinary suspensions are for the purpose of communicating the seriousness of 
the performance deficiency or misconduct and shall be without pay. 

1. Non-exempt employees: May be for short periods and should not generally exceed three 
thirty (30) days. 

2. Exempt employees: In accordance with FLSA requirements to maintain exempt status, 
suspensions for exempt employees shall normally be for one (1) full work week, especially 
if the suspension is for unsatisfactory job performance issues. In accordance with FLSA, 
suspensions of less than a week are authorized for major safety violations or infractions of 
workplace personal conduct rules. 
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b) Demotion. Demotion is appropriate when an employee has demonstrated the inability to 
perform successfully in the current job but may be able to perform successfully in a lower level 
job, providing there is an existing vacancy in a lower level job for which they meet the 
minimum requirement.  Demotion is also available as a disciplinary measure for unsatisfactory 
job performance or detrimental personal conduct. 

c) Dismissal. Termination is appropriate when the employee has shown to be unwilling or unable 
to perform work in a manner that meets the work and conduct standards of the Town, has 
exhibited unsatisfactory job performance, or engaged in detrimental personal conduct. 

d) Pre-disciplinary Conference. Before suspensions, demotion, or dismissal action is taken, 
whether for failure in personal conduct or failure in performance of duties, the Town Manager 
and the employee’s supervisor mayshall offer to the employee the opportunity for conduct a 
pre-disciplinary conference. At this conference, the employee may present any response to the 
proposed disciplinary action. 

The Town Manager will consider the employee’s response, if any, to the proposed disciplinary 
action, and will, within three (3) working days following the pre-disciplinary conference, 
notify the employee in writing what, if any, disciplinary action will be taken. The notice of the 
final disciplinary action shall contain the reasons for the action and the employee’s appeal 
rights.  If the employee declines the opportunity for a pre-disciplinary conference or fails to 
respond the Town Manager may proceed to take final disciplinary action. 

If the employee was suspended without pay and the suspension is not upheld upon appeal, the 
Town Manager will authorize back pay for the time of suspension. 

IX.7 Non-Disciplinary SuspensionAdministrative Leave With or Without Pay 
During the investigation, hearing, or trial of an employee on any criminal charge, or during an 
investigation related to alleged personal misconduct, or during the course of any civil action 
involving an employee, when suspensionadministrative leave would, in the opinion of the 
employee’s supervisor or Town Manager, be in the best interest of the Town, the Town Manager 
may placesuspend the employee on administrative leave for part or all of the proceedings as a non-
disciplinary action. In such cases, the Town Manager may: 

• Temporarily relieve the employee of all duties and responsibilities and place the 
employee on paid or unpaid leave, as circumstances dictate, for the duration of the 
suspension; or 

• 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 suspensionadministrative leave such employee shall 
not lose any benefits including pay of which otherwise the employee would otherwise have been 
entitled had the suspensionadministrative leave not occurred. If the employee is terminated 
following administrative leavesuspension, the employee shall not be eligible for any pay, accrued 
vacation and sick leave from the date of the leavesuspension; however, any other benefits are 
maintained during the leavesuspension period. 
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SECTION X: GRIEVANCE PROCEDURE AND ADVERSE ACTION APPEAL 

X.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 Section is to outline the procedure and to 
assure all employees that a response to their complaints and grievances will be prompt and fair.  

Employees utilizing the grievance 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. 

X.2 Grievance Defined 
A grievance is a claim or complaint by a current or a former employee based upon an event or 
condition, which affects the circumstances under which an employee works, allegedly caused by 
misinterpretation, unfair application, or lack of established policy pertaining to employment 
conditions. Non-grievable subjects include: 

• Salaries, wages, or fringe benefits provided by the Town; and  
• Organizational or operational changes adopted by the Town including but not limited 

to hours of work, assignments and reassignments, reductions in force, licenses and 
certifications, types of training, residency requirements, and other specified conditions 
of employment, including those accepted at the time of employment but subsequently 
changed. 

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

• Providing employees with a procedure by which their concerns can be considered 
promptly, fairly, and without reprisal; 

• Encouraging employees to express their concerns about the conditions of work which 
affect them as employees;  

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

• Increasing employees’ confidence that personnel actions taken are in accordance with 
established, fair, and uniform policies and procedures;  

• 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 in the chain of command; and  

• Creating a work environment free of continuing conflicts, and  disagreements, and 
negative feelings about the Town or its leaders..  

X.4 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.  
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The Town Manager may rescind a disciplinary suspension, demotion or dismissal up to at any 
point in the process prior to an appeal to Town Council. When the grievance involves a decision 
made by the Town Manager, the grievance will be submitted to the Town Council. 

a) Step 1: 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 as a resource to help 
resolve the grievance.  

In addition, the employee, supervisor or Department Head may request in-house mediation or 
from other qualified parties to resolve the conflict. Mediation is the process where a neutral 
party assists the parties in conflict with identifying mutually agreeable solutions or 
understandings. Mediation may be used at any step in the process when mutually agreed upon 
by the employee, their supervisor, and the Town Manager. Mediation proceedings will be 
documented.  

b) Step 2: Formal Grievance. If a resolution to the grievance has not been reached informally, 
the employee who wishes to pursue a formal grievance shall present the grievance to the 
appropriate supervisor or Department Head.  

The grievance must be written and presented within ten (10) working days of the event or 
condition or within ten (10) working days of learning of the event or condition. The written 
grievance should identify the event or condition that is the basis for the grievance and the 
reason the aggrieving employee believes it to be such. The employee should provide as much 
detail as possible so that the supervisor may evaluate the grievance effectively.  

The supervisor shall respond to the grievance within ten (10) working days after receipt of the 
grievance. The supervisor should, and is encouraged to, consult with any employee of the 
Town to gather facts or information in order to reach a correct, impartial, fair and equitable 
determination or decision concerning the grievance. Any employee consulted by the supervisor 
is required to cooperate to the fullest extent possible.  

The response from the supervisor will be in writing and signed by both the supervisor and the 
employee. The responder at each step shall send copies of the grievance and response to the 
Town Manager.  

c) 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 (10) working days after 
receipt of the response from Step 2. The Town Manager shall respond to the appeal, stating the 
decision within ten (10) working days after receipt of the appeal. The Town Manager’s 
decision shall be final. However, iIn the event that the Town Manager is the supervisor, the 
Town Manager’s decision is the final decision. employee will appeal to the Town Council 
within ten (10) working days using the same grievance procedure if the employee believes that 
the employment decision was based on any of the reasons outlined in IX. 5. The Town Council 
will be the appellate with final decision.  

The Town Manager shall notify the Town Council of any impending legal action.  
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All documents used in this procedure must be dated and signed by the employee and the 
supervisor involved and placed in the employee’s personnel file.  

In cases where the Town Manager has been significantly involved in determining disciplinary 
action, including dismissal, the Town Manager may wish to obtain a neutral outside party to 
provide mediation or make recommendations. Such neutral parties might consist of human 
resource professionals, attorneys, or mediators. 

X.5 Appeals Procedure 
While employees are encouraged to use the above grievance procedure, they shall also have the 
right to appeal directly to the Town Manager if the employee believes that any employment action 
discriminates illegally (i.e. is based on age, sex, race, color, sexual orientation, gender identity, 
national origin, religion, political affiliation, non-job related disability, marital status or genetic 
information) or is based on harassment, fraud, theft, gross abuse of authority, or a violation of State 
or Federal law. The Town Manager may, in appropriate situations, will notify the Mayor and 
Council of the situation and the appeal.  

An employee or applicant should appeal a grievance decision on an alleged act of discrimination 
as soon as possible but in any case, within ten (10) days.may appeal up to six months following 
the action.  

1. The grievant must submit a written complaint to the Town Manager within ten (10) 
working days of the alleged harassing action.  

2. The Town Manager shall take appropriate remedial action within ten (10) working days 
from receipt of the written complaint or the conclusion of any investigation or report of 
investigation, whichever is later, unless the Town Manager has waived the ten (10) day 
period and the grievant agrees with such waiver. The waiver and acknowledgement shall 
be agreed to and in writing and signed by all parties.  

3. The Town Manager shall determine what actions are appropriate if the complaint is 
determined to be foundedwill result from the grievant’s written complaint and provide a 
written response to the grievant.  

4. The Town Manager’s decision shall be the final decision.grievant may appeal directly to 
the Mayor and Town Council within ten (10) working days of the receipt of the Town 
Manager’s written response if not satisfied with the Manager’s response to the complaint. 
The Town Manager will inform the grievant of this appeal process and provide the 
appropriate contact information.  

5. The Town Manager maywill inform the Council of the complaint and action taken if it is 
deemed appropriate.at the earliest meeting following the receipt of the complaint. In the 
event the Town Manager is the alleged offending party, the same process shall be 
followed.grievant shall notify the Mayor and the Mayor Pro Tem by written complaint 
within ten (10) working days of the event. The Mayor and the Mayor Pro Tem will schedule 
a meeting to determine appropriate steps or action to be taken. The Mayor and Mayor Pro 
Tem are given discretionary authority to decide if the Town Manager should either be 
suspended or separated from the work environment prior to convening a full council 
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meeting to address the grievant’s complaint. A majority of the Town Council must agree 
on the appropriate subsequent action and must document the action in writing prior to 
effecting any further suspension or separation from work environment.  Commented [MM27]: Same as above. 
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SECTION XI: RECORDS AND REPORTS  

XI.1 Public Information  
In compliance with NC General Statute 160A-168, the following employee information is a matter 
of public record: name; age; date of original employment or appointment to the service; the terms 
of any contract, or employment agreement, under which the employee is employed; current 
position title; current salary; date and amount of the most recent salary increase or decrease; date 
of the most recent promotion, demotion, transfer, suspension, separation, or other change in 
position classification; and the office to which the employee is currently assigned; date and general 
description of the reasons for each promotion with the Town; date and type of each dismissal, 
suspension, or demotion for disciplinary reasons taken by the Town. If the disciplinary action was 
a dismissal, copies 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.  

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. Request for such information shall be 
submitted in writing to the Town Clerk. An appointment to review the information shall be made 
with the Town Clerk at a time that is satisfactory to both the Town and the person requesting the 
information.  

For the purposes of this subsection of law, the term “salary” includes pay, benefits, incentives, 
bonuses and deferred, and all other forms of compensation, paid by the Town. Employment 
contracts are public information.  

XI.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:  

• The employee, or their duly authorized agent, may examine all portions of the 
employee’s personnel file except letters of reference solicited prior to employment, and 
information concerning a mental or physical medical disability that a 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 employeeThe Town Manager, 
Police Chief, and Human Resources 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; or  

• An employee may sign a written release to be placed in his or 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.  

Even if considered part of an employee’s personnel file, the following information regarding any 
sworn law enforcement officer shall not be disclosed to an employee, or any other person, unless 
disclosed in accordance with NC General Statute 132-1.4, or in accordance with NC General 
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Statute 132-1.10, or for the personal safety of that sworn law enforcement officer or any other 
person residing in the same residence:  

• Information that might identify the residence of a sworn law enforcement officer;  
• Emergency contact information; or  
• Any identifying information as defined in NC General Statute 14-113.20.  

XI.3 Personnel Actions  
The Town Manager will prescribe the necessary forms and reports for all personnel actions and 
will retain records necessary for the proper administration of the personnel system. 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 and insurance records, letters of recommendation, and other personnel-
related documents. The files maintained by the Human Resources Director shall be the official 
files for all agencies of the Town.  

XI.4 Records of Former Employees  
The provisions for access to records apply to former employees the same as they apply to present 
employees.  

XI.5 Remedies of Employees Objecting to Material in File  
An employee who objects to material in their personnel file may place a statement in the file 
relating to the material considered to be inaccurate or misleading. The employee may seek removal 
of such material in accordance with established grievance procedures.  

XI.6 Penalties for Permitting Access to Confidential Records  
Section 160A-168 of the NC General Statutes 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 NC General Statutes.  

XI.7 Examining and/or Copying Confidential Material without Authorization  
Section 160A-168 of the NC General Statutes 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 NC General 
Statutes.  

XI.8 Destruction of Records Regulated  
Destruction of Public Records must be in accordance with the laws and procedures provided for 
such.  

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 State Department of Cultural 
Resources. Whoever unlawfully removes a public record from the office where it is usually kept, 
or whoever, alters, defaces, mutilates or destroys it will be guilty of a misdemeanor and upon 
conviction will be fined in an amount provided in NC General Statute 132-3. 
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APPENDIX 
ADMINISTRATIVE PROCEDURES  
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A.1. Employee Assistance Program  

Purpose:  
The Town offers an Employee Assistance Program (EAP) to help employees resolve a wide range 
of problems that may have a negative effect on job performance.  

Procedure:  
Confidential counseling services are available to employees and their immediate family members. 
Employees are encouraged to use the EAP when they are experiencing problems that may have an 
impact on their ability to be productive at work. Employees may choose, or may be encouraged by 
their supervisor, to use the program when job performance and/or behavior is unsatisfactory.  

Employees participating in the EAP are required to meet existing job performance standards. Use 
of the EAP does not replace the use of established procedures for managing unsatisfactory job 
performance and/or behavior.  

The Town will not have access to EAP records without written permission from the employee. All 
individual rights to confidentiality will be assured in the same manner as any other health records.  

Use of the EAP will not jeopardize the employee’s employment status or promotion opportunities. 
With approval, employees may use accumulated sick, vacation, or compensatory leave for 
scheduled EAP appointments.  

The Town will provide up to six (6) initial EAP visits. EAP visits after the initial Town-provided 
visits will be paid for by the employee. The EAP may recommend additional assistance that may 
be covered by health insurance or available through community funded or self-help organizations.  
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A.2. Family and Medical Leave  

Purpose:  
Until the Town has 50 employees, the provisions of the Federal Family Medical Leave Act 
(FMLA) do not apply. However, the Town elects to provide some of the same provisions as 
specified below.  

The Town may grant up to twelve (12) weeks of family and medical leave per twelve (12) 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 must be used first, followed by any 
holiday, sick or vacation time, once compensatory has been exhausted. Unpaid leave will be 
granted only when the employee has exhausted all appropriate types of paid leave. Additional time 
away from the job beyond the twelve (12) week period may be approved in accordance with the 
Town’s Leave without Pay policy.  

The request for the use of leave must be made in writing by the employee and approved by the 
Town Manager.  

Procedure:  
To qualify, the employee must have worked for the Town twelve (12) months or fifty-two (52) 
weeks; these do not have to be consecutive. However, the employee must have worked 1,250 hours 
during the twelve (12) month period immediately before the date when the FMLA time begins.  

Family and medical leave can be used for the following reasons:  
• The birth of a child and in order to care for that child;  
• The placement of a child for adoption or foster care;  
• To care for a spouse, child, or parent with a serious health condition;  
• The serious health condition of the employee; or  
• 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 (3) days would be considered a serious 
health condition.  

If a husband and wife both work for the Town and each wish to take leave for the birth of a child, 
adoption or placement of a child in foster care, or to care for a parent (not parent in-law) with a 
serious health condition, the husband and wife together may only take up to a total of twelve (12) 
weeks leave.  

An employee taking leave for the birth of a child may use paid sick leave for the period of actual 
disability, based on medical certification. The employee shall then use all paid vacation, accrued 
compensatory time and leave without pay for the remainder of the leave period.  
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“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:  

• Deployment of service member with seven or fewer days’ notice;  
• 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 (5) days leave to spend with a covered military member who is on 

short-term temporary rest and recuperation leave during deployment;  
• 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  

• Post-deployment activities for a period of ninety (90) days after the termination of the 
service member’s active duty status.  

Military Caregiver Leave: An employee whose spouse, son, daughter, parent or next of kin is a 
current service member who is undergoing treatment, therapy, recuperation or outpatient treatment 
or has temporary disability retirement for injury or illness sustained in the line of duty, may be 
eligible for twenty-six (26) weeks of FMLA leave in a single twelve (12) month period. During a 
single twelve (12) month period, the employee may be eligible for a total of twenty-six (26) weeks 
of all types of leave combined.  

The request for the use of leave must be made in writing by the employee and approved by the 
department director or Town Manager.  

An employee who takes leave under this policy may return to the same job or a job with equivalent 
status, pay, benefits, and other employment terms. The position may be the same or one which 
entails substantially equivalent skill, effort, responsibility, and authority.  

Medical Certification:  
In order to qualify for leave under this policy, the Town requires medical certification. This 
statement from the employee’s or the family member’s physician should include the date when the 
condition began, its expected duration, diagnosis, and brief statement of treatment. For the 
employee’s own health condition, it should state that the employee is unable to perform the 
essential functions of his/her position. For a seriously ill family member, the certification must 
include a statement that the patient requires assistance and the employee’s presence would be 
beneficial or desirable.  

This certification should be furnished at least thirty (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 fifteen (15) days from the date of the employee’s request). The 
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certification and request must be made to the department director and filed with the Human 
Resources Director.  

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

Retention and Continuation of Benefits:  
When an employee is on leave under this policy, the Town may continue the employee’s health 
benefits during the leave period at the same level and under the same conditions as if the employee 
has continued to work. If an employee chooses not to return to work for reasons other than a 
continued serious health condition, the Town will require the reimbursement of the amount paid 
for the employee’s health insurance premium during the leave period.  

Other insurance and payroll deductions are the responsibility of the employee and the employee 
must make those payments for continued coverage of that benefit by the first of each month. After 
using all paid leave for which the employee qualifies, the employee on family and medical leave 
may use Leave without Pay for the remainder of the leave period. An employee ceases to earn 
holiday or leave credits on the date leave without pay begins.  
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A.3. Performance Pay Program  

Purpose:  
The purpose of the Performance Pay Program is to:  

1. To provide a systematic program to reward employees based on job performance, 
accomplishments, and contributions to the organization within budgetary allocations;  

2. To provide recognition and demonstrate appreciation for job performance;  
3. To provide a method of moving employees within the salary range that results in a 

competitive actual salary and employee retention; and  
4. To provide incentive for continuous performance improvement and productivity and to 

maintain a high level of employee performance and morale.  

a) Definitions  

Calendar Month  The period from a particular date in one month to the same date in the 
next month. For example, from April 4th to May 4th.  

Minimum  The pay table will be designed with a Minimum Rate, which is the entry 
level rate for the pay grade. Employees meeting the requirements on 
their respective class specification should be hired at the Minimum 
Rate. Employees who significantly exceed the education and 
experience requirements on their respective class specification may be 
considered for hiring above the minimum.  

Maximum  The pay table will also be designed with a Maximum Rate, which is a 
rate that is fifty (50) percent greater than the Minimum Rate.  

 

Procedure:  
a) Responsibilities  

1. Responsibility of the Town Manager:  
• The Town Manager will recommend to the Board sufficient funding to insure an 

effective Performance Pay program.  
• The Town Manager will make decisions regarding when to award Performance Pay to 

department heads.  
• The Town Manager will monitor the Performance Pay program in the organization for 

consistency, fairness, accurate and complete information, and sufficient 
documentation.  

• The Town Manager may overturn the decision of department heads to award 
performance pay increases due to inconsistencies, failure to follow established policies 
and procedures, funding availability, lack of sufficient documentation, or other 
circumstances dictate.  

• The Town Manager will designate the month for employees to conduct the annual 
performance evaluations.  

2. Responsibility of the Department Heads:  
• Department heads will make performance pay decisions in the department, subject to 

the review and approval of the Town Manager based on completing and/or reviewing 
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the Performance Review and Employee Development forms completed by immediate 
supervisors and upon any other information that is needed.  

• Department Heads will make performance pay decisions regarding increases for their 
subordinates.  

• Prior to communicating a rating of “Outstanding”, “Exceeds Job Expectations”, or 
“Fails to Meet Job Expectations” to an employee, Department Heads will receive 
approval from the Town Manager. For all other ratings, Department Heads will 
communicate their recommendations to employees, explaining that the 
recommendation is subject to the review and approval of the Town Manager.  

• Department Heads will monitor the Performance Pay program in their respective 
department to ensure consistency, fairness, accuracy, complete information, and 
sufficient documentation.  

• Department Heads are responsible for ensuring that performance pay increases stay 
within budgetary allocations.  

3. Responsibility of the HR Director:  
• The HR Director will monitor the Performance Pay program in the organization for 

consistency, fairness, accurate and complete information, and sufficient 
documentation.  

• The HR Director will provide internal consultation on the policy and use of the program 
to employees, supervisors, and management.  

• The HR Director will also provide recommendations for any needed improvement to 
the program and provide administrative support to management.  

b) Performance Pay Amounts  
Performance pay amounts (pay step increase and performance bonus) will be awarded based 
on the overall performance rating the employee receives for the full year on the final 
performance review form.  

Performance pay amounts may vary from year to year depending on budget availability and 
market adjustment amount. Unless the Town Council decides otherwise, the following 
schedule will apply:  

Performance 
Categories Instrument Rating 

Pay Step  
Increase 

Performance  
Bonus 

Outstanding 3.76 - 4.00 2.0% 2.0% 
3.51 - 3.75 2.0% 2.0% 

Exceeds Job 
Expectations 

3.26 - 3.50 2.0% 1.0% 
2.75 - 3.25 2.0% 1.0% 

Achieves Job 
Expectations 

2.26 - 2.75 2.0% 0.5% 
1.75 - 2.25 2.0% 0.5% 

Needs  
improvement 

1.26 - 1.75 0.0% 0.0% 0.71 - 1.25 
Fails to Meet Job 

Expectations 
0.36 - 0.7 0.0% 0.0% 0.00 - 0.35 
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This funding is not a guarantee, and the Town Manager in his/her sole discretion may overturn 
the decision of department heads to award performance pay increases and/or performance pay 
bonuses due to inconsistencies, failure to follow established policies and procedures, funding 
availability, lack of sufficient documentation, or other circumstances dictate.  

An employee whose performance fails to meet expectations will have the performance review 
scheduled again in no more than three months. If the employee’s performance is rated “Needs 
Improvement” or “Fails to Meet Expectations” the disciplinary process will continue.  

An employee in probationary status or an employee hired, promoted, or having successfully 
completed a probationary period less than three full calendar months prior to the start of the 
month designated by the Town Manager for employees to conduct performance evaluations is 
not eligible for any Performance Pay increases. However, an employee hired, promoted, or 
having successfully completed a probationary period three or more full calendar months but 
less than twelve (12) full calendar months before the start of the month designated for 
employees to conduct performance evaluations is eligible to receive a pro-rata portion of the 
appropriate performance pay amounts.  

For example, if the month designated for employees to conduct performance evaluation starts 
October 1st and an employee was hired or promoted on September 15th, the employee would 
not be eligible for a performance pay increase. Similarly, an employee hired or promoted on 
July 16th would not be eligible for a performance pay increase. In contrast, an employee who 
was hired or promoted on April 1st (i.e. six (6) full calendar months prior to October 1st) would 
be eligible for fifty (50) percent of the performance pay amount as determined by this policy. 
Using the example where the employee was hired or promoted on April 1st and this employee 
was scored for a two (2) percent increase, then the employee would receive one (1) percent 
(six (6) out of twelve (12) full calendar months = fifty (50) percent multiplied by two (2) 
percent).  

c) Maximum Rate Performance Pay Bonus & Part-time Employees  
1. Maximum Rate Performance Pay Bonus:  

• Employees who are at the Maximum Rate of the salary range for their position 
classification are eligible to be considered for a Maximum Rate Performance Pay 
Bonus. These bonuses shall be awarded based upon the performance of the employee 
as described in the Performance Review and Employee Development forms.  

• An employee’s base salary may not move above the maximum of his or her assigned 
salary range. Therefore, if an employee’s current salary is below the maximum of the 
salary range but awarding the full performance pay amount places an employee above 
the maximum, then 1) the employee will receive the amount in base pay that places 
him or her at the maximum of the range; and 2) the employee will receive the amount 
that would place him or her above the maximum in a lump sum amount.  

• A “Maximum Rate Performance Pay Bonus” is different from a “Performance Bonus”.  

2.  Part-Time Employees:  
• Part-time employees are not eligible for the performance pay increases except as 

follows. Permanent part-time employees, who have worked an average of twelve (12) 
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hours or more per week for a full-year prior to the evaluation, are eligible for a pay step 
increase but not a performance pay bonus.  

d)  Performance Pay Eligibility Dates  
Employees will be considered for a performance pay increase following the designated month 
for employees to conduct performance evaluations. Performance pay begins on the first day of 
the payroll period immediately following the review date or as otherwise determined by the 
Town Manager.  

e) Documentation  
All Performance Review and Employee Development forms will be signed by the employee, 
supervisor and department head and forwarded to Human Resources and the Town Manager 
with any accompanying memoranda and/or other documentation for review and filing. The 
employee shall be given access to a copy of the forms and other documents to keep as 
requested.  

f) Appeals  
Any employee who believes that his or her performance pay decision is unfair or inaccurate 
may make a formal appeal by following the grievance procedure in the Personnel Policy. 
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A.4. Performance Review and Employee Development Program  

Purpose:  
To establish and maintain a performance review and employee development program that 
contributes to organizational excellence, increases accountability, and focuses on continuous 
employee development and recognition of the performance levels of all employees. This will be 
accomplished through the following objectives and instruments:  

a) Objectives  
1. Continuous Performance Improvement: To regularly discuss the performance of all Town 

employees based on job-related criteria; to provide performance coaching, encouragement, 
and exploration of optional approaches where needed; to identify during discussions both 
accomplishments and areas for employee performance development; to discuss specific 
plans to bring about continuous improvement for each employee and the organization as a 
whole that translates into increasing service excellence for our customers and citizens.  

2. Communications: To create and nurture an atmosphere for open and direct two-way 
communications between supervisors and employees concerning job performance and 
requirements. To ensure that performance is discussed on a regular, on-going basis between 
supervisors and employees so that there are no surprises in the annual performance review. 
To build a partnership based on mutual respect and increase the trust in the relationship 
between employees and supervisors. To provide a format for supervisors, when they 
choose, to request and receive feedback from employees. To ensure that employees know 
how their jobs and their goals fit into overall organizational and departmental mission and 
goals.  

3. Recognition: To establish a program of on-going feedback whereby employees receive 
recognition and appreciation for their good performance, accomplishments and 
achievements and feel affirmed for the contributions they make to the organization.  

4. Retention: To encourage employee development and engagement with their work and with 
the organization and discuss employee needs in a way that results in enhanced employee 
retention.  

5. Employee Training /Career Development: To develop information which can be used 
jointly by supervisors and employees to determine appropriate training needs and resources 
including on-the-job training. To discuss and identify how employees can prepare for 
potential advancement opportunities where appropriate.  

6. Goal-setting: To enable employees to establish clear, challenging and achievable goals in 
collaboration with their supervisors. To ensure that employees know how their jobs and 
their goals fit into the overall organizational and departmental mission, processes, and 
goals.  

7. Service Excellence: To communicate, promote, and provide accountability for the Town’s 
commitment to service excellence.  
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8. Reinforce “The Stallings Way”: To reinforce and promote the Town’s unique culture 
known as “The Stallings Way” including teamwork, respect, commitment, integrity, & 
collaboration.  

9. Personnel Actions: To provide background information and objective and accurate 
documentation for consideration as a basis for any personnel actions or decision that may 
arise, including performance pay, disciplinary actions, and promotions.  

b) Instruments  
1. Performance Review and Employee Development Program Instruments: Instruments will 

be developed for use with employees of the Town based on the occupational groups as 
identified in the Addendum. The instruments contain performance criteria that are 
behaviorally anchored for each of the five levels of performance identified in Section V of 
this policy. The Town Manager is authorized to change the occupational groups as he/she 
deems necessary.  

2. Performance criteria: Performance criteria refer to the behaviorally anchored language 
mentioned in number one above and are developed based on input by employees and 
supervisors. Performance criteria are written using the following criteria:  
• Clearly job-related;  
• Stated in terms of behavior that can be observed;  
• Specific and descriptive of the behavior;  
• Focused on results/outputs, not inputs, effort, etc. and  
• Measurable, when possible, and feasible.  

3. Weights: Weights should be established in a meeting jointly with the employee(s) and 
supervisor(s) at the beginning of the performance review period as part of communicating 
and understanding job requirements. All weights should add up to one-hundred (100) 
percent. Weights should be established individually where jobs are unique and in a team 
approach where multiple employees have the same job duties. Weights should be reviewed 
annually by those who originally established them to determine if they are still accurate.  

Procedure:  
a) Responsibilities  

Each person or group identified below has a very important role to play in the Performance 
Review and Employee Development Program to ensure the overall program’s success. 
Because this program has a significant interdependence component, the effectiveness of each 
person in performing each aspect of his/her role may substantially affect the overall 
effectiveness of the program for the Town.  

1. Responsibility of the Town Council:  
• Providing a clear mission and vision to guide the organization;  
• Supporting the program;  
• Adopting policies to govern the program; and  
• Reinforcing the Council-Manager form of government by valuing and supporting the 

Town Manager’s role as program administrator.  
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2. Responsibility of the Town Manager:  
• Educating, promoting, and keeping the Board informed of program status;  
• Ensuring a policy is developed and maintained to guide the program;  
• Monitoring the program for:  

o Consistency from department to department;  
o Adherence to policies and procedures;  
o Training needs; 
o Consistency with other personnel actions; 
o Legality; and 
o Overall effectiveness. 

• Jointly developing management performance criteria with department heads, 
communicating job requirements and giving feedback to department heads on their 
individual performance throughout the year, coaching them in the effective use of the 
program, fairly and objectively conducting performance review meetings with 
department heads;  

• Fairly and objectively conducting employee appeals of performance ratings; and  
• Designating the month performance evaluations will occur.  

3. Responsibility of the Department Heads:  
• Helping develop and communicate organizational and departmental goals and 

objectives to their employees;  
• Educating, promoting, and involving employees in program development, 

implementation, use, monitoring, and insuring that new employees are oriented to the 
program;  

• Providing on-going feedback to their direct reports, including identifying specific ways 
employees can improve performance;  

• Identifying employee development and advancement needs and interests and 
recommending appropriate training opportunities;  

• Supporting the training activities of the program;  
• Ensuring that Performance Review and Employee Development meetings are 

conducted and documented in a timely fashion;  
• Ensuring that interim performance reviews are completed when supervision changes 

occur;  
• Keeping management informed on the effectiveness of the program and monitoring the 

performance ratings in their departments for logical documentation and consistency 
among divisions and different supervisors to ensure departmental fairness;  

• Ensuring that the program is being conducted within departments in accordance with 
Town policies and procedures and legal requirements;  

• Fairly and objectively conducting Performance Review and Employee Development 
meetings with employees answering directly to the department head; and  

• Fairly and objectively conducting any employee appeals and making decisions based 
on valid performance ratings.  

Department heads are also accountable for the quality and effectiveness of the program within 
their departments.  
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4. Responsibility of the Supervisors:  
• Communicating department goals and performance requirements regularly, as well as 

the benefits of the performance review program;  
• Clarifying specific performance criteria, communicating them to employees, and 

providing on-going performance feedback including identifying specific ways 
employees can improve their performance;  

• Conducting thorough Performance Review and Employee Development meetings and 
documenting them in a timely fashion, including making performance rating 
recommendations;  

• Keeping department heads informed on the effectiveness of the program including the 
contents of the performance review forms and following the chain of command to 
recommend changes necessary to maintain an accurate and fair program;  

• Following policies and procedures established for the program and applying them fairly 
and consistently;  

• Identifying employee development and advancement needs and interests and 
recommending appropriate training opportunities;  

• Fairly and objectively considering all performance rating appeals; and  
• Training new employees in the Performance Review and Employee Development 

program purpose, objectives, procedures, and performance requirements of employees 
as well as reviewing forms and performance criteria and relating them specifically to 
the job while setting weights as appropriate.  

Supervisors are also accountable for the Performance Review and Employee Development 
forms they complete and recommendations regarding employee performance they make.  

5. Responsibility of the Employees:  
• Working with his/her supervisor on a mutual understanding of job requirements;  
• Providing input and feedback into the Performance Review and Employee 

Development meeting including identifying accomplishments and areas for 
improvement;  

• Following the policies and procedures established for the program;   
• Following the chain of command to express concerns and make appeals;  
• Providing candid open feedback to supervisors concerning their satisfaction with the 

performance review program; and  
• Making suggestions regarding any needed changes in the performance criteria related 

to their jobs. 

6. Responsibility of the Human Resources Director or designee:  
• Providing internal consultation on the use of the program to employees, supervisors, 

and management;  
• Working with department heads to make recommendations for any needed 

improvements to the program;  
• Monitoring the program for consistency, adherence to policies and procedures, training 

needs, consistency with other personnel actions, legality, and overall effectiveness;  
• Processing personnel transactions and insuring appropriate documentation;  
• Keeping materials and resources up to date and communicating all changes;  
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• Providing feedback where needed to departments regarding timeliness, thoroughness, 
legal issues, fairness, consistency, and program statistical data;  

• Ensuring there is regular training on performance review and scheduling new 
supervisors and department heads for ESMP at the UNC School of Government as 
funding allows;  

• Orienting new employees to the program; and  
• Maintaining all records for the performance review and employee development 

program.  

b) Performance Categories  
The overall performance of all employees will be rated in one of the following five levels:  

Important Note: The purpose of the Performance Review and Employee Development form is 
not to dictate a performance rating to the supervisor, but rather to help the supervisor:  

• Focus on job-related criteria;  
• Review the whole period (three (3) months, six (6) months, or a year), not just most 

recent months;  
• Give feedback on relevant aspects of the employee’s performance;  
• Help document performance, and  
• Think through a logical decision on the overall performance rating.  

The performance criteria are not necessarily the only indication of performance; some categories 
or performance criteria are more important than others; other important aspects for consideration, 
such as disciplinary actions, may only be found in the summary comments. The supervisor is 
expected to use reasoned logic and good judgment in determining the overall rating of 
performance. Documentation is available to support the rating level. Employees should be rated 
against job requirements, not against each other.  

1. Outstanding: Fully meets all job requirements identified for the position. In addition, 
performance consistently and significantly exceeds job requirements in important aspects 
of work. Work is performed at a sustained high level of proficiency. The employee also 
expands the scope of tasks and responsibilities or the amount of work performed resulting 
in increased productivity for the work unit. The employee accomplishes the most difficult 
and complex assignments with minimum supervision and maximum quality. Specific 
examples of such performance are readily available.  

2. Exceeds Job Expectations: Fully meets all major job expectations identified for the 
position. In addition, performance frequently exceeds job expectations in several areas. 
Supervision is required only for special or unusual assignments or problems.  

3. Achieves Job Expectations: Meets all major job expectations in a competent manner. The 
employee may occasionally exceed some job expectations. Accomplishes duties in a 
reasonable and consistent manner demonstrating full proficiency in the job. If there are 
occasional lapses in performance, they do not create any substantial problems for the 
organization, nor have any major impact on service delivery. Normal supervision is 
required.  
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4. Needs Improvement: Performance meets job expectations in important categories at least 
marginally. However, performance is inconsistent or unreliable in one or more 
performance categories. The employee needs to improve proficiency to more fully meet 
the needs for which the position was established. Remedial attention and close supervision 
are required.  

5. Fails to Meet Job Expectations: Performance is inconsistent and one or more major job 
expectations are not met. Work tasks are not performed or must be repeated due to low 
quality. Remedial attention and close supervision are required. Failure to correct 
performance deficiencies in an appropriate amount of time may result in suspension, 
demotion, or dismissal. A rating at this level should be coordinated with the progressive 
disciplinary process.  

c) Performance Review and Employee Development Meeting Dates  
Performance Review and Employee Development dates will typically be the same month for all 
employees as designated by the Town Manager.1  

d) Performance Coaching  
(The “No Surprises Approach” to performance review) An integral part of the Performance 
Review and Employee Development Program is on-going performance feedback and coaching. 
Whenever a supervisor observes good performance or performance needing improvement, the 
supervisor should provide specific, timely feedback to the employee. Performance improvement 
feedback should be designed to help the employee become more successful. Other coaching 
activities include helping employees identify optional approaches and develop problem-solving 
skills, planning projects, providing encouragement for difficult tasks, identifying training and 
resource possibilities, and general problem-solving discussions designed to help employees learn, 
develop their capacities, and develop their careers. The “No Surprises Approach” also includes 
keeping documentation on both positive and improvement feedback provided to employees 
throughout the year to ensure accurate details at performance review time.  

e) Performance Review and Employee Development Meetings  
Performance Review meetings with all Town employees, except for probationary employees or 
employees who have a successfully completed a probationary period less than three full calendar 
months prior to the start of the month designated for employee performance evaluation meetings 
will be conducted and documented within the month designated by the Town for Performance 
Evaluations. Prior to Performance Review meetings, employees will submit a self-evaluation using 
the applicable instrument to their Supervisor. Performance Review and Employee Development 
meetings will be conducted by the employee’s supervisor who may also be accompanied by the 
next level of supervision. The meeting will encompass one year.  

Supervisor will conduct an initial performance review meeting with the employee to discuss the 
self-evaluation prior to completing the final performance review form. Informal interim 
Performance Review and Employee Development meetings may be conducted when needed or 
according to departmental policies. Prior to communicating a rating of “Outstanding” or “Fails to 

 
1 During the initial implementation of the program, the Town Manager may alter scheduling & process. 
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Meet Job Expectations” to an employee, Department Heads will receive approval from the Town 
Manager.  

f) Additional Performance Review and Employee Development Meetings  
1. Probationary Employees: Performance Review meetings with new or promoted employees 

who are serving a probationary period will be conducted and documented within a thirty 
(30) day window before the end of the probationary period.  

2. Additional Meetings: Additional meetings for any employee may be held at the employee’s 
or supervisor’s request. A probationary employee must receive a rating of no less than 
“Achieves Job Expectations” to move from probationary to regular status. A probationary 
employee whose performance needs improvement but shows clear promise of successful 
performance may have the probationary period extended for three months and up to a 
maximum of an additional six (6) months. This provision in no way restricts the Town 
from dismissing an employee whose performance or conduct is considered unsatisfactory 
at any point in the probationary period.  

g) Performance Review and Employee Development Instrument  
The purpose of the instrument is to document the performance review meeting. The instruments 
may be revised and updated as needed based on input from employees, supervisors and department 
heads and approved by the Town Manager.  

h) Coordination with Discipline  
Overall performance ratings of “Fails to Meet Job Expectations” are considered “unsatisfactory 
job performance” in the Town’s progressive disciplinary policies and procedures. Such a rating 
requires a performance improvement plan and may be followed by a written warning if one has 
not been issued. When such a rating is earned, additional counseling sessions and performance 
review sessions will be conducted in six (6) to twelve (12) weeks and careful performance 
monitoring and coaching will occur. In no case should an employee’s performance remain in the 
“Fails to Meet Job Expectations” level for more than six months. The time frames above are 
guidelines and this provision in no way restricts the Town from dismissing an employee prior to 
the end of the suggested timelines and/or following the above procedures if in the best interest of 
the Town.  

Overall performance ratings of “Needs Improvement” may be considered by the supervisor as 
“unsatisfactory job performance” in the Town’s progressive disciplinary policies and procedures 
based on the circumstances.  

i) Changes in Supervision  
When a change in supervision is imminent due to promotion, transfer or other action involving the 
employee or supervisor, the current supervisor should conduct an interim Performance Review 
and Employee Development meeting including meeting with the employee and completing all 
necessary forms. The review should be conducted within thirty (30) days. The interim Performance 
Review and Employee Development information should be considered by the new supervisor, 
along with performance observed and documented by the new supervisor in determining the 
employee’s overall rating for the performance period.  
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In addition, when there is a change in supervision, the new supervisor and employee should jointly 
review the employee’s performance criteria, discuss performance criteria, and set weights within 
thirty (30) days.  

j) Documentation  
All Performance Review and Employee Development forms will be signed by the employee, 
supervisor, intermediate levels of supervision, and department head and forwarded to the Human 
Resources Director and Town Manager’s Office. The supervisor will offer to print a copy of the 
performance evaluation instrument for the employee to keep after all signatures and comments 
have been completed. Intermediate levels of supervision and/or department heads should not make 
changes to the forms unilaterally. Instead changes should only be made after discussing the reasons 
for the changes with the employee and his/her immediate supervisor, following the chain of 
command up and down in these discussions as appropriate. All relevant sections of Performance 
Review and Employee Development forms, including comments sections and all signatures, will 
be completed by the appropriate person prior to processing the forms in the Human Resources 
Office. A personnel action form may accompany all forms.  

k) Appeals  
Any employee who believes that the application of this policy or his or her performance rating is 
unfair or inaccurate may make a formal appeal by writing the specific disagreement(s) and filing 
it following the Town’s Grievance Procedure. A copy of the Grievance Procedure is available from 
the Town Manager or Town Clerk. A copy of all appeals and grievances will be provided to the 
Human Resources Director.  

l) Training  
Department heads are responsible for identifying training needs of supervisors and insuring that 
these are met so that Performance Review and Employee Development meetings are conducted 
effectively. New supervisors will participate in some form of training in the Town’s policies and 
procedures as well as effective techniques for conducting Performance Review and Employee 
Development meetings prior to performing them. The HR Director will coordinate this training.  

m) Occupational Groups (as of August 30, 2018)  

Department Heads  
Deputy Town Manager/Town Clerk  
Director of Administration/HR  
Finance Officer  
Town Planner  
Town Engineer  
Public Works Supervisor  
Parks & Recreation Director  
Police Chief  

Public Works  
Public Works Maintenance  

Administrative and Fiscal  
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Administrative Accounting Clerk  
Planning Technician  
Communication Specialist/Deputy Town Clerk  
Police Records  
Parks & Recreation Office Assistant  

Engineering  
Associate Engineer  

Parks & Recreation  
Special Events Coordinator  

Police  
Patrol Officer  
Crime Scene Investigator  
Code Enforcement Officer  

Police Supervision  
Police Corporal  
Police Sergeant  
Police Captain  
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A.5. Substance Abuse Policy/Drug Free Workplace  

Purpose:  
The Town has a zero-tolerance substance abuse policy. Employees found in violation of the drug-
free workplace policy will be subject to immediate termination. The Town desires to prevent, to 
the extent possible, the accidents, injuries, mistakes and general poor performance attributable to 
impaired employees by administering a fair and consistent policy to promote and maintain a drug 
and alcohol-free work environment.  

a) Definitions  

Applicant An individual who is not currently an employee of the Town and 
who is applying for a position or an existing employee who applies 
for a transfer or promotional opportunity. 

Chain of Custody Procedures designed to ensure the proper handling, labeling, 
identification, confidentiality, and documentation of test samples.  

Commercial Driver 
License (CDL) 

A Class A CDL is required in order to operate any commercial motor 
vehicle which:  

• Has a combined gross vehicle weight rating of 26,001 or 
more pounds;  

• Has a gross combination weight rating of 26,001 or more 
pounds inclusive of a towed unit with a gross vehicle 
weight rating of more than 10,000 pounds;  

• Is designed to transport 16 or more passengers, including 
the driver; or  

• Requires a HAZMAT placard regardless of the vehicle 
weight.  

A driver of a commercial motor vehicle for the purposes of this 
policy means anyone who operates a commercial motor vehicle, 
whether full-time, part-time, casual, intermittent, occasional, 
volunteer, leased, or independent. 

Current Use of Drugs This term is not intended to be limited to the use of drugs on the day 
of, or within a matter of days or weeks before, the employment action 
in question. Rather, the term is intended to apply to the illegal drug 
use that has occurred recently enough to indicate that the individual 
is actively using drugs illegally. 

Designated Collection 
Facility 

A laboratory approved and certified by the U.S. Department of 
Health and Human Services or the College of American Pathologists 
for the collection and testing of the relevant sample. 

Drug A controlled substance as defined in NC General Statute 90-87(5) or 
a metabolite thereof. These substances include but are not limited to 
marijuana, cocaine, heroin, and prescription drugs, opiates, 
amphetamines and “designer drugs” or “look-alikes” 

Drug Test An analysis conducted by a designated collection facility to 
determine blood alcohol or drug level, using appropriate methods as 
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identified in 49 CFR Part 382 and following a chain of custody and 
other procedural guidelines. 

Employee Assistance 
Program (EAP) 

A program available to all Town employees and their family 
members that is designed to assist with the assessment, evaluation, 
counseling, referral and follow up programs for drug and alcohol 
related issues, in addition to providing assistance with other work-
related issues. The continuation and availability of this program is 
subject to budgetary approval annually with each new fiscal year. 

Federal Motor Carrier 
Safety Administration 
(FMCSA) 

The FMCSA adopted regulations requiring certain commercial 
motor vehicle operators to be tested for alcohol and drugs in order to 
reach the goal of an alcohol and drug free transportation 
environment. The FMCSA’s alcohol and drug testing rules apply to 
all employees who operate a commercial motor vehicle for the Town 
and are subject to the requirements of a CDL. 

Medical Review Officer 
(MRO) 

A physician responsible for reviewing all test results for 
confirmation prior to communicating to the employer. The MRO 
must protect the confidentiality of the individual involved. 

Omnibus Transportation 
Employee Testing Act 
of 1991 

A federal law that requires alcohol and drug testing for employees in 
transportation industries covered by the Omnibus Transportation 
Employee Testing Act of 1991. Town employees covered by this act 
are those who are required to hold a CDL to perform their job duties 
and those who hold a CDL that is not a requirement of their current 
position, but may be called to use that CDL, on behalf of the Town, 
outside of their regular job duties. 

Random Testing Unannounced drug testing conducted on an employee selected 
randomly must provide an equal probability that any employee from 
a group of employees will be selected. 

Reasonable Suspicion The belief that an employee is currently using or has recently used 
drugs or alcohol in violation of the Town’s policy. This belief shall 
be based upon specific and objective facts and reasonable inferences. 

Safety Sensitive 
Position 

A position in which an employee is entrusted with preserving the 
public health and safety or the safety of other employees. A list of 
safety sensitive positions shall be on file with the Town. The 
following characteristics apply to safety sensitive positions: 

1. Positions requiring the operation of heavy equipment, trucks, 
or automobiles while in the performance of duties for the 
Town; 

2. Positions working around large equipment or with potential 
OSHA-defined hazards while in the performance of duties 
for the Town. 

Substance Abuse Any use of illegal drugs or controlled prescription drugs obtained 
unlawfully; or excessive use of lawfully obtained drugs or over the 
counter drugs or any use of alcohol when such use impairs job 
performance, alters work behavior, and/or creates a risk to the health 
and/or safety of the employee or others.   

 



 70 
PPAB 7549638v1 

b) Covered Workers  
Any individual who conducts business for the Town, is applying for a position or is conducting 
business on Town property is covered by this drug-free workplace policy. Our policy includes 
but is not limited to all full and part time employees of the Town and applicants for 
employment.  

c) Applicability  
Our drug-free workplace policy is intended to apply whenever anyone is representing or 
conducting business for the Town. Therefore, this policy applies during all working hours, 
whenever conducting business or representing the Town, while on call or on standby duty and 
while on Town property.  

d) Shared Responsibility  
A safe and productive drug-free workplace is achieved through cooperation and shared 
responsibility. Both employees and management have important roles.  

1. Responsibility of employees:  

• Town employees are required to report to work on time, fit for duty and in appropriate 
mental and physical condition. All employees, regardless of job assignment, are subject 
to direct contact with the public and shall at no time be impaired by any substance to 
any degree;  

• Town employees who have a reasonable basis to believe that another employee is 
illegally using or selling drugs or narcotics or violating any section of this policy shall 
immediately report the facts and circumstances to their supervisor;  

• Submit immediately to reasonable requests for testing when requested by their 
supervisor;  

• Notify his or her supervisor before beginning work when taking any medication or 
drugs, prescription or nonprescription, which may interfere with the safe and effective 
performance of duties or operation of Town equipment;  

• Provide, within twenty-four (24) hours of request, a current valid prescription in the 
employee’s name for any drug or medication identified by a drug screen/analysis when 
the result is positive.  

• Town employees shall notify their supervisor and Human Resources within five (5) 
calendar days of any drug or alcohol related offense or conviction. If that offense or 
conviction results in the immediate suspension or revocation of driving privileges, and 
the employee’s position requires them to drive a Town vehicle as part of their job 
duties, the employee must report that revocation or suspension immediately upon 
returning to work.  

Failure to comply with these responsibilities may result in immediate disciplinary action 
up to and including dismissal.  

2. Responsibility of Department Heads and supervisors:  
• Inform employees of drug-free workplace policy through the dissemination of this 

policy and all future policy revisions;  
• Comply with this policy and enforce the policy fairly and consistently;  



 71 
PPAB 7549638v1 

• Prevent any employee reasonably believed to be under the influence of drugs or alcohol 
from working and arrange for drug or alcohol testing, if appropriate;  

• Inform local law enforcement if an employee is observed to be in possession of illegal 
drugs;  

• Observe employee performance;  
• Investigate reports of dangerous practices;  
• Document negative changes and problems in performance;  
• Counsel employees as to expected performance improvement;  
• Inform employees experiencing unexplained changes in work performance or behavior 

of the availability of the Employee Assistance Program (EAP) encouraging voluntary 
referral or directing mandatory referral, when warranted and as necessary and 
appropriate, within established guidelines;  

• Clearly state consequences of policy violation;  
• Take appropriate actions to investigate any allegations of impairment or other 

violations of this policy, in consultation with Human Resources; and  
• Maintain confidentiality in all matters relating to this policy; access to confidential 

employee information is limited to those who have a need to know, as determined by 
the Town Manager, in compliance with relevant laws and management policies.  

In general, supervisors shall not forcibly detain any employee or search any employee’s person, 
personal belongings, possessions or personal vehicles. A search may only be conducted in the 
event of exigent circumstances or life-threatening conditions.  

Failure to comply with these responsibilities and restrictions, or failure to take other reasonable 
actions related to maintaining a drug-free workplace, may result in disciplinary action up to 
and including dismissal.  

e) Prohibited Behaviors  
1. It is a violation of our drug-free workplace policy to use, possess, sell, trade, and/or offer 

for sale alcohol or intoxicants.  

2. With regards to the use of alcohol, an employee will not:  
• Consume alcohol while on duty;  
• Consume alcohol within eight (8) hours of reporting to duty; or  
• Consume alcohol up to eight (8) hours following an accident or until the completion of 

post-accident testing, whichever is sooner.  

3. The illegal or unauthorized use of prescription drugs is prohibited. It is a violation of our 
drug-free workplace policy to intentionally misuse and/or abuse prescription medications. 
Appropriate disciplinary action will be taken if job performance deterioration and/or 
accidents occur.  

f) Prescription Drugs  
Prescriptions and over-the-counter drugs are not prohibited when taken in standard dosage 
and/or according to a physician’s prescription. Any employee taking prescribed or over-the-
counter medications will be responsible for consulting the prescribing physician and/or 
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pharmacist to determine whether the medication may interfere with safe performance of his or 
her job. If the use of a medication could compromise the safety of the employee, fellow 
employees, or the public, it is the employee’s responsibility to use appropriate personnel 
procedures, such as requesting leave, requesting a change of duty, notify supervisor, etc., to 
avoid unsafe work practices. If necessary, the supervisor may temporarily re-assign the 
employee to duties that can be safely performed while the employee is taking the prescribed 
medication.  

g) Drug and Alcohol Testing  
To ensure the accuracy and fairness of our testing program, all testing will be conducted 
according to NC General Statute 95-232, and will include a screening test, a confirmation test, 
a split sample, which shall be retained by the laboratory that conducts the confirmatory 
examination, and reviewed by a Medical Review Officer. Testing will include a documented 
chain of custody. Any employee who tests positive will have an opportunity to provide a 
legitimate medical explanation, such as a physician’s prescription for the positive result. All 
drug testing information will be maintained by Human Resources in separate confidential 
records.  

1. Employees Subject to Testing: Every employee of the Town, as a condition of employment, 
will be required to participate in testing in the case of reasonable suspicion, return to work 
after a period of separation, and follow-up testing upon request of management in 
accordance with this policy. Employees in safety sensitive positions and/or commercial 
vehicle drivers required to hold a CDL will additionally be required to participate in pre-
employment, post-accident and random testing, as per the requirements of this policy. For 
the purpose of this section, a driver means anyone who operates a commercial motor 
vehicle, whether full-time, part-time, casual, intermittent, occasional, volunteer, leased or 
independent. This also refers to other employees who may not drive a commercial motor 
vehicle as part of their regular job duties, but who will occasionally be required to operate 
a commercial motor vehicle.  

2. What We Test For: Testing for the presence of alcohol will be conducted by breath analysis. 
Testing for the presence of metabolites of drugs will be conducted by the urinalysis. Any 
employee who tests positive, without proper medical documentation and permission, will 
be subject to termination.  

An employee’s request for referral to an approved employee assistance provider will not 
be granted if the request is submitted after the employee is notified of the requirement to 
submit to testing.  

Behaviors relating to drug and alcohol testing including, but not limited to, the following 
shall result in consequences the same as if an employee tested positive:  
• Employee adulterates, dilutes or attempts to adulterate or dilute their specimen;  
• Employee substitutes the specimen with that from another person or sends an imposter 

to take the test in their place;  
• Employee refuses to sign the required forms or refuses to cooperate in the testing 

process in such a way that prevents completion of the test;  
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• Inability, within a reasonable amount of time, or unwillingness to produce sufficient 
quantities of saliva or urine to be tested without a valid medical reason; or  

• Failure to immediately report to the collection site when directed to do so.  

The Town will test for substances in accordance with state and federal regulations; 
including, but not limited to:  
• Amphetamines (including ecstasy);  
• Marijuana, cannabis, THC;  
• Cocaine;  
• Opiates;  
• Phencyclidine (PCP); or  
• Alcohol.  

3. Reason for Drug Testing: In keeping with the Town’s mission of serving and protecting 
employees and the public, the Town will test applicants and employees under the following 
conditions.  
• Pre-Employment Testing. Individuals who seek employment for a safety-sensitive 

position will be required to undergo a drug test for controlled substances prior to being 
hired. Employees selected for promotion or transferring to a safety sensitive position 
in any department, will be required to undergo a drug test. Refusal to take the test will 
result in disqualification for consideration for employment, promotion or transfer to the 
position sought.  

Human Resources will refer applicants to the testing facility within a specified time 
frame as part of the pre-employment screening process. Applicants will be required to 
present identification when reporting to the testing facility. Applicants will be notified 
in writing of positive test results and receive notice of the right to re-test.  

• Reasonable Suspicion. Reasonable suspicion is the belief, based on the totality of the 
circumstances, that an employee is using or has used drugs or alcohol in violation of 
Town policy. This belief will be based on specific and objective facts and reasonable 
inferences. Employees may be required to undergo drug testing whenever an 
employee’s conduct on the job suggests a reasonable suspicion of the influence of drugs 
or alcohol. A recommendation that an employee be tested based on reasonable 
suspicion must be individually corroborated and documented and based on specific, 
objective facts and reasonable inferences presented by that employee’s supervisor.  

Some factors that may constitute reasonable suspicion include, but are not limited to:  
o Direct observation of drug use or possession;  
o Direct observation of the physical symptoms of being under the influence of drugs 

(e.g.; slurred speech, odor of alcohol on body or breath, incoherence, loss of 
coordination, etc.);  

o Impairment of motor functions, coordination, or speech;  
o Pattern of abnormal or erratic conduct or behavior;  
o Arrest or conviction for a drug-related offense;  
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o Identification of an employee as the focus of a criminal investigation involving 
illegal drugs; and  

o Tips from reliable or credible sources.  

Procedure:  
a) Supervisors are required to state, and to record for the file, the specific facts, symptoms, or 

observations which formed the basis for their recommendation that an employee should be 
required to have a drug test.  

b) Supervisors shall confer with the Human Resources Director or the Town Manager prior to 
requiring testing.  

c) When a supervisor suspects that an employee may be under the influence of drugs or alcohol, 
the employee should be prevented from operating equipment or vehicles or performing other 
potentially hazardous duties. Once approved for testing, the employee being referred for testing 
should be escorted to the testing facility as soon as possible by the supervisor or supervisor’s 
designee.  

d) Once the test sample is obtained, the supervisor and/or supervisor’s designee shall escort the 
employee home or obtain transportation for the employee and use every available means to 
ensure the employee reaches their destination safely. If the employee refuses transportation 
and insists on being returned to their vehicle to drive themselves, the supervisor should contact 
local law enforcement.  

e) While awaiting test results, an employee may not return to work and may be placed on either 
leave with pay, disciplinary suspension without pay, or non-disciplinary suspension with pay 
depending on the circumstances leading up to the reasonable suspicion testing and in 
accordance with the Town’s personnel policy.  

• Post-Accident. Under the Town’s authority, an employee in a safety sensitive position 
who is involved in a work place accident or observed performing an unsafe workplace 
practice may be required to take a drug and alcohol test when warranted by the nature 
of the situation, as recommended by the supervisor and with the approval of the Human 
Resources Director or Town Manager.  

• Motor Vehicle Accidents. Any employee in a safety sensitive position, and any 
employee with a CDL requirement, as required by the FMCSA, who is involved in a 
motor vehicle accident will be required to take a drug and alcohol test following a 
vehicular accident under the following conditions:  

i. The accident involves a fatality; or  
ii. The driver receives a moving traffic violation arising from the accident that 

requires a vehicle being towed or an injury requiring medical attention away 
from the scene.  

In the interest of safety, it is the Town’s policy to immediately transport the employee 
involved in the accident to the testing facility accompanied by the supervisor or 
supervisor’s designee. In the event the employee is injured and transported for medical 
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treatment, the testing will be performed within the required time frame. The employee 
will not be allowed to return to their regular duties pending receipt of test results but 
may be allowed to perform alternate duties that do not involve driving or pose any 
safety risk as assigned by the supervisor while awaiting results.  

• Random Testing. Employees in safety-sensitive or CDL positions are subject to random 
testing for alcohol and/or controlled substances. Under the Town’s selection process 
each employee shall have an equal chance of being tested each time selections are 
made. If an employee is selected for random testing, their name is returned to the 
selection pool from which it was drawn to ensure all drivers have an equal chance of 
being selected at any time.  

Once notified of their selection for random testing by the Human Resources Director 
or supervisor, employees will report immediately to the designated testing facility. 
Employees will be required to present identification upon arrival. A random test may 
include tests for alcohol using a Breath Analysis Test and/or controlled substances 
using a urine test.  

Employees refusing random testing for alcohol or controlled substances will be 
immediately removed from the performance of any safety-sensitive function.  

• Return to Duty and Follow-Up Testing. Employees who have sought voluntary 
counseling for substance abuse will be required to undergo drug testing prior to 
returning to work with additional follow up testing required after returning to work as 
dictated by a substance abuse professional.   

• Voluntary Testing. When an employee has an appropriate reason for voluntary testing, 
such as where the employee wants to refute an allegation of drug use, the Town will 
honor that request.  

f) Consent to be Tested: Before a drug test is administered, the employee or applicant will be 
asked to sign a consent form authorizing the test and permitting the release of test results to 
the appropriate Town official, which shall occur only after the employee has been notified of 
the results. The consent form provides space for employees and applicants to acknowledge that 
they have been notified of the Town’s drug and alcohol testing policy. A refusal to sign the 
consent form by a current employee will result in termination of employment. Applicants who 
refuse to sign the form will not be considered for employment.  

g) Notification of Rights: Prior to testing, the Town shall provide the applicant or employee 
written notice of his or her rights and responsibilities under the Controlled Substance 
Examination Regulation Act.  

h) Confidentiality of Results: All information received by the Town through the drug-free 
workplace program is confidential communication. Access to this information is limited to 
those who have a legitimate need to know in compliance with relevant laws and management 
policies.  
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i) Actions Following Receipt of Test Results:  
• Negative Test Results. The employee may return to work, providing he or she is 

otherwise able and, there are no other disciplinary considerations based on job 
performance or violations of the law.  

• Positive Test Results. In the event of a positive test result, the Medical Review Officer 
(MRO) will contact the employee and conduct an interview to determine if there are 
any legitimate reasons for the positive result, such as over the counter or prescription 
medications. The MRO is required to attempt to contact the employee three times; if 
the MRO tries three times and is unable to contact the employee, the MRO will release 
the test to the employer and document that they could not contact the donor. 

If the MRO determines that there is a legitimate medical explanation for the presence 
of drugs, the result may be reported as negative.  

For employees, a second examination of the sample utilizing gas chromatography with 
mass spectrometry test shall be performed in the event of a positive result within five 
(5) days unless the employee signs a written waiver at the time or after they receive the 
preliminary test result. A request for a same sample retest must be made to the MRO 
of the third-party Program Administrator for the Testing Authority.  

Employees will not be allowed to return to work until the results of the re-test are 
obtained. The status of an employee while out of work under these circumstances shall 
be recorded in keeping with the Personnel Policy. If there is no medical reason for a 
validated positive test result, as determined by the MRO, the determination stands.  

The second test shall be done in accordance with the requirements of NC General 
Statute, 95-232(c1).  

j) Consequences: One of the goals of our drug-free workplace program is to encourage 
employees to voluntarily seek help with alcohol and/or drug problems. If, however, an 
employee of the Town violates this policy, the consequences are serious.  

Applicants, including employees seeking promotion, demotion or transfer to certain 
safety sensitive positions, who refuse testing or who test positive will no longer be 
considered as candidates for employment, promotion, demotion or transfer for that 
position.  

Applicants will be informed in writing if they are rejected on the basis of a confirmed 
positive drug test. Individuals who are denied employment because of a positive drug 
test may not reapply.  

The Town maintains zero substance abuse tolerance. Employees found in violation of 
the drug-free workplace policy will be subject to immediate termination.  

k) Treatment and Counseling for Substance Abuse Problems: The Town recognizes that alcohol 
and drug abuse and addiction are treatable illnesses and that early intervention and support 
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improve the success of rehabilitation. To support employees, The Town’s drug-free workplace 
policy:  

• Encourages employees to seek help if they are concerned that they, or their family 
members, may have a drug and/or alcohol problem;  

• Encourages employees to utilize the services of qualified professionals in the 
community to assess the seriousness of suspected drug or alcohol problems and identify 
appropriate sources of help; and  

• Offers all employees and family members assistance with alcohol and drug problems 
through the EAP.  

Employees will not be penalized for seeking help on their own. However, an employee’s 
request for referral to an approved EAP provider or other community resource will not be 
granted if the request is submitted after the employee is notified of the requirement to 
submit to testing.  

• Mandatory Referrals. Employees are not required to seek drug treatment, but if a 
supervisor observes marked deterioration in work performance or unacceptable 
personal conduct then the employee may be asked by the supervisor to seek help from 
the EAP or receive a mandatory referral to the EAP, if he or she is to maintain 
employment with the Town. 

o As appropriate for qualified employees, the Town will normally refer the employee 
to a Town approved employee assistance provider, or the Town may refer the 
employee to an EAP, if available. 

o When such referral is made by the Town, the Town will pay for the treatment. 
However, the duration and payment of treatment is not guaranteed and for a limited 
period at the discretion of the Town Manager. Treatment not covered by the Town 
will be the employee’s responsibility.  

o The Town approved employee assistance provider, or the EAP provider, will assess 
the employee’s level of substance use and make recommendations to the employee 
and the Town about the appropriate level of treatment necessary for rehabilitation.  

o The Town approved employee assistance provider will assist in selecting an 
appropriate treatment program for the employee.  

o Failure of the employee to enter, or to continue participation in, the program 
recommended by the Town’s approved EAP provider, or failure to follow the 
treatment recommendations of the approved program, will result in termination.  

o To continue employment when a referral is made under this section an employee 
must participate in the program specifically approved by the Town. Participation in 
a program not pre-approved by the Town will not be acceptable to continue 
employment.  

o Employees must sign a release form to provide the Town with attendance 
information for rehabilitation, treatment or evaluation programs. Periodic 
verification of attendance in treatment programs to designated Town officials will 
be required. Failure to sign the appropriate releases constitutes failure to participate 
in treatment and may result in termination.  

o The employee may use accumulated sick leave and/or vacation leave while 
participating in the treatment program with sick leave being used first and until 
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exhausted. If no leave is available, the employee may be granted leave-without-
pay.  

o In either case, vacation or sick leave and leave-without-pay separately or in 
combination may not exceed thirty (30) days without an extension approved by the 
Town Manager or his or her designee. In some cases, if all conditions are met, 
provisions of the Family Medical Leave Act of 1993 could apply, making the 
employee eligible for a total of twelve (12) weeks of leave without pay. The 
employee should check with his or her supervisor.  

• Reinstatement Conditions for Return to Work. The Town’s Human Resources 
Department will work with the treatment agency and will make a recommendation to 
Town management concerning the employee’s treatment progress and conditions for 
return to work, if any. The decision to return to work will be made by the Town, with 
the advice of the Town’s approved facility and the involved treating agent.  

If recommended by the Town approved facility and treatment agencies and accepted, 
employees may be allowed to return to work. Reinstatement may be either to full or 
restricted duties. Employees may be required to meet several conditions including: 

o Periodic unannounced follow-up testing for up to one (1) year. Minimum six (6) 
tests in the next twelve (12) months. 

o Random pool testing, if position is classified as Safety Sensitive, or subject to 
Federal Motor Carrier Safety Administration Regulations. 

o Periodic confirmation by approved counseling or treatment facilities programs that 
the employee is receiving treatment. 

o The Town will require the employee to sign an agreement acknowledging 
acceptance of these and other reasonable conditions prior to the return to work.  

Participation in a treatment program will not excuse continued performance 
deficiencies or relieve the employee of any other obligations of employment. 
Disciplinary action, up to and including termination as provided under this Personnel 
Policy, may result if performance continues to be unsatisfactory.  

• Notification to Grant Agencies. The Town will notify the federal grant agency within 
ten (10) days of receiving notice in the event that any employee who is working directly 
in an activity funded, in whole or in part, by a federal grant is convicted of a drug 
related violation on Town premises. The notice shall be promulgated by the Town 
Attorney. 
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A.6. Training and Certification Policy  

Purpose:  
The purpose of this program is to encourage and reward employees to complete training, 
development, and certification programs that provide them with knowledge, skills, and abilities 
that will enable the Town of Stallings to become more flexible and adaptable, improve client 
services, ensure that work is performed in a safe manner, and develop capacity to provide 
continuous services at a high level into the future.  

Procedure:  
a) Training and Certification Programs Covered  

The program covers training and certification beyond the minimum training and certification 
requirements listed in job descriptions and classification specifications and/or otherwise 
deemed necessary/beneficial/non-routine to the job by the Town, and any others that are 
required and specified upon hire or promotion. Employees may request training or certification 
from a list of training and certifications approved by the Department Head, Human Resources 
Director, and Town Manager or other training or certification that is related to their jobs and 
the purpose of the Training and Certification Program.  

b) Program Description and Operation  
The program operates on a fiscal year basis. Participation in the Training and Certification 
Program is voluntary on the part of employees. Employees who elect to participate must submit 
a Request for Training and/or Certification form for each certification or training program they 
request. The Request for Training and/or Certification form shall include the following 
information:  

• Training or certification program requested;  
• The cost of the training or certification, the location of any training, and its duration;  
• A brief description of how completion of the certification or training program will 

benefit job performance, client services, safety, and/or ability of the Town to provide 
services in a continuous manner into the future; and  

• A statement documenting that any pre-requisites have been met.  

Upon receipt of a form, the Department Head, Human Resources, and Town Manager (final 
decision-maker) will either approve or reject requests considering the following factors:  

• The extent to which the training or certification enables the employee to perform higher 
level duties required by the Town, improves client services, ensures that work is 
performed in a safe manner, and/or develops capacity to provide continuous services 
at a high level into the future;  

• Employee workload;  
• Employee performance;  
• Departmental needs; and  
• Funds available.  

Upon approval of a Request for Training and/or Certification, management will indicate to the 
employee the compensation that they will receive if the training and/or certification is 
successfully completed and any conditions that must be met such as:  
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• Continuing education if that is required to continue certification into the future;  
• Demonstration of new knowledge, skills, and abilities on the job after 

training/certification is complete; and  
• Timing issues regarding compensation.  

Any compensation changes may be delayed for up to six (6) months after completion of a 
training and/or certification program for management to determine if the training and/or 
certification was successful. All compensation changes are contingent on funding availability, 
which may be delayed indefinitely until funding becomes available.  

Upon completion of training or certification, employees shall be responsible for providing 
proof of successful completion to management. Management shall enter information regarding 
the training or certification into the Employee Training and Certification Record.  

c) Compensation  
Compensation may be in the form of a one-time bonus or a continuing salary increase 
according to the following criteria:  

Compensation  Criteria  
One-time bonus  Certification or training results in improved employee 

performance or is related to the ability of the Department to 
provide continuous services into the future  

Permanent salary increases  Certification or training results in the employee performing 
additional duties that are at a significantly higher level or which 
result in a considerable increase in the variety of work 
performed  

 
The increase amount shall be the amount on the list of training and certifications approved by 
the Department Head, Human Resources Director, and Town Manager (final decision-maker). 
For training and certifications not included on the list, the Department Head, Human Resources 
Director, and Town Manager (final decision-maker) shall determine the compensation amount, 
if any, considering the difficulty of completing the training or certification, higher level duties 
that result, improvement to client services or on-the-job safety, and improved capacity to 
provide continuous services at a high level into the future.  

In no case shall employees be eligible for more than a two and one-half (2.5) percent increase 
per fiscal year, except employees earning either their Professional Engineer License (P.E.) or 
Certified Public Accountant License (C.P.A.) may be eligible for up to a five (5) percent 
increase if approved per this policy. Any P.E. or C.P.A. increases are not automatic and are 
subject to the Program’s approval process.  

If an employee loses a certification that resulted in a bonus or continuing salary increase, the 
employee may be required to reimburse the bonus amount or be subject to a reduction in pay. 
If an employee voluntarily leaves employment within a pre-determined time-period of 
receiving a compensation increase under the policy, the Town may require the employee to 
pay back all training and certificate costs/expenses by the Town towards underlying 
training/certification that resulted in the relevant compensation increase. (As indicated in the 
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appropriate request/approval form, this time period is determined by the Town Manager in 
his/her discretion based on the circumstances but shall not exceed two (2) years). The amount 
to be repaid is not a penalty; rather it is a reimbursement for the expenses incurred by the Town. 
The Town may deduct these training costs/expenses from the employee’s final paychecks to 
the extent that the deduction does not bring the employee’s regular rate of pay below minimum 
wage.  
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A.7. Voluntary Shared Leave Policy  

Purpose:  
The Town of Stallings offers a voluntary Shared Leave Policy whereby employees can donate 
vacation or sick leave to another employee who has been approved to receive shared leave because 
of a life crisis or medical condition of the employee or medical condition of an employee’s spouse, 
child, or parent.  

This policy covers all full-time employees.  

Procedure:  
a) Qualifying Conditions for Shared Leave  

An employee is eligible if he/she has a prolonged medical condition, which is defined as 
requiring an absence of twenty (20) or more workdays. Employees are also eligible if they are 
needed to care for immediate family (spouse, parent, or child). Shared leave is not allowed in 
instances of elective surgery, pregnancy, or in conjunction with worker’s compensation.  

The employee must have used all of their vacation, sick, and compensatory time before any 
shared leave is used. In addition, employees will not be allowed to apply for shared until they 
have been absent for twelve (12) days (ninety-six (96) hours for police officers, ninety (90) 
hours for all other employees).  

b) Nonqualifying Reasons  
This policy does not apply to short-term conditions or illnesses. This includes such things as 
sporadic short-term recurrences of conditions, short-term absences due to contagious diseases, 
or recurring medical or therapeutic treatments. These examples are not all-inclusive; each case 
will be decided based on its conformity to the intent of  the policy.  

c) Application Process  
The employee requesting shared leave must have completed their initial probationary period 
and must provide a doctor’s statement, the statement must detail the estimated recovery period. 
All requests should be made as early as possible and as soon as a need for shared leave is 
recognized.  

The Town Manager will review the merits of the request and will have the sole discretion to 
approve or deny the request based upon those merits.  

d) Maximum Amount Allowable  
The maximum amount of shared leave an employee per shared leave request may receive after 
approval is six (6) weeks (two hundred and forty (240) hours for police officers, two hundred 
and twenty-five (225) hours for all other employees). This time can be continuous – or, if 
necessary – split up for a recurring illness. While using shared leave, the employee will 
continue to earn vacation and sick leave. This time will be used each month before any shared 
time is applied. Employees will be eligible to apply for additional time after their initial amount 
runs out; however, the maximum amount of shared leave an employee can receive in a year 
will be twelve (12) weeks (four hundred and eighty (480) hours for police officers, four 
hundred and fifty (450) hours for all other employees). For the purpose of this policy, the year 
will start when the first shared leave request is approved.  
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e) Donations  
Once the shared leave request is approved, an email announcing the request will be sent out. 
Neither the name of the employee nor the specific circumstance will be released.  

An employee donating leave may contribute vacation or sick time by filling out a Donation of 
Leave form. The minimum amount that may be donated is eight (8) hours for police officers 
(seven and one half (7.5) hours for other employees), and the maximum is eighty (80) hours 
for police officers (seventy-five (75) for other employees). After donating their time, the 
donating employee must have a combined balance of two (2) weeks’ vacation and sick leave 
(eighty (80) hours for police officers, seventy-five (75) for other employees).  

Employees cannot donate any sick time they carried over from a prior employer.  

No employee shall intimidate, threaten, coerce, or attempt to intimidate, threaten, or coerce 
any other employee for the purpose of donating, receiving, or using sick leave under this policy. 
Such action will be grounds for disciplinary action, up to and including dismissal.  

If the employee does not use all of the contributed leave, the unused portion will be returned 
on a proportional basis to the donors of the leave.  
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A.8. Workplace Violence  

Purpose:  
The Town has established a zero-tolerance policy for workplace violence and/or the threat of 
workplace violence. It is the Town’s intent to provide a safe workplace that is free from violence 
for all employees, in keeping with the Federal Occupational Safety and Health Act (OSHA) of 
1970, which requires employers to provide their employees with a safe and healthy work 
environment. Violent acts against employees, whether committed while on-duty or off-duty, have 
the potential to impact an employee’s ability to perform assigned duties. The Town will not tolerate 
any type of workplace violence committed by or against employees at any time. Employees are 
prohibited from making threats or engaging in violent activities.  

Procedure:  
a) Prohibited Conduct  

This list of behaviors, while not inclusive, provides examples of conduct that is prohibited:  
• Causing intentional physical injury to another person;  
• Making threatening remarks;  
• Aggressive or hostile behavior that creates a reasonable fear of injury to another person 

or which subjects another individual to emotional distress;  
• Intentionally damaging Town property or the property of another employee;  
• Possession, while on Town property, on Town business, or in a Town vehicle, of any 

weapon, explosive or other device designed to injure persons or destroy property. An 
exclusion is made for a personal safety or protection device or a permitted weapon 
secured in one’s personal vehicle. The Town Manager is authorized to approve, on a 
case by case basis, exceptions based on specific requirements and conditions. Those 
conditions and requirements shall be specified and documented;  

• Committing acts motivated by, or related to, sexual harassment or domestic violence;  
• Harassing surveillance, also known as stalking, the willful, malicious and repeated 

following of another person and making a threat with the intent to place the other person 
in reasonable fear of his or her safety; and  

• Intimidating or attempting to coerce an employee to do wrongful acts that affect the 
interests of the Town.  

b) Manager and Supervisor Roles and Responsibilities  
• Document the employee’s signed acknowledgement of the policy;  
• Learn to recognize the signs of conflict, understand Town policies, and take appropriate 

action;  
• Take appropriate steps to resolve differences through conflict resolution, mediation, or 

other communications techniques;  
• Report, document, and investigate all acts and threats of violence;  
• Take the necessary action to maintain or restore a safe working environment;  
• Without endangering personal safety, take all reasonable steps to protect employees 

from the source of violence; and   
• Take, and document, the necessary disciplinary action.  
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c) Roles and Responsibilities of Employees  
Employees are expected to treat others with respect and consideration. They are expected to 
show good judgment in the areas of inter-personal relationships and avoid behavior which may 
be interpreted as violent, or offensive, or which violates another person’s right to a workplace 
free of intimidation and violence.  

Employees shall cooperate in every investigation of workplace violence. This includes, but is 
not limited to coming forward with evidence, whether favorable or unfavorable, when a person 
is accused of violence in the workplace. Also, the employee shall fully and truthfully answer 
questions during the course of an investigation of violence and/or intimidation.  

Employees will:  
• Resolve differences through conflict resolution, mediation, or other communication 

techniques, as appropriate and when possible;  
• Report to their immediate supervisor, or through the supervisory chain, acts, or threats, 

of violence against themselves or others. Reports should include statements from the 
victim or any other witnesses to the incident;  

• Refrain from exhibiting violent behaviors in the workplace; and  
• Report to their direct supervisor if they become aware of any signs of potential 

violence. Failure to report knowledge of potential violations by an employee of any 
provision of this Workplace Violence Policy may lead to disciplinary action up to and 
including termination.  

d) Reporting Procedures  
All workplace violence events or potentially dangerous situations must be reported 
immediately to a supervisor, Department Head, the Human Resources Director, or the Town 
Manager. Also, injuries resulting from a workplace violence incident must be reported in 
accordance with OSHA standards.  

Reports may be made confidentially, and all reported incidents will be investigated. Reports 
or incidents warranting confidentiality will be handled appropriately and information will be 
disclosed to others only on a need-to-know basis.  

e) No Retaliation  
The Town forbids retaliation against any person for reporting a violation of this policy or for 
cooperating in any investigation pursuant to the policy or for filing a complaint relating to 
workplace violence, assisting in making a complaint, or cooperating in any investigation with 
or by the Town. Any such retaliation will be considered a violation of this policy. If an 
employee feels he or she has been the subject of retaliation, he or she is strongly encouraged 
to immediately notify a supervisor or the Human Resources Director. 

f) Risk Reduction Measures  
1. Hiring: The Town conducts background investigations to review candidates’ backgrounds 

and reduce the risk of hiring individuals with a history of violent behavior.  
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2. Safety: The Town conducts regular work-safety inspections of the premises to evaluate and 
determine any vulnerability to workplace violence or hazards. Any necessary corrective 
action will be taken to reduce all risks.  

3. Individual Situations: While there is no expectation that employees be skilled at identifying 
potentially dangerous persons, employees are expected to exercise good judgment and to 
inform their supervisor if any employee exhibits behavior which a sign of a potentially 
dangerous situation could be.  

g) Recognizing Inappropriate Behavior  
Inappropriate behavior is often a warning sign of potential hostility or violence, and when left 
unchecked has the potential to escalate to higher levels. Employees who exhibit any of the 
following behaviors shall be reported and investigated in accordance with this policy:  

• Unwelcome name-calling, obscene language, or other abusive behavior;  
• Intimidation through direct or veiled verbal threats;  
• Throwing objects in the workplace due to anger regardless of the size or type of object 

being thrown or whether a person is the target of a thrown object;  
• Physically touching another employee in an intimidating, malicious, or sexually 

harassing manner. That includes such acts as hitting, slapping, poking, kicking, 
pinching, grabbing, and pushing; and  

• Display of materials that a reasonable person may find offensive.  

Examples of other behaviors may include:  
• Bringing, or threatening to bring, weapons, explosives or other devices designed to 

injure or destroy property to the workplace or carrying such a weapon, explosive or 
device in a Town vehicle;  

• Displaying overt signs of extreme stress, resentment, hostility, or anger;  
• Making threatening remarks;  
• Sudden or significant deterioration of performance;  
• Displaying irrational or inappropriate behavior;  
• Irrational beliefs and ideas;  
• Verbal, nonverbal or written threats or intimidation;  
• Expressions of a plan to hurt himself/herself or others;  
• Externalization of blame;  
• Unreciprocated romantic advances;  
• Taking up much of supervisor’s time with behavior or performance problems;  
• Fearful reaction among coworkers/clients;   
• Displays of unwarranted anger;  
• New or increased source of stress at home or work;  
• Inability to take criticism;  
• Feelings of being victimized;  
• Intoxication from alcohol or other substances;  
• Expressions of hopelessness or heightened anxiety;  
• Productivity and/or attendance problems;  
• Violence towards inanimate objects;  
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• Stealing or sabotaging projects or equipment; and 
• Lack of concern for the safety of others or self.  

h) Dangerous/Emergency Situations  
Staff employees who encounter an armed or dangerous person should not attempt to challenge 
or disarm the individual. If a supervisor can be safely notified of the need for assistance, 
without endangering the safety of the employee or others, such notice should be given. 
Otherwise, cooperate and follow the instructions given.  

i) Enforcement  
Threats, threatening conduct, or any other acts of aggression or violence in the workplace will 
not be tolerated. Violent conduct has a potential adverse impact on the employee’s ability or 
the ability of another employee to perform assigned duties and responsibilities. Any employee 
determined to have committed such acts, or to have otherwise violated this policy, either while 
on duty or when off-duty, will be subject to disciplinary action, up to and including termination. 
Non-employees engaged in violent acts on or off Town property will be reported to the proper 
authorities. 



^ŝMEMO
To: Mayor and Council
From: Marsha Gross, Finance Officer
Via: Alex Sewell, Town Manager
Date: 8-3-2022
RE: PD FY2022 Encumbered Funds - Amended Budget Ordinance ff3

The Police Department ordered vehicles during FY2022 which have not yet been
delivered. The funds were encumbered during FY2022 and need to be added to the
FY2023 budget in order to purchase the vehicle and make the necessary upfits. The
Police department also ordered a kennel for the department's K-9 which also was
encumbered during FY2022 which was not received and needs to be added to the
FY2023 budget. Attached is a memo from Dennis Franks, Chief of Police, for these
requests.

The FY2022 budget verses actual report is attached showing the availability of these
funds. FY2023 Amended Budget Ordinance No. 3 is attached which makes the above
changes to the budget.

Recommended Action: Management is requesting the approval of FY2022-2023
Budget Amendment No. 3 for the Police Department vehicle purchase, vehicle upfits,
and K-9 kennel.

TownofStallings • Telephone704-821-8557 • Fax704-821-6841 • www.stallingsnc.org



AMENDED BUDGET ORDINANCE - N0. 3

TOWN OF STALLINGS, NORTH CAROLINA

FISCAL YEAR 2022-2023

BE IT ORDAINED by the Town Council of the Town of Stallings, North Carolina, that the estimated expenditures for the
fiscal year 2022-2023 are hereby amended as set forth below:

^eSr
^^^^^^^

8M®le
Ngl^^^e

*(Dei;reaS9)%

Revenue:

Appropriated General Fund Balance

Expense:
Police Department

Vehicle Purchase
K-9 Unit Expense

10-99-3991-600 $ 225,079

$ 3,507,079

$ 279,279

$ 3,561,279

$ 54,200

10-10-4310-043
10-10-4310-060

50,000
4,200

Explanation: Amondment is fo appmpriate funds from General Fund Balance for enumbered FV2022 purchases that
carried over to FV2023 for the Police Department's vehicle purchsses and kennel costs.

This Amendment to the Budget Ordinance shall be effective upon adoption.

The said Budget Ordinance, except as amended, shall remain in full force and effect.

ADOPTED this the 15th day of August, 2022.

Wyatt Dunn, Mayor

Erinn Nichols, Town Clerk

Approved as to form;

Melanie Cox, Town Attorney, Cox Law Firm, PLLC



@ MEMO
To: Marsha Gross, Finance Director
From: Dennis Franks, Chief of Police
Date: June24,2022
RE: Year-end encumbrance

As outlined in the Town ofStallings Purchase Order Policy section (d)(l), which states,

Any department that has an encumbrance that it wants carried into the
subsequent fiscal year shall present the reqiiest to the Finance Offlcer in wriling
withjustifications no later thcm July 31st ofthe new fiscal year into which the
enciimbrance is to be carried.

I am requesting the carryover of $47,832 that is currently encumbered in FY22 into FY 23, from
the Stallings Police Department budget. This amount is from our new vehicle line item. $33,501
is fornewvehicle upfit and $14,331 is forthenew in-car radios. Ourvehicles have beenwith
the upfit vendor for over six months, and they are waiting on equipment that is back-ordered, due
to international supply chain issues. The in-car radios have been ordered and are also on
backorder due to the same issue. We do expect these items to be delivered in the next two to
three months.

I am also requesting the carryover of $4,200 that is currently encumbered in FY22 into FY23,
from the department s canine line item. This was for the purchase ofa nevv canine kennel. This
item was ordered in early June but has yet to be delivered.

Ifthere are any questions, please let me know.

Respectfully submitted,

Dennis Franks

TownofStallingsPoliceDepartment • Telephone704-821-0300 • Fax704-821-6841



Budget vs Actual

Town of Stallings
8/3/2022 9:46:20 AM Page 7 Of 14

Period Ending 6/30/2022

i 10 General Fund

Description Budget IVITD YTD Variance Percent
-LE (401k)
10-10-4310-007 Supplemental Retirement 6,570
(401k)
i.10-10-4310-008 BoardMemberSalary 3,000
10-10-4310-009 Payroll Tax - Employer 121,590
Portion
'10-10-4310-010 Retirement Contribution 169,380
10-10-4310-011 Health Insurance 216,000
10-10-4310-013 Unemployment 3,000
Contribution
10-10-4310-014 Worker's Compensation 36,184

||0-10-4310-015 Employee Health and 1,000
Wellness
10-10-4310-016uniform3 19,000
,10-10-4310-017 Training 9,000
10-10-4310-019 Legal Fees 9,000

110-10-4310-020 New Hire Costs 3,500
10-10-4310-021 Supplies/Materials 3,000

110-10-4310-022 Meetings/Events 7,000
10-10-4310-023 Dues/Subscriptions/Pub 1,100
EIO-10-4310-024 Buildings and Grounds 2,000
10-10-4310-025 Vehicle Maintenance 38,000
10-10-4310-026 OfficeSupplies 6,000
10-10-4310-027 Postage 400

110-10-4310-029 Inventoiy/Equipment 15,000
10-10-4310-030 Computer and Related 21,100

H 0-10-4310-031 Travel 4,000
10-10-4310-032 17.000
Telephone/Communications

|10-10-4310-033 Utilities 0
10-10-4310-035 Repair/Maintenance 9,700
(Equipment)
10-10-4310-036Fuel 64.000
10-10-4310-038 Guns and Ammunition 7,500
10-10-4310-039 OutsideServices 15,700
10-10-4310-040 Crime Lab Expense 8,750
110-10-4310-041 Rent O
10-10-4310-042 Equipment Rental 6,300
10-10-4310-043 Vehicle Purchase 123,200
10-10-4310-044 Investigation Expense 5,000
il0-10-4310-045lnsurance 31.000
10-10-4310-046Depreciation O
10-10-4310-047 FundraisingExpense O
10-10-4310-048 Police Memorial O
Contribution

625.45

0.00
14,939.61

22,495.20
17,270.40

0.00

0.00
104.85

1,501.99
328.00

0.00
1,670.34

41.94
1,247.57

29.98
0.00

4,388.87
742.67

8.70
4,464.72

0.00
0.00

1,093.09

0.00
0.00

15,166.26
3,617.80

231.70
1,212.98

0.00
508.00

0.00
250.24

0.00
0.00

1,714.28
0.00

4,706.84

150.00
110,196.97

162,615.71
207,122.80

0.00

27,914.61
1,261.09

13,946.74
3,228.75
9,000.00
8,753.34
1,808.35
6,033.09
1,229.80
181.00

35,679.09
4,672.32
123.87

15,632.82
23,805.07
1,234.08

16,359.39

0.00
0.00

77,317.28
7,267.17
9,780.42
2,199.67

0.00
6,096.00

67,022.00
5,051.56

27,668.13
0.00

4,035.31
0.00

1,863.16 72%

2,850.00
11,393.03

6,764.29
8,877.20
3,000.00

8,269.39

(261.09)

5,053.26
5,771.25

0.00

(5,253.34)
1,191.65
966.91

(129.80)
1,819.00
2,320.91
1,327.68
276.13

(632.82)
(2,705.07)
2,765.92
640.61

0,00
9,700.00

(13,317,28)
232.83

5,919.58
6,550.33

204.00
56,178.00

(51.56)
M-8';
0.00

(4,035.31)
0.00

5%
91%

96%
96%

77%
126%

73%
36%
100%
250%
60%
86%
112%
g%
94%
78%
31%
104%
113%
31%
96%

121%
97%
62%
25%

97%
54%

'101%

89%



Budget vs Actual

Town of Stallings
8/3/2022 9:46:20 AM Page 8 Of 14

10 General Fund

Description Budget MTD YTD Variance Percent

rtO-10-4310-049 Miscellaneous
10-10-4310-050 Nuisance
Abatement/Right of Way Cleanup

110-10-4310-060 K-9 Unit Expense
10-10-4310-099 Capital Outlay

,10-10-4310-125 Vehicle Maintenance -
'lnsurance Reimbursed
10-10-4310-149 Emergency
Supplies/Services

Police Totals:

110-10-4410-000 Salaries & Wages -

[Regular
10-10-4410-001 Salaries & Wages -
Overtime
110-10-4410-006 Supplemental Retirement
-LE (401k)
10-10-4410-009 Payroll Tax - Employer
Portion
10-10-4410-010 Retirement Contribution
10-10-4410-011 Health Insurance

MA10-070 DOJ-Bullet ProofVest

10-10-4410-080 Grant Expense - GHSP
10-10-4410-090 Grant Expense - GCC
10-10-4410-099 NC Governors Crime
Prevention - Capital Outlay Exp

Police - Grant/DOJ FundsTotals:
'10-10-4420-020 Unauthorized
Substances
10-10-4420-030 Department of Justice
10-10-4420-040 Department of Treasury
10-10-4420-041 Department ofTreasury
Capital Expenditures

yo-10-4420-590 Grant Expense - NCLM
Totals:

10-10-4510-099 Capital Outlay
Streets & HighwaysTotals:

10-10-8120-099 Capital Outlay
10-20-4500-000 Transportation

Totals:

10-20-4510-000 Salaries and Wages

5,000
o

8,700
42,400

o

2,500

2,706,100

o

o

o

o

o
o
o

o
19,436

19,436

14,000

o
11,000
35,000

60,000

o
o
o
o
o

80,135
4,015

0.00
0.00

|?145.98
0.00
0.00

0.00

300,317.19

0.00

0.00

0.00

0.00

0.00
0.00

631.10

0.00
0.00
0.00

631.10

0.00

0.00
5,000.00

0.00

250.00
5,250.00

0.00
0.00

0.00
0.00
0.00

4,281.13
0.00

3,808.82
0.00

—1,939.34
41,682.00

0.00

930.99

2,443,681.90

0.00

0.00

0.00

0.00

0.00
0.00

3,476.25

0.00
0.00

19,710.00

23,186.25

6,982.73

0.00
10,939.73
33,511.00

2,000.00
53,433.46

0.00
0.00

0.00
0.00
0.00

33,913.69
0.00

1,191.18 76%

^-a-Q\
6,760.66 ^ 22%
718.00 / 98%

3-0(

1,569.01 37%

262,418.10 90%

0.00 ;

0.00
o

0.00

0.00

10-20-4510-OQ7.Supplemental Re

0.00

(3,476.25)

0.00
0.00

(274.00) 101%

(3,750,25)

7,017.27

0.00
60.27

1,489.00

(2,000.00)
6,566.54

0.00
0.00

0.00
0.00
0.00

46,221.31
4,015.00

119%

50%

99%
96%

89%

42%

110-20-4510-008 Board MemberSalary 0.00 50.00 1,750.00 3%



^MEMO
To: Mayor and Council
From: Marsha Gross, Finance Officer
Via: Alex Sewell, Town Manager
Date: 8-3-2022
RE: Vickery Greenway - Amended Budget Ordinance #4

At the July 11,2022 Council meeting, the funding for the Vickery Greenway was
discussed and approved. The approved cost is summarized below:

Cost/Estimate

Base Bid $517,120

Alt. 1-ThermoplasticCrosswalk $16,609

Alt. 2-GatewaySignage $8,106

Vickery "Pinch Point" Landscaping Allowanci $15,000

Base Inspection, Geotech base test, As-
BuiltSurvey,ADACert. $36,000

Subtotal $592,835

15% Contingency $88,924

Total $681,760

The current Vickery Greenway funding includes $426,800 of restricted funds in lieu of
park land and $123,200 of unrestricted fund balance for a total funded balance of
$550,000. The additional funding of $131,760 ($681,760 less $550,000) was approved at
the July Council meeting to come from increasing revenue replacement with ARPA
funds for FY2023 Police Department salaries. Attached is Amended budget ordinance
which adds these additional funds to the FY2023 budget.

Recommended Action: Management is requesting the approval of FY2022-2023
Budget Amendment No. 4 to increase ARPA funds transfer to the General Fund as
Revenue replacement in FY2023.

TownofStalIings • Telephone704-821-8557 • Fax704-821-6841 • www.stallingsnc.org



AMENDED BUDGET ORDINANCE - N0. 4

TOWN OF STALLINGS, NORTH CAROLINA

FISCAL YEAR 2022.2023

BE IT ORDAINED by the Town Council of the Town of Stallings, North Carolina, that the estimated expenditures for the fiscal
year 2022-2023 are hereby amended as set forth below:

Explanation: Amendment is to appropnate funds from the ARPA Fund to transfer into the General Fund as revenue
replacement forPotice Department salaries and to fund a portion ofthe Vickery Greenway.

This Amendment to the Budget Ordinance shall be effective upon adoption.

The said Budget Ordinance, except as amended, shall remain in full force and effect.

ADOPTED this the 15th day of August, 2022.

Wyatt Dunn, Mayor

Erinn Nichols, Town Clerk

Approved as to form:

Melanie Cox, Town Attomey, Cox Law Firm, PLLC
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General Fund:

10-99-3991-605

10-80-6130-099

43-99-3991-600

43-99-9840-096

$ 1,699,600

$ 1,561,700

$ 1,699,600

$ 1,699,600

$ 1,831,360

$ 1,693,460

$ 1,831,360

$ 1,831,360

$ 131,760

$ 131,760

$ 131,760

$ 131,760

Revenue:
Transfer- in - ARPA Fund Revenue Replacement
Expense:
Capital Outlay

ARPA Fund
Revenue:
Transfer- in - ARPA Fund Revenue Replacement
Expense:
Transferto General Fund



Draft Vickerv Greenway Budget

Expenditure Item
Base Bid

Alt. 1 - Thermoplastic Crosswalk
Alt. 2 - Gateway Signage
Vickery "Pinch Point" Landscaping Allowance

ContractAdministration/PhaseServices, Base Inspection, Geotech base

test, As-Built Survye, AOA Cert.

Cost/Estimate

$517,119.85
$16,609.45

$8,106.11
$15,000

$36,000

Contingency/Misc. (15%)
TotalJust Base Bid
Total Base Bid+Alt. 1
Total Base Bid+Alt. 2

TotalBaseBid+Alt.l&2

Contract Award Amount

Contract 15% Contingency

Varied Based on Above

$653,337.83
$672,438.70
$662,659.85

$681,760.72

$541,835.41

$81,275.31



•S<Si^MEMO
To: Mayor and Council
From: Marsha Gross, Finance Officer
Via: Alex Sewell, Town Manager
Date: 07-6-2022
RE: Funding for Vickery Greenway

The Town received the bids for the Vickery Greenway and the amount needed
pending Council approval will be approximately $662,660 to complete the project.
Upon reviewing the FY2023 Budget, the Park and Recreation Department has $550,000
budgeted for this project which leaves an unfunded balance of $112,660.

The current Vickery Greenway funding includes $426,800 of restricted funds in lieu of
park land and $123,200 of unrestricted fund balance. The additional funding needed of
$112,660 can be appropriated from either unrestricted fund balance or by increasing
ARPA Funds transfer into the General Fund. Since the Town has chosen revenue
replacement for the ARPA Funds, we can take the transfer into the General Fund up to
$2.0 million. The amount ARPA funds already appropriated is $1.6996M which would
have enough to cover the unfunded balance needed for this project.

Fund balance projections for June 30,2022 are outlined below:

7/1/2021
Changein
Balance 6/30/2022

Unassigned Fund Balance
Stabilization by State Statute
Powell Bill
Drug Forfeiture
Capital Project Fund - Potter/Pleasant Plains
Fees in Lieu of Park Land
Subsequent year expenditures
20 Percent Reserve
RestrictedARPAFunds

Total Fund Balance - General Fund

6,424,313
475,157
568,898

46,008
960,273
426,858
747,982

1,770,640

f 1391,2111

90,373

(2,135)
110,9481
2,336

403,360
2,572,685

6,033,102
475,157

659,271

43,873
949,325

429,194

747,982

2,180,000

2,572,685

f 11,420,129 f 2,670,460 f 14,030,589

Overall fund balance is projected to increase by $2,670,460 even with the purchase of
the Old Monroe Road investment property. Even if we remove the effects of the ARPA
funds, fund balance increases by $97,775. I feel that the Town can afford to use an
additional amount needed for the Vickery Greenway without jeopardizing the
financial position of the Town. The subsequent year expenditures and 20% additional
reserves will be met and the Unassigned Fund balance would remain at an amount
over $6M going into FY2023.

In summary, the Town can comfortably move forward and approve the additional
funding needed. If approved a budget amendment will be presented at the following
council meeting.

TownofStallings • Telephone704-821-8557 • Fax704-821-6841 • www.stallingsnc.org
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MEMO 
To: Planning Board 
From: Max Hsiang, Planning Director 
Date: 7/19/2022 
Re: RZ22.07.01 

 
Request: 
The owner of the property at 2125 Stallings Rd, PID 07099002, is requesting a general rezoning 
from Mixed Use-2 (MU-2) to Single-Family Residential -1 (SFR-1).  
 
Property Details: 

• Address: 2125 Stallings Rd 
• Parcel #: 07099002 
• Owner: David Drye 
• Acreage: 22.885 ac 
• Existing Use: Single-Family Home 
• Current Zoning: MU-2 
• Future Land Use: Walkable Activity Center 
• Small Area Plan: Monroe Expressway Corridor for Single-Family & Multi-Family 

Residential 
 

MU-2 compared to SFR-1: 
 MU-2 SFR-1 
Allowed Uses Mixed-Use Residential and Commercial Single-Family Residential 
Density 4 units/acre: single family-detached* 1.6 units/acre 
Lot size 6000sf: single family-detached* 20,000 sq ft min 
Lot width 
frontage 

40’: single family-detached* 100’ 

Front Setback 16’: single family-detached* 40’ 
Rear Setback 12’: single family-detached* 40’ 
Side Setback 5’: single family-detached* 12’ (22’ on Corner lots) 

 
*Dimensional Standards only apply to Single Family Detached. No standards for other uses 
other than building type. 
 
Tree save, buffers, stormwater, and open space apply if the property were to be developed. 
 
History: 
The property has been zoned MU-2 since the adoption of the 2018 Stallings Development 
Ordinance. Before 2018 the property was zoned R-20. The property was zoned MU-2 because it 
was included in the Monroe Expressway Small Area Plan. 
 
Aerial Map: 
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Zoning Map:

 
 
Land Use: 
The Future Land Use is identified as Walkable Activity Center. Walkable activity centers serve 
broader economic, entertainment and community activities as compared to walkable 
neighborhoods. Uses and buildings are located on small blocks with streets designed to 
encourage pedestrian activities. Buildings in the core of a walkable activity center may stand 
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three or more stories. Residential units or offi ce space may be found above storefronts. Parking 
is satisfi ed by using on‐ street parking, structured parking and shared rear‐lot parking 
strategies. A large‐scale walkable activity center may be surrounded by one or more 
neighborhoods that encourage active living, with a comprehensive and interconnected 
network of walkable streets. 
 
 The Primary Land Uses are: 
• Sit Down Restaurant 
• Community-serving Retail 
• Professional Office 
• Live/work/shop units 
• Townhome 
• Condominium 
• Apartment 
• Public Plaza 
• Movie Theater 
 
Secondary Land Uses 
• Farmer's Market 
• Church 
 
Land use consistency: SFR-1 is inconsistent with the Walkable Activity Center FLU 
Designation. 
 
Small Area Plan:  
The Monore Expressway Corridor, Small Area Plan, identifies the area as single-family 
detached and multi-family. 
 
Small Area Plan Consistency: SFR-1 is inconsistent with the Small Area Plan as it also includes a 
Multi-family component. 
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Response from the applicant: 
Please know this rezoning request is critical for our family.  Having our property tax increase 
from $2,626.81 to $20,509.48 is financial hardship of biblical proportions! 
 
I believe our situation to be a result of unintended consequences.   

• Property use is residential/agriculture.  This usage has continued without change since 
our parent's built their home on this property in the mid-1950's. 

• As part of its Long Range Plan, the Town of Stallings rezoned our property from R-20 to 
Mixed Use-2.    

• In the 2021 revaluation, Union County valued and taxed the property based on its 
"highest and best use" as MU-2.   

• County records show inconsistent application of properties being taxed at "highest and 
best use". 

o adjacent and nearby properties zoned MU-2 or MU-1 are neither valued nor 
taxed as mixed use. 

• Union County staff has unequivocally stated the property will be taxed at its "highest 
and best use".   

o County staff advises they will take no action on our tax rate until such time as 
the Town of Stallings rezones the property.    

• There is limited sewer capacity in the Crooked Creek WWTP.   
o Unless projects are in the approval process, developers are unable to get building 

permit for new projects.    
o According Brian Matthews, Assistant County Manager, if a new sewer plant 

was approved today, "it would take 8-10 years from today for it to be operable."   
• Results:   

o This property is zoned MU-2 but used as single family residential 
o This property cannot  be developed for Mixed Use until Union County provides 

additional sewer capacity.   
o This property can only be used for its current use as a one single-family 

residence on 22 acres. 
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Stallings 

 

Town of  

 

 

 

Zoning Map Amendment/Rezoning Application  

 

 

Application # (Staff): _____________________ 
 
Date Filed: __________________________________                  
Hearing Date: ______________________________             
Planning Board Date: ______________________ 

Town Council/Final Decision Date: 

_______________________ 

 

To the Planning Board and Town Council of Stallings, NC: 

I (we) the undersigned do hereby respectfully make application and request the Planning Board 

and Town Council to amend the zoning map of the Town of Stallings: In support of this application, 

the following facts are shown: 

Current Zoning 
(Circle One) 

 
SFR - 1       SFR - 2        SFR - 3       MU - 1        MU - 2       MFT        AG       TC        
 
CIV      C – 74      CP – 485     VSR     IND 
 

Proposed Zoning 
(Circle One) 
  

 
SFR - 1       SFR - 2        SFR - 3       MU - 1        MU - 2       MFT        AG       TC        
 
CIV      C – 74      CP – 485     VSR     IND 
 

Conditional District 
Zoning? 

Yes        No 

 

Physical Property Address: 
 
 
Description of Rezoning: 
 
 
 

Zoning Map Amendment - Conventional 

  Less than 2 acres $150.00 

  2-10 acres $300.00 

  Greater than 10 acres $900.00 

Zoning Map Amendment – Conditional Zoning  

  Less than 2 acres $300.00 

  2-10 acres $600.00 

  Greater than 10 acres $1200.00 

Conditional Use Permit Request $300.00 

Zoning Text Amendment - UDO $500.00 

315 Stallings Road ▪ Stallings, North Carolina 28104 

2125 Stallings Road, Matthews, NC 28105

One single-family residence on 22-acres rezoned by Town of Stallings from R-20 to MU-2.
Property is not permitted and cannot be used for Mixed Use until Union County increases
sewer capacity in Crooked Creek WWTP service area.
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Tax Parcel Number(s) (PID Number): 
 
 

Total Acreage: 
 

Property Owner(s): 
 
Owner’s Address: 
 
 
City: State: Zip: 
Contact Phone Number : Property Owner Email Address: 

 
Applicant  Name  if  different than owner: 
 
 

Applicant’s Address: 
 

Applicant Email Address : 
 

Applicant’s Phone Number: 

 

MAP REQUIREMENTS 

This application shall be accompanied by two (2) maps drawn to scale.  Such maps shall be 

produced at 18’ x 24”.  An electronic version of the map shall also be submitted.  The maps shall 

contain the following information: 

• The subject property plus such property as to show the location of the subject property with 

reference to the nearest street intersection, railroad, stream or other feature identifiable on the 

ground. 

• All properties which abut the property. 

• If the property is in a subdivision of record, a map of such portion of the subdivision that would 

relate to the subject property to the closest street intersection. 

• A written metes and bounds description of the property or properties. 

• The present and proposed zoning classification of the lot(s) in question. 

• The property identification number(s) of the lot(s) in question as issued by the Union County 

Tax Department. 

• Full schematic design/site plan as described in Article 10.10 of the Stallings Unified 

Development Ordinance (only if the application is for a conditional district). 

MAP AMENDMENT REQUIRMENTS 

If a straight rezoning (not a CD) is requested, then please leave the space below blank. 
 
If a Conditional District (CD) is requested, you must list the specific sections of the Unified 
Development Ordinance from which you seek changes.  You may list these on a separate sheet of 
paper. 

 

• Whenever there is a zoning map amendment, the Town of Stallings is required to notify the 

owner of said parcel of land as shown on the county tax listing, and the owner of all parcels 

of land abutting that parcel of land as shown on the county tax listing.  The required notice 

shall be mailed by first class mail at least 10 days but not more than 25 days prior to the 

date of the public hearing.  

07099002

4254 HOPE PLANTATION DRIVE

P. DAVID DRYE, III, TRUSTEE

JOHNS ISLAND SC 29455

704-651-9822 pddrye3@gmail.com

22.885 Acres

PHILIP DAVID DRYE TRUST



RZ22.07.01 - 2125 Stallings Rd



Request

 Zoning Request:
The owner of the property at 2125 Stallings Rd, PID 

07099002, is requesting a general rezoning from Mixed Use-
2 (MU-2) to Single-Family Residential -1 (SFR-1). 

MU-2 > SFR-1



Current Conditions

Location:
• 2125 Stallings Rd

Ownership:
• David Drye

Current Zoning:
• MU-2

Existing Use:
• Single-Family Residential

Required Setbacks:
• Only for Single-Family Residential

Density Limits:
• 4 units/acre only for Single-Family Residential

Site/Project Size:
• 22.885 ac

Stonecreek

Sterling Manor

Forest Park

Stallings Farm
The Willows

McGee

“Sweet Birch Park”



Street View



Current Zoning

MU-2

MU-1

CZ

SFR-3



Land Use & Adopted Policies

Land Use Plan:
• The Land Use Plan shows the property 

as a Walkable Activity Center.

Primary Land Uses:
• Sit-Down Restaurant, Retail, Offices, 

Townhome, Apartments

Secondary Land Uses: 
• Famer’s Market, Church

Consistency:
• SFR-1 is inconsistent

Future Land Use Map

Location



Small Area Plan

Small Area Plan:
• Monroe Expressway 

Small Area Plan –
Shows Multi-Family 
Uses

Consistency:
• SFR-1 is inconsistent

Monroe Expressway SAP

Location



History

 The Drye’s property has been zoned MU-2 since the Town of Stallings UDO 
was adopted in 2018. When the property’s tax value was recently re-assessed 
by Union County, the property value increased dramatically due to the new 
commercial uses allowed on the land. The applicant is seeking to return the 
property to a lower use, residential exclusive zoning of SFR-1.



Meetings

Planning Board 
Hearing: 07/19/2022

Recommended 
Approval

Town Council 
Hearing: 

08/08/2022



Vote and Statement of Consistency & 
Reasonableness

• The request is consistent with the Comprehensive Plan and future planning goals of the 
Town of Stallings and is reasonable and in the public interest. It will allow for an urban 
scale density consistent with the (FLU Type) Future Land Use designation recommended 
by the Stallings Comprehensive Plan.

Or 
• The request is inconsistent with the Comprehensive Plan and future planning goals of 

the Town of Stallings and is not reasonable and in the public interest for the following 
reasons:

Staff suggested reasons:

1) The proposed use is in harmony (or not in harmony) with the Town’s goals (but 
reasonable).



 

 

 

Statement of Consistency and Reasonableness 
 
ZONING AMENDMENT: RZ22.07.01 
 
REQUEST:   General rezoning for 2125 Stallings Rd, PID 07099002, from MU-2 to SFR-1. 
 
 
WHEREAS, The Town of Stallings Town Council, hereafter referred to as the “Town Council”, adopted the 
Stallings Comprehensive Land Use Plan on November 27, 2017; and 
 
WHEREAS, the Town Council finds it necessary to adopt a new land development ordinance to maintain 
consistency with the Comprehensive Land Use Plan; and 
 
WHEREAS, the Town Council finds it necessary to revise the Unified Development Ordinance to comply with 
state law found in NCGS § 160D. 
 
THEREFORE, The Town Council hereby recommends that the proposed text amendment is consistent and 
reasonable with the Comprehensive Land Use Plan adopted on November 27, 2017, based on the goals and 
objectives set forth in the document of promoting quality development and consistency with all state-mandated 
land-use regulations established through NCGS § 160D. The Town Council recommends to APPROVE the 
proposed amendment and stated that the Town Council finds and determines that the text amendment is 
consistent and reasonable with the key guiding principles, goals, and objectives of the Comprehensive Land Use 
Plan for the following reasons: 
 

1) The proposed amendment is consistent with the Comprehensive Land Use Plan. 
 

Recommended this the __ day of _________, 2022. 
 

 
Mayor 

 
Attest: 
 

 
Clerk 
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MEMO 
To: Town Council 
From: Max Hsiang, Planning Director 
Date: 08/08/2022 
Re: TX22.07.01 Conditional Zonings 

 
TX22.07.01 Part 1 Request: 
Conditional zonings require public hearings for the Planning Board, meaning they need mail 
notices and newspaper ads. Changing hearings to meetings, make it optional for mail notices 
and newspaper ads to go out for conditional zonings for Planning Board. 
 
Amendments: 
 
5.4-3  General requirements.  
 
(B.)  Before a public meeting hearing may be held on a petition for a conditional zoning 

request, the petitioner must file in the planning office at least ten (10) days prior to the 
Planning Board meeting a written report of at least one community meeting held by the 
petitioner. Reasonable notice of such a meeting shall be sent by first-class mail by the 
Development Administrator, or their designee, to all property owners within five 
hundred (500’) feet of the subject parcel(s). The report shall include, among other things, 
a listing of these persons and organizations contacted about the meeting and the 
manner and date of contact, the date, time, and location of the meeting, a roster of the 
persons in attendance at the meeting, a summary of issues discussed at the meeting, and 
a description of any changes to the rezoning petition made by the petitioner as a result 
of the meeting. The adequacy of a meeting held, or report filed pursuant to this section 
shall be considered by the Town Council but shall not be subject to judicial review.  

 
5.4-4  Application procedure. 
 
(C.) Following review by the Development Administrator, the Planning Board shall hold a 

public meeting hearing on applications for Conditional Zoning. Notice of the public 
meeting hearing shall be provided in accordance with the provisions of the 
requirements of this ordinance for zoning map amendments. After holding the meeting 
hearing, the Planning Board may recommend approval of the application, including 
recommending conditions for the zoning; recommend denial of the application; or 
continue the consideration of the application in order to receive further information 
regarding the application. In those cases where, upon hearing the application, the 
Planning Board feels that more information is needed, questions have arisen, or other 
circumstances occur in which additional time is needed to enable the Planning Board to 
make a decision, consideration of the application may be continued. The Planning Board 
may, by a majority vote of members present, continue the consideration of the 
application until the next regularly scheduled Planning Board meeting. The Board shall 
direct the appropriate person(s) to obtain the needed information, and provide answers 
to questions, or other action(s) during this time to enable the Planning Board to make a 
decision at the next regularly scheduled meeting. The Planning Board shall take action 
(affirmative or negative recommendation) on continued items at their next regularly 
scheduled meeting. 
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TX22.07.01 Part 2 Request: 
The only way an applicant can apply for conditional zoning is if the use table labels the use as 
CZ. Adding a floating CZ zoning district will allow applicants to apply for conditional zoning for 
any use in any zoning district. 
 
Amendments: 
 
8.2. Districts Created. 
 
In addition to the base zoning districts established, the following conditional zoning districts 
correspond to the base zoning districts. Conditional zoning districts can be requested only by an 
applicant with owner consent. The process for rezoning to a conditional zoning district is found 
in Article 5.4. 
 
(18.) Conditional Zoning (CZ) 
 
 
8.3 Description of Districts. 
 
The Conditional Zoning Districts (CZ) are established as companion districts to the general use 
districts, except for the overlay zones. References in this Ordinance to a general use district 
shall also be construed to include the corresponding conditional zoning district. Each 
conditional zoning district is intended to accomplish the purposes of the corresponding general 
use district through the development of identified uses at a specific location in accordance with 
a site plan approved by the Town Council. All regulations which apply to a general use district 
also apply to the corresponding conditional zoning district. Additional reasonable site plan 
conditions which may be required by the Town Council and agreed to by the petitioner as part 
of the rezoning process also apply. 
 



TX22.07.01



Request TX22.07.01 Part 1

 Text Amendment Request Part 1:
 Conditional zonings require public hearings for the Planning Board, meaning they need mail 

notices and newspaper ads. Changing hearings to meetings, make it optional for mail notices and 
newspaper ads to go out for conditional zonings for Planning Board.

 Amendments to Articles 5.4-3 and Article 5.4-4



Amendment 1

5.4-3 General requirements.

(B.) Before a public meeting hearing may be held on a petition for a conditional zoning request, the 
petitioner must file in the planning office at least ten (10) days prior to the Planning Board meeting a 
written report of at least one community meeting held by the petitioner. Reasonable notice of such a 
meeting shall be sent by first-class mail by the Development Administrator, or their designee, to all 
property owners within five hundred (500’) feet of the subject parcel(s). The report shall include, 
among other things, a listing of these persons and organizations contacted about the meeting and the 
manner and date of contact, the date, time, and location of the meeting, a roster of the persons in 
attendance at the meeting, a summary of issues discussed at the meeting, and a description of any 
changes to the rezoning petition made by the petitioner as a result of the meeting. The adequacy of a 
meeting held, or report filed pursuant to this section shall be considered by the Town Council but shall 
not be subject to judicial review.



Amendment 2

5.4-4 Application procedure.

(C.) Following review by the Development Administrator, the Planning Board shall hold a public meeting 
hearing on applications for Conditional Zoning. Notice of the public meeting hearing shall be provided 
in accordance with the provisions of the requirements of this ordinance for zoning map amendments. 
After holding the meeting hearing, the Planning Board may recommend approval of the application, 
including recommending conditions for the zoning; recommend denial of the application; or continue 
the consideration of the application in order to receive further information regarding the application. 
In those cases where, upon hearing the application, the Planning Board feels that more information is 
needed, questions have arisen, or other circumstances occur in which additional time is needed to 
enable the Planning Board to make a decision, consideration of the application may be continued. The 
Planning Board may, by a majority vote of members present, continue the consideration of the 
application until the next regularly scheduled Planning Board meeting. The Board shall direct the 
appropriate person(s) to obtain the needed information, and provide answers to questions, or other 
action(s) during this time to enable the Planning Board to make a decision at the next regularly 
scheduled meeting. The Planning Board shall take action (affirmative or negative recommendation) on 
continued items at their next regularly scheduled meeting.



Request TX22.07.01  Part 2

 Text Amendment Request Part 2:
 The only way an applicant can apply for conditional zoning is if the use table labels the use as CZ. 

Adding a floating CZ zoning district will allow applicants to apply for conditional zoning for any 
use in any zoning district.

 Amendments to Articles 8.2 and Article 8.3



Amendment 3

8.2. Districts Created.

In addition to the base zoning districts established, the following conditional zoning districts 
correspond to the base zoning districts. Conditional zoning districts can be requested only by an 
applicant with owner consent. The process for rezoning to a conditional zoning district is found 
in Article 5.4.

(18.) Conditional Zoning (CZ)



Amendment 4

8.3 Description of Districts.

The Conditional Zoning Districts (CZ) are established as companion districts to the general use 
districts, except for the overlay zones. References in this Ordinance to a general use district shall 
also be construed to include the corresponding conditional zoning district. Each conditional 
zoning district is intended to accomplish the purposes of the corresponding general use district 
through the development of identified uses at a specific location in accordance with a site plan 
approved by the Town Council. All regulations which apply to a general use district also apply 
to the corresponding conditional zoning district. Additional reasonable site plan conditions 
which may be required by the Town Council and agreed to by the petitioner as part of the 
rezoning process also apply.



Planning Board

Planning Board recommended approval for TX22.07.01 with the recommendation that the mail 
notices would still be included for Conditional Zonings for Planning Board.



Statement of Consistency & 
Reasonableness

The request is consistent with the Comprehensive Plan and future planning goals of the 
Town of Stallings, and it is reasonable and in the public interest. It will allow for an urban 
scale density consistent with the (FLU Type) Future Land Use designation recommended 
by the Stallings Comprehensive Plan.

Or 
The request is inconsistent with the Comprehensive Plan and future planning goals of the 
Town of Stallings and is not reasonable and in the public interest for the following reasons:

Staff suggested reasons:

1) The proposed use is consistent with the Comprehensive Land Use Plan.



 

 

 

Statement of Consistency and Reasonableness 
 
ZONING AMENDMENT: TX22.07.01 
 
REQUEST:  Amend the Stallings Development Ordinance to amend Article 5.4-3, 5.4-4, 8.2, 

and 8.3 for Conditional Zonings.. 
 
 
WHEREAS, The Town of Stallings Town Council, hereafter referred to as the “Town Council”, adopted the 
Stallings Comprehensive Land Use Plan on November 27, 2017; and 
 
WHEREAS, the Town Council finds it necessary to adopt a new land development ordinance to maintain 
consistency with the Comprehensive Land Use Plan; and 
 
WHEREAS, the Town Council finds it necessary to revise the Unified Development Ordinance to comply with 
state law found in NCGS § 160D. 
 
THEREFORE, The Town Council hereby recommends that the proposed text amendment is consistent and 
reasonable with the Comprehensive Land Use Plan adopted on November 27, 2017, based on the goals and 
objectives set forth in the document of promoting quality development and consistency with all state-mandated 
land-use regulations established through NCGS § 160D. The Town Council recommends to APPROVE the 
proposed amendment and stated that the Town Council finds and determines that the text amendment is 
consistent and reasonable with the key guiding principles, goals, and objectives of the Comprehensive Land Use 
Plan for the following reasons: 
 

1) The proposed amendment is consistent with the Comprehensive Land Use Plan. 
 

Recommended this the __ day of _________, 2022. 
 

 
Mayor 

 
Attest: 
 

 
Clerk 
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MEMO 
To: Town Council 
From: Max Hsiang, Planning Director 
Date: 08/08/2022 
Re: TX22.07.02 

 
In the wake of the Stinson Farms lawsuit, Planning Staff and the Land Use Attorney have 
reviewed the sections of the SDO that require the use of a development agreement in specific 
situations.  As you may remember, one of the principal legal theories put forward by the 
plaintiffs in that lawsuit was a challenge to the requirement of a development agreement.  The 
plaintiffs argued that a development agreement is a voluntary process for the developer and 
the local government and that it was beyond the Town’s authority to require a development 
agreement.  This theory is supported by the fact that references in the authorizing statutes are 
worded as permissive: 
 
             160D-1001(b);  “Local governments may enter into development agreements with 
developers…” 
 
             160D-1004:  “A local government may enter into a development agreement with a 
developer …” 
 
No provision explicitly states that a local government may require a development agreement in 
a specific instance, nor is there a prohibition.  Although staff and the Land Use Attorney 
believe that the Legislature intended to allow local governments to require development 
agreements, the law is unclear at this time. Thus we recommend the repeal of Sections 7.15-1(B), 
8.4-6(B), and 8.5-1(B) until the statute or case law is clear on this authority.   
 
Second, the development agreement process is best suited to working out the details of 
coordinating public and private investment in a complex multi-phase development.  Since most 
of the infrastructure in a development in Stallings will either be transportation improvements 
built by the developer or be public utilities provided by the County, there is very little left to 
negotiate between the Town and a developer that can’t be accomplished in a CZ rezoning or 
site plan review.  the development agreement process is best suited to working out the details 
of coordinating public and private investment in a complex multi-phase development.  
 
The repeal of these sections does not mean that staff can’t suggest a development agreement in 
appropriate circumstances.  Given the extended vesting periods available under a development 
agreement, and the current uncertainty of utility availability in Union County, we expect that 
some developers will want the added benefits of a development agreement for their projects. 
 
 
Amendments: 
 
7.15-1(B):  Delete entirely 

(B.)  In addition to any Development Agreement proposed for an eligible project, a 
Development Agreement, established pursuant to Sub-section 7.15-3 of this Ordinance, 



 
Town of Stallings   ▪    Telephone 704-821-8557   ▪    Fax 704-821-6841   ▪    www.stallingsnc.org 

shall be required as part of all projects that are larger than twenty-five (25) acres in size. 
(Amended August 24, 2020) 

 

8.4-6 (B) Delete entirely 

(B.)  A Development Agreement, established pursuant to Section 7.15 of this Ordinance, shall 
be required as part of all Mixed Use (MU-1 and MU-2) District and Town Center (TC) 
applications and shall apply to all projects within the MU-1, MU-2, and TC Districts that 
are twenty-five or more acres in size. 

 

8.5-1(B):  Delete entirely 

(B.)  A Development Agreement, established pursuant to Section 7.15 of this Ordinance, shall 
be required as part of all Traditional Neighborhood Development Overlay (TNDO) 
District applications and apply to all projects within the TNDO District that are twenty-
five (25) or more acres in size. (Amended August 24, 2020) 



TX22.07.02



TX22.07.02 Request

 Request:
Remove the Development Agreement requirement 

for developing properties that are 25 or more acres in 
size.



History

• One of the principal legal theories put forward by the plaintiffs in that lawsuit was 
a challenge to the requirement of a development agreement. The plaintiffs argued 
that a development agreement is a voluntary process for the developer and the 
local government and that it was beyond the Town’s authority to require a 
development agreement.

• No 160D provision explicitly states that a local government may require a 
development agreement in a specific instance, nor is there a prohibition. Thus, we 
recommend the repeal of the requirements for a DA until the statute or case law is 
clear.



Cont.

• The development agreement process is best suited to working out the 
details of coordinating public and private investment in a complex multi-
phase development.

• The repeal of these sections does not mean that staff can’t suggest a 
development agreement in appropriate circumstances.

• The development agreement process is best suited to working out the 
details of coordinating public and private investment in a complex multi-
phase development.



Amendments
7.15-1(B): Delete entirely

(B.) In addition to any Development Agreement proposed for an eligible project, a Development Agreement, established 
pursuant to Sub-section 7.15-3 of this Ordinance, shall be required as part of all projects that are larger than twenty-five (25) 
acres in size. (Amended August 24, 2020)

8.4-6 (B) Delete entirely

(B.) A Development Agreement, established pursuant to Section 7.15 of this Ordinance, shall be required as part of all Mixed Use 
(MU-1 and MU-2) District and Town Center (TC) applications and shall apply to all projects within the MU-1, MU-2, and TC 
Districts that are twenty-five or more acres in size.

8.5-1(B): Delete entirely

(B.) A Development Agreement, established pursuant to Section 7.15 of this Ordinance, shall be required as part of all 
Traditional Neighborhood Development Overlay (TNDO) District applications and apply to all projects within the TNDO 
District that are twenty-five (25) or more acres in size. (Amended August 24, 2020)



Planning Board Recommendations

The Planning Board recommended approval.



Statement of Consistency & 
Reasonableness

The request is consistent with the Comprehensive Plan and future planning goals of the 
Town of Stallings, and it is reasonable and in the public interest. It will allow for an urban 
scale density consistent with the (FLU Type) Future Land Use designation recommended 
by the Stallings Comprehensive Plan.

Or 
The request is inconsistent with the Comprehensive Plan and future planning goals of the 
Town of Stallings and is not reasonable and in the public interest for the following reasons:

Staff suggested reasons:

1) The proposed use is consistent with the goals of the Comprehensive Land Use Plan.



 

 

 

Statement of Consistency and Reasonableness 
 
ZONING AMENDMENT: TX22.07.02 
 
REQUEST:  Amend the Stallings Development Ordinance to amend Article 7.15-1(B), 8.4-

6(B), and 8.5-1 (B) for Development Agreements. 
 
 
WHEREAS, The Town of Stallings Town Council, hereafter referred to as the “Town Council”, adopted the 
Stallings Comprehensive Land Use Plan on November 27, 2017; and 
 
WHEREAS, the Town Council finds it necessary to adopt a new land development ordinance to maintain 
consistency with the Comprehensive Land Use Plan; and 
 
WHEREAS, the Town Council finds it necessary to revise the Unified Development Ordinance to comply with 
state law found in NCGS § 160D. 
 
THEREFORE, The Town Council hereby recommends that the proposed text amendment is consistent and 
reasonable with the Comprehensive Land Use Plan adopted on November 27, 2017, based on the goals and 
objectives set forth in the document of promoting quality development and consistency with all state-mandated 
land-use regulations established through NCGS § 160D. The Town Council recommends to APPROVE the 
proposed amendment and stated that the Town Council finds and determines that the text amendment is 
consistent and reasonable with the key guiding principles, goals, and objectives of the Comprehensive Land Use 
Plan for the following reasons: 
 

1) The proposed amendment is consistent with the Comprehensive Land Use Plan. 
 

Recommended this the __ day of _________, 2022. 
 

 
Mayor 

 
Attest: 
 

 
Clerk 
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MEMO 
To: Mayor & Town Council  
From: Alex Sewell, Town Manager  
Date: 8/3/22 
RE: Annexation 56 – Castlebridge Lane  
 
 
Purpose: This memorandum’s purpose is to summarize the requested research into the 
property proposed to be annexed into the Town of Stallings.  
 
Background: The Town Council is considering a request to annex in a single-family 
property located at the corner of Castlebridge Lane and Cameron Commons Way 
(Parcel #07099176). On 7/11/22, the Town Council requested staff conduct a site visit to 
ensure there were no apparent issues requiring Town funds to address post-
annexation.  
 
Update:  
 

• The Town Manager and Associate Engineer visited the site on 7/11/22 and did 
not observe any concerning issues. 

• The Town Manager and Public Works Director visited the site on 8/1/22 and did 
not observe any concerning issues.  

• Both the engineering and public works departments reported no known issues 
in the immediate area.  

• The property sits at the corner of Castlebridge Lane and Cameron Commons. Per 
the Town’s certified 2022 Powell Bill map, both roads are maintained by the 
State.  

• There are no public sidewalks by the property.  
• The engineering department pulled the recorded neighborhood plat and found 

no storm drainage easement(s) on the property.  
 



 
Ordinance to Extend the Corporate Limits 
 of the Town of Stallings, North Carolina 

  
 
 
 

 

WHEREAS, the Town Council has been petitioned under N.C.G.S. 160A-31 to annex the 
area described below; and  

 
 WHEREAS, the Town Council has by resolution directed the Town Clerk to investigate 
the sufficiency of the petition; and  
 
 WHEREAS, the Town Clerk has certified the sufficiency of the petition and a public 
hearing on the question of this annexation was held at the Government Center of the Town of 
Stallings at 7:00 p.m. on July 11, 2022, after due notice by the Enquirer-Journal on June 28, 
2022; and 
 
 WHEREAS, the Town Council finds the petition meetings the requirements of N.C.G.S. 
160A-31; 
 
 NOW, THEREFORE, BE IT ORDAINED be the Town Council of the Town of Stallings, North 
Carolina that: 
 

Section 1.  By virtue of the authority granted by N.C.G.S. 160A-31, the area 
proposed for voluntary annexation encompasses parcel number 07099176  - 
Castlebridge Lane is hereby annexed and made part of the Town of Stallings 
effective immediately: 
 
Parcel number: 07099176; 15,652 sq. ft. 
ALL THAT CERTAIN PIECE, PARCEL OR TRACT OF LAND LOCATED THEREON 
LYING, BEING SITUATED IN VANCE TOWNSHIP, UNION COUNTY, NORTH 
CAROLINA, SAID TRACT BEING LOT 84 OF MADISON RIDGE SUBDIVISION AS 
SHOWN IN PLAT CABINET F, FILE 349 RECORDED IN THE UNION COUNTY 
REGISTER OF DEEDS AND BEING MORE PARTICULARLY DESCRIBED AS FOLLOWS:  
BEGINNING AT A POINT ON THE EASTERLY MARGIN OF CASTLEBRIDGE LANE 
(50’ PUBLIC RIGHT-OF-WAY)  BEING THE COMMON CORNER OF LOT 83 AND LOT 
84, MADISON RIDGE SUBDIVISION AS SHOWN IN PLAT CABINET F, FILE 349 
RECORDED IN SAID REGISTRY; AND RUNS THENCE WITH THE EASTERLY MARGIN 
OF CASTLEBRIDGE LANE N 13-46-37 E 163.00 FEET TO A POINT ON THE 
SOUTHERLY MARGIN OF CAMERON COMMONS WAY (50’ PUBLIC RIGHT-OF-
WAY); THENCE WITH THE SOUTHERLY MARGIN OF CAMERON COMMONS WAY 
THE FOLLOWING TWO COURSES AND DISTANCES; 1) WITH A CURVE TO THE 
RIGHT HAVING A RADIUS OF 20.00 FEET,  ARC LENGTH OF 31.42 FEET AND 



CHORD: N 58-46-37 E 28.28 FEET TO A POINT, 2) S 76-13-23 E 66.00 FEET TO A 
POINT BEING THE NORTHWESTERLY CORNER OF LOT 85, MADISON RIDGE 
SUBDIVISION AS SHOWN IN PLAT CABINET F, FILE 349 RECORDED IN SAID 
REGISTRY; THENCE WITH THE WESTERLY LINE OF LOT 85 S 13-46-37 W 183.00 
FEET TO A POINT BEING THE SOUTHWESTERLY CORNER OF LOT 85 AND ON THE 
NORTHERLY LINE OF AFOREMENTIONED LOT 83; THENCE WITH THE NORTHERLY 
LINE OF LOT 83 N 76-13-23 W 86.00 FEET TO THE POINT AND PLACE OF 
BEGINNING CONTAINING 15,652 SQUARE FEET AS SHOWN IN PLAT CABINET F, 
FILE 349 RECORDED IN SAID REGISTRY ON NOVEMBER 17, 1998. 

 
Section 2. Immediately, the above described territory and its citizens and 
property shall be subject to all debts, laws, and ordinances and regulations in 
force in the Town of Stallings and shall be entitled to the same privileges and 
benefits as other parts of the Town of Stallings. Said territory shall be subject to 
municipal taxes according to N.C.G.S. 160A-58.10. 
 
Section 3.  The Mayor of the Town of Stallings shall cause to be recorded in 
the office of the Register of Deeds Union County, and in the office of the 
Secretary of State at Raleigh, North Carolina, as accurate map of the annexed 
territory, described in Section 1 above, together with a duly certified copy of 
this ordinance. Such a map shall also be delivered to the Union County Board of 
Elections, as required by N.C.G.S 163-288.1.  
 

Adopted this the 11th day of July, 2022.    
 
             
        ___________________ 
        Wyatt Dunn, Mayor 
Attest: 
 

_______________________________ 
Erinn E. Nichols, Town Clerk 
 
 

Approved as to form: 
 
 

_______________________________________ 
Cox Law Firm, PLLC 



 
Town of Stallings   ▪    Telephone 704-821-8557   ▪    Fax 704-821-6841   ▪    www.stallingsnc.org 

MEMO 
To:  Mayor and Town Council  
From: Brian Price, Public Works Director 
Via: Alex Sewell, Town Manager 
Date: 08/01/2022 
RE:  BYPASS Phase II Landscape Plan/Irrigation   
 
 
Background: 

• On 06/28/2021 NCDOT presented to Council the landscaping plan for Hwy. 74/Stallings 
Rd/Bypass corridor. This was followed by several meetings with Town staff and elected 
officials with NCDOT to discuss a redesign. Town Council adopted a strategy to invest in 
the beautification in this area to help maximize positive development in the area with 
the twin-anchors of the Atrium hospital and future potential silver line rail.  

o The original design had this area set to look like all the other entrances/exits on 
the Bypass, but after a discussion with NCDOT they agreed to let Town staff and 
elected officials have input.  

o NCDOT redesigned the drawings based on that input. Town officials first gave 
feedback to Jeff Lackey with NCDOT in July 2021. Town officials were looking 
for a unique color scheme and wanted to incorporate the utilization of a 
lavender/purple color concept unique to Stallings. Town officials and staff 
wanted turf removed because there is a hazard in maintaining this area.  

o In March of 2022 Jeff Lackey redesigned the plan and was able to provide the 
requested lavender/purple color scheme using Pow Wow Echinacea and Forest 
Pansy Redbud species. Tennessee river stone will be used at all planters in the 
Stallings quadrant medians to eliminate all turf.  

o Also, the Town coordinated a meeting between Town officials, NCDOT staff, and 
Atrium officials to connect Atrium with NCDOT to ensure integration of design. 

 
Landscape Plan/Contract: 

• Enclosed is the draft landscape plan for Council’s consideration.   
• NCDOT will maintain for 1 year during the warranty/establishment period. Upon 

completion of the establishment period the Town of Stallings will assume maintenance 
of these areas. There will be an intergovernmental agreement with NCDOT. 

• Irrigation: 
o There is an irrigation design in the landscape plans.  
o Areas identified for irrigation: 

 Roundabout at Gateway Sign 
 Hillside on Hwy. 74 across from the hospital (maps attached showing 

these areas).  
o We have discussed irrigation at length and there are pros/cons on both sides. 

 Cons - Irrigation equates to a water bill, maintenance of the system, and 
winterization.  

 Pros - Assist with establishment period and future growth.  
o Town will assume responsibility for maintenance of the irrigation system.  

• NCDOT requested the Town use a local vendor to install the irrigation system for ease 
of maintenance and repair Jeff Lackey will be at the Aug. 8 Council Meeting to answer 
any additional questions about the proposed plan/contract.  
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Request: 

• Approve NCDOT Landscape Plan for the Highway 74 Hillside and the Gateway 
Monument Roundabout and entered into an Intergovernmental Agreement with 
NCDOT for installation and short-term maintenance.  

• Consider irrigation areas identified and determine whether or not to include in the 
NCDOT Intergovernmental Agreement for installation. 







Irrigation Proposal

Company:

Attn:

Subject: Traffic circle irrigation Q18902

Place: Stallings 

Date: 6/1/2022

Description of Work

Description Size Qty Unit Cost Cost

Install 8 zones of drip irrigation for plant material along road frontage 8 16,080.00

3% fuel surcharge 1 482.40

Researched zones and broken main or lateral lines will be audited upon repair 

and additional costs will be given at that time 

NOTE: QUOTE GOOD FOR 30 DAYS ONLY! Project Estimate Not to Exceed ########

Underground Utility Disclaimer

Upon approval, please sign and fax this document to our office.  Thank you!

Acceptance:

Signature

Matthews, NC  28106

Date Office:   704-821-4066

Fax:         704-821-9015

Install 2 zones of drip irrigation along slope of independence blvd.  As noted per plan. Water meter/ Backflow and power to be supplied by 

others (area identified by plan L5B east bound side of route 74 above river stone with plan oriented as top of plan is North).  Irrigation system 

water to be supplied by other with meter and backflow installed by others.  System is designed with 15gpm with 50psi at the point of 

connection.  The point of connection to be located within the planned disturbed area as outined.

P.O. Box 2134

In the event of digging, trenching, excavating Smith Grounds Management will not be responsible for any cost that are 

associated with the damages and or repairs of private underground utilities (water, cable, close circuit television, sewer, 

irrigation, and electric service lines, etc.) that are not located by the owner or locating service.  If large rocks are located while 

digging, trenching and excavating an additional labor charge will be incurred.  If the rocks are too large for our equipment to 

move them then the rocks become the responsibility of the owner to have them moved.

M:\Irrigation Quotes\Irrigation 2022\EC 2022 Irrigation Quotes\Stallings\Stallings 74 roadway irrigation installation 6/9/2022
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Black Gum

Scarlet Oak

Willlow Oak

Shumard Oak

Bald Cypress

ABL

ARL

NSL

QCL

QPL

QSL

TDL

EA

EA

EA

EA

EA

EA

EA

Dutch Master Daffodil

HB

Panicum virgatum 'Cloud Nine Cloud Nine Switchgrass

INL

CJL

CAL

JVL

MGL

EA

EA

EA

EA

Chionathus virginicus

CFL Cornus florida rubra

Fringetree

Muskogee Crape Myrtle

Quercus Shumardii

EA

EA

DV

LS Liriope spicata Creeping Lilyturf

Juniperus virginiana Eastern Red Cedar

Lagerstromia indica 'Muskogee'

LNL Lagerstromia indica 'Natchez'' Natchez Crape Myrtle

Magnolia grandiflora 'D.D. Blancher' D.D. Blancher Magnolia

QNL Nuttall OakQuercus nuttallii

PTLEA Pinus taeda Loblolly Pine

Distylium x 'Vintage Jade' Vintage Jade Distylium
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Regeneration
Reforestation

City or Town Line
Exist. Right of Way Line Marker

Prop. Control of Access Line
Property Line
Easement Line
Slope Stake Line
Exist. Fence
Prop. Woven Wire Fence
Prop. Chain Link Fence
Exist. Road
Prop. Road
Guardrail
Survey Line
Denotes Line Equality
Bridge
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Exist. Control of Access Line
(By Contract)

(By Others)
Prop Right of Way Line Marker

Prop. Right of Way Line Marker

County Line

Exist. Power Pole

Regeneration

Tower Pole and Line

Picnic Shelter
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Environmental Engineer for clarification.

to construction, and if discprepancies are found, notify the Division Roadside 

- The contractor shall verify all conditions and dimensions at the job site prior 

visit to determine and verify all demolition requirements prior to bidding.

in accordance with the law. The contractor is responsible for making a site 

- Demolition, removal, and disposal of items from the site must be completely 

and major construction begins. 

shall locate and protect in place all existing utilites before digging occurs 

- The utilities shown on the plans are approximate locations. The contractor 

of the Division Roadside Environmental Engineer.

shall restore disturbed areas to their original condition and to the satisfaction 

of adjacent plant material, facilities, and structures to remain. The contractor 

- The contractor shall take the necessary precautions to prevent damage 

sewer, gas, electrical, etc.)

and verify all utility lines and structures within the construction areas (water, 

- Prior to any demolition or work taking place, the contractor shall locate 

and roadway plans. Actual site conditions may vary.

- Existing conditions shown on the plans are based on survey information 

I-1
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Irrigation Specifications

C

PIPE

SLEEVES

HEADS

ELECTRIC CONTROL VALVE

IRRIGATION NOTES & LEGEND

ESTIMATED IRRIGATION QUANTITIES

90°180°

360°270°

CONTROLLER WIRING

WATER SUPPLY/METER

BACKFLOW PREVENTION

shall have an approved cover.

in accordance with all local and state code requirements and 

downstream of the irrigation meter. The unit must be installed 

shall be 1.5" in size. The backflow assembly shall be installed 

responsibility of the irrigation contractor. The backflow 

- The reduced pressure backflow preventer assembly shall be the 

installed in Carson model #1419-1 box with #1419-2 cover.

multiple valves (up to, 2 - 1" valves or 1 - 1 1/2") shall be 

installed in a Carson model #910-1 valve box  with cover, while 

boxes with lids mounted at grade level. Single valves may be 

- All remote control valves shall be installed in Carson valve 

flow-control feature 

- Location of AC powered electric remote-control valve with 

- Valves shall be Hunter, Rainbird, or Toro.

CONTROLLER W/ BATTERY POWERED TIMER

M

characteristics.

model numbers may be dependent upon these specific 

coverage shall be as illustrated. Individual head or nozzle 

- Approximate arc and radius of individual spinkler head 

eliminate dry spots. Covergae must be head to head.

overspray onto hardscapes or buildings. Adjust heads to 

each sprinkler head to provide optimum coverage while minimizing 

- The irrigation contractor shall adjust the radius and throw of 

HEAD RADII

hardscape.

installation of the irrigation system with the landscape and 

shall coordinate with the landscape contractor to ensure proper 

- Sleeves shall be 4" Sch. 40 PVC. The irrigation contractor 

to the brand listed.

- All materials may be of comparable manufacture and performance 

  and check the system for full operation

- Reenergize the irrigation system in April the following year 

  operation

- Winterize the system during November of the first year of 

  during the first year of operation

- Be available to answer any questions of the system operators 

- Explain the complete operation of the system

the following obligations:

employees responsible for the maintenance of the system, meet 

Division Roadside Environmental Engineer and the municipality's 

- The irrigation contractor shall, in the presence of the 

GENERAL NOTES

efficiency and the aesthetic quality of the installation.

their efforts with the landscape contractor to optimize the 

installation of the irrigation system and shall coordinate 

damaging existing plantings and their roots during the 

- The contractor shall take all precautions necessary to avoid 

PVC solvent weld fittings unless otherwise noted.

- Piping shall be PR 200 solvent weld PVC pipe with schedule 40 

- Depth of cover of mainline piping to be a minimum 18".

- Size of pipe to be a minimum of 1 1/2"  

with existing utilities.

- The main line shall be installed so that it doesn't conflict 

- PR 200 Main Line Piping. 

- Allow for friction loss. 

- For 15 up to 35 gpm use 1" PVC pipe.

- For 0 to 15 gpm accumulated flow use 3/4" PR 200 PVC pipe.

lines shall be as follows:

the manufacturer's product catalog. Pipe sizes for the lateral 

head pressure and full radius at that pressure as reported in 

determined by using the gpm for a nozzle based on a 40 psi base 

particular branch of pipe within a control section shall be 

pipe sizing schedule and summation of gallonage demand on a 

-Minimum depth of cover over lateral piping to be 12". Lateral 

- PR 200 PVC Lateral Piping

connection location for emergency shut-off purposes.

- A manual shut-off valve is required at meter or point of 

irrigation system.

at the base of the head for optimum performance of the 

minimum with one control station operating at a time at 60 psi 

- This irrigation system shall be capable of delivering 33 gpm 

downstream of the irrigation meter. 

to install a backflow prevention device which will be located 

system will be potable water, the contractor will be required 

- The meter is 1.5" in size. Since the water supply for the 

- The meter shall be installed by the local municipality.  

to blend into the landscape .

The sensor mount is to be painted a dark hunter green in order 

there are no overhead obstructions that can block precipitation. 

controller. The rain sensor shall be placed in plant beds where 

rain sensor that is compatible with the make and model of the 

- The contractor shall install a wired Hunter, Rainbird, or Toro 

applicable electrical code requirements.

- All 120 VAC wiring shall be installed in accordance with all 

valve boxes model #910-1 with #910-2 covers.

- The battery operated controller is to be placed in Carson 

Environmental Engineer.

plans. Location must be approved by the Division Roadside 

incorporate a 24 VAC with the approximate location shown on the 

unit with at least 12 available zones. The controller shall 

- The controller shall be a Hunter, Rainbird, or Toro Modular 

to the brand named.

- Controller may be of comparable manufacture and performance 

equipment, and implementation.

adjusted slightly due to site conditions, specific irrigation 

materials necessary for installation. Quantities may be 

estimated quantities. Estimated quantities do not cover all 

plans for any discrepancies. Plans take priority over these 

Quantities are estimated based on design drawings. Refer to 

21' r - 8

19' r - 108

18' r - 20

14' r - 77

12' r - 6

Rotator Heads (Total: 219)

10' r - 22

8' r - 18

6' r - 18

4' r - 156

Spray Heads (Total: 214)

Sleeve Pipe - 253

Lateral Pipe - 4,899

Main Line Pipe - 899

Spray Zones Valves - 13

Battery Powered Controllers - 3

Backflow Preventers - 3

Meter Locations - 3

GENERAL NOTES cont'd

thread sealing tape. 

- All threaded pipe connections shall be assembled using Teflon 

minimum 6" clearance from paved areas. 

the head more than 2" above the grade shall be installed with a 

operations. Heads installed on shrub risers or with the top of 

edges of all paved areas to provide for edging and maintenance 

pavement shall be installed with a clearance of 2" from the 

- All pop-up irrigation heads designed adjacent to curbs or 

the body of the sprinkler.

the surrounding plant material (planned or existing) will hide 

care shall be taken to install the head in such a manner that 

models. In mounting 6"-12" pop-up heads on shrub type risers, 

riser as described below in relation to mounting shrub head 

6"-12" pop-up head shall be mounted on a schedule 40 PVC pipe 

-If greater than 1/3 of the sprinkler body is exposed, then the 

insert by 3/4" M.P.T.)

fitted with elbows (3/8" insert by 1/2" M.P.T. and/or 3/8" 

shall be installed on polyethylene flex swing joint poly pipe 

with less than 1/3 of the sprinkler body exposed above grade, it 

heads in plant beds shall have 12" pop-up stroke. If installed 

- All heads in turf areas shall have a 6" pop-up stroke and 

10', 12', 14', 18', 19', and 21'.

360° fixed arc nozzles with the following radii: 4', 6', 8', 

heads fitted with adjustable nozzles or 90°, 180°, 270°, and 

- Hunter, Rainbird, or Toro Pop-up spray heads and Rotator Spray 

S.3) and NC G.S. 89G.

systems by the NCICLB under chapter (2008-177, S.1; 2013-383, 

associated with construction or contracting of irrigation 

- Irrigation contractor must be licensed to perform work 

contractor's expense.

failure to check the PSI and GPM shall be done at the 

replacements, relocation, or additional materials required as a 

(GPM) at the point of connection to the water source. Any 

the available static water pressure (PSI) and gallons per minute 

- Prior to the start of any work, the contractor shall verify 

lines, numbered zones, controller(s), heads, and valves.

system, the location of all equipment, sleeves, irrigation 

shall be clear, concise, and show all elements of the irrigation 

to the owner (NCDOT) at the time of project approval. The plans 

- The contractor is responsible for providing ‘As Built’ plans 

irrigation heads that are consistent with the existing system.

- If there is an existing system in place, be sure to use 

Landscape Architect).

(as approved by the Division Roadside Environmental Engineer or 

- All irrigation products are to be Hunter, Rainbird, or Toro 

- Place pressure reducing valves in discreet locations.

replace sod when necessary.

- The contractor is to minimize disturbance in sod areas and 

devices in plant beds wherever possible. 

- Place valves boxes, back flow preventers, and other irrigation 

the installation.

responsible for all cost incurred by themselves in relation to 

that could affect their bid proposal and shall hereafter be 

so that they are aware of any special conditions that may exist 

- The contractor(s) shall familiarize themselves with the site 

only after notification is made to the owner (NCDOT).

be made at no additional cost to the owner and shall be made 

adjustments in the field as necessary. These adjustments shall 

nature, and the irrigation contractor may be required to make 

- The irrigation design provided in the plans is schematic in 

sized per the controller manufacturer’s specifications. 
All wire will be color coded direct burial UF/UL wire to be 

be installed according to code.

connectors and waterproof materials. All electrical work shall 

- All wire splices shall be made using UL approved direct burial 

contraction. 

expansion loops to prevent excessive strain due to thermal 

- Wire runs shall be installed with enough slack and/or 

box. All splice locations shall be noted on the as built plan.

Splices at valve locations shall be made inside of the valve 

a approved valve box with cover installed at grade level. 

concentrations of splices are necessary, they shall be placed in 

- Wire splices shall be kept to an absolute minimum. Where major 

installed in accordance with local code requirements.

shall follow mainline piping where feasible. All wiring shall be 

all irrigation piping (main line and laterals). Valve wiring 

wires shall be #14 AWG. Tracer wires shall be installed above 

wires shall have red insulation. Both the (common) and (hot) 

(common) wires shall have white insulation while valve (hot) 

Valve 

- 



FINAL DESIGN DATE :

CHECKED BY & DATE :

PREL. DESIGN DATE :

S
H

E
E

T
 D

E
S

C
R
IP

T
IO

N
:

SHEET NO : TOTAL SHEET NO :

WBS #

FED I.D. #

NCDOT -  ROADSIDE ENVIRONMENTAL UNIT

http://www.ncdot.org/doh/operations/dp chief eng/roadside/

K
y
le
 C

oo
pe
r

- - - - - 

- - - - - 

 

  

S
T

A
T

E
OFNORTHCA

A

A

A

A

R

R

R

R

O

O
O

O

L
IN

N
N

N
I

E

E

T

T
T

T

F
S

D
P

P

T

M

Landscape Architect

- - - - - 

- - - - - 

TIP #:

AESTHETIC ENGINEERING SECTION

PH:  919-707-2935   FAX:  919-715-2554

1557 MAIL SERVICE CENTER  RALEIGH  NC 27699-1557 Landscape Plan Sheet

R-3329

R-3329

34533.5.TA9

I-6

Union County

Monroe Bypass Irrigation (Stallings Rd)

I-3

Irrigation Details

 

POP-UP SPRAY HEADS

VALVES & BOX 1

SPRINKLER HEAD PLACEMENT ON SLOPES
 (NOT TO SCALE)

7 8

(NOT TO SCALE)

4 Manual Shut-off ValveManual Drain Valve
(NOT TO SCALE)(NOT TO SCALE)

2 Winterization Assembly

 

  

T.I.P. #

 

(NOT TO SCALE)

ROTATOR HEAD 
(NOT TO SCALE)

(NOT TO SCALE)

(NOT TO SCALE)

BATTERY CONTROLLER (BOX LID MOUNT)

VALUE BOX & COVER

GRAVEL (1 CU. FT.)

PVC FEMALE ADAPTER

1.  INSTALLATION TO BE COMPLETED IN ACCORDANCE WITH MANUFACTURERS SPECIFICATIONS.

2.  DO NOT SCALE DRAWINGS.

NOTES:

BRICK SUPPORTS

PVC ELBOW

LENGTH AS REQUIRED

PVC MAIN LINE

VALVE WITHOUT FLOW CONTROL

REMOTE CONTROL

PVC TEE OR ELBOW (TYP.)

GRADE

FINISHED 

AND WATERPROOF WIRE SPLICE CONNECTORS

CONTROL TUBING WITH 12" MIN. SERVICE COIL 

SEE SPECS. FOR DEPTH

PVC MAIN LINE (TYP.)

CLAMP

STAINLESS-STEEL 

PVC LATERAL LINE

VALVE BOX LID 

VALVE

3" GRAVEL BASE 

  

HARDWARE TO SECURE BOX LID

(APPROX. 3'-4')
FOR MOUNTING CONTROLLER ON THE LID 
PROVIDE SUFFICIENT AMOUNT OF WIRE LENGTH 

INSTRUCTIONS)
VALVE BOX (INSTALLED PER MANUFACTURER 

BY THE ENGINEER).
BOX BURIED WITH 1/2" EXPOSED (OR AS DIRECTED 

VALVE BOX LID (UNDERSIDE)

FINISHED GRADE

OF BOX. SUBMIT MOUNT- HARDWARE FOR APPROVAL.

BATTERY POWERED DDCWP CONTROLLER MOUNTED ON INSIDE 

AND ACCESS TO CONTROLLER (APPROX. 3'-4')

LEAVE SUFFICIENT AMOUNT OF WIRE FOR LID REMOVAL 

SPACING MAY HAVE TO BE ADJUSTED TO PROVIDE UNIFORM COVERAGE. 

SAME TIME THE UPHILL THROW IS DECREASED. BECAUSE OF THIS, THE

PATTERN; THE DOWNHILL THROW WILL BE INCREASED, WHILE AT THE

SPRINKLERS INSTALLED ON SLOPES WILL PRODUCE AN ELLIPTICAL WETTED

TOE OF SLOPE

VERTICAL

TOP OF SLOPE

PERPENDICULAR TO THE SLOPE.

THE SLOPE. THE RECOMMENDED ANGLE IS HALF WAY BETWEEN VERTICAL AND 

MID-SLOPE STANDARD SPRINKLER HEADS SHOULD BE INSTALLED AT AN ANGLE INTO 

EDGE OF THE SLOPE TO DECREASE WIND DRIFT. (HUNTER IRRIGATION)

SLOPE. THEY SHOULD ALSO BE PLACED SLIGHTLY DOWN FROM THE TOP 

SLOPE, THEN THE HEADS SHOULD BE TITLED TOWARDS THE TOE OF THE 

THE SPRINKLER SECURED TO THIS STAKE.

RE-BAR SHOULD BE DRIVEN INTO THE GROUND AT THE SAME ANGLE AND 

ONCE THE POSITION OF THE RISER AND DEGREE OF TILT OF THE HEAD IS SET, 

APPLYING STRESS TO THE LATERAL LINES. WITH SHRUB-TYPE SPRINKLERS, 

SWING JOINTS SO YOU CAN ADJUST THEIR ANGLE TO THE SLOPE WITHOUT 

ALL POP-UP SLOPE IRRIGATION SPRINKLERS SHOULD BE INSTALLED ON 
D

C

B

A

VERTICALLY. (HUNTER IRRIGATION) 

THEN THE HEADS SHOULD BE INSTALLED 

NOZZLES ARE USED FOR THE TOP ZONES, 

SLOPE TO REDUCE WIND DRIFT. IF LOW-ANGLE 

NOZZLES FOR ZONES NEAR THE TOP OF THE 

IF POSSIBLE, USE LOW-ANGLE TRAJECTORY 

WATER DIRECTLY INTO THE SLOPE. 

FROM THE SLOPE TO AVOID DRIVING 

SLOPE HOULD BE TILTED SLIGHTLY AWAY 

THE HEADS INSTALLED AT THE TOE OF THE 

3

5

6

QUICK COUPLING VALVE

12" CARSON VALVE BOX

SCH. 80 ELL

GALVANIZED NIPPLE

SCH. 80 UNION

TO WATER SOURCE

FINISH GRADE

BRASS GATE VALVE

SCH. 80 NIPPLE

MAIN LINE

SYSTEM 

VALVE

12" DEPTH BELOW 

(2 CUBIC FEET);

1/2" CRUSHED STONE 

12" CARSON VALVE BOX

FINISH GRADE

12" DEPTH BELOW VALVE

1/2" CRUSHED STONE (2 CUBIC FEET);

EXISTING COMPACED SUBGRADE

(TYPICAL)

SCH. 80 ELL 

UNION BALL VALVE

SCH. 80 PVC TRUE 

1.  INSTALLATION TO BE COMPLETED IN ACCORDANCE WITH MANUFACTURERS SPECIFICATIONS.

2.  DO NOT SCALE DRAWINGS.

NOTES:

 

 3.  INSTALL SPRINKLERHEAD AT FINISHED GRADE

LATERAL PIPE

LATERAL TEE

APPROVED BACKFILL

SPRINKLER BODY

ROTATOR NOZZLE

SWING JOINT

MANUFACTURED 

APPROVED BACKFILL

SPRINKLER BODY

LATERAL PIPE

LATERAL TEE
SWING JOINT
MANUFACTURED 

MAIN LINE

12" CARSON VALVE BOX

FINISH GRADE

EXISTING COMPACED SUBGRADE

12" DEPTH BELOW VALVE

1/2" CRUSHED STONE (2 CUBIC FEET);

UNION BALL VALVE

SCH. 80 PVC TRUE 
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Electric control valve

Pop-up spray head
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MEMO 

To:  Town Council 
From:  Erinn Nichols, Assistant Town Manager 
Via:  Alex Sewell, Town Manager 
Date:  08-01-2022 
RE:  Gateway Monument Bid Result 
 
Purpose:  This memorandum provides background information on the Stallings 
Gateway Monument, shares bid results, and requests Council direction on 
awarding a contract to the lowest responsive bidder and other related items.  
 
Background:   

• Location - Roundabout on Stallings Road at Atrium Union West 
• November 9, 2020 - Council approved Destination by Design to develop the 

engineering and design of the monument as well as Construction Oversight.  
• February 2022 – Council included in its FY22-23 Town Priorities & Action 

Strategies, Priority #2A – Maximize Positive Development Around 
Hospital/Light Rail (Economic Development), a benchmark for success 
“Install large gateway signage in roundabout by 06-30-2023.” 

• May 2022 – Notice to accept bids 
• June 2022 – Notice to accept bids extended due to lack of bidders 
• July 15, 2022 – Bid opening on project 

Bid Results: The Town received two bids and the bid tabulation is enclosed. 
J.D. Goodrum Company, Inc. is the lowest responsive bidder with a bid of 
$461,921.28, which is $116,878.72 lower then the second bidder. J.D. Goodrum 
Company, Inc. is the same firm selected for the Vickery Greenway Construction.  

Necessary Budget: If the Town Council approves awarding the project, 
additional costs that would need to be budgeted for the project what was identified 
in the FY22-23 budget. This CMIIP item was estimated at $300,000.  

Finances: Enclosed is a memorandum from the Town’s Finance Officer 
discussing the finances/impact of this project moving forward.  

Options: The Town Council can choose to: 

1) Award the project to the lowest responsive bidder and move the project 
forward. If Council chose this route, the Council would need to: 



a. Authorize the Town Manager to determine if a suitable contract can 
be negotiated contingent on Town Attorney approval/alternations with 
the lowest responsive bidder and, if so, to award the contract to J.D. 
Goodrum  

b. Request staff to bring back a budget amendment for an additional 
$162,000.  

2) Not Award the Contract. If so, the project would not move forward and if 
the project wanted to be constructed in the future, the Town may have to 
update the plans and would certainly have to bid out the project again. 
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MEMO 
To:  Mayor and Council  
From: Marsha Gross, Finance Officer  
Via: Alex Sewell, Town Manager 
Date: 8-4-2022 
RE:  Funding for Gateway Signage 
 
 
The Town received bids for the gateway signage at the Atrium roundabout and the 
amount needed pending Council approval will be approximately $461,921 to complete 
the project.  Upon reviewing the FY2023 Budget, the Transportation Department has 
$300,000 budgeted for this project which leaves an unfunded balance of $161,921.   
 
The current gateway signage funding includes $300,000 of ARPA revenue replacement 
funds which were added to the budget for Police department salaries.  The additional 
funding needed of $161,921 can be appropriated from either unrestricted fund balance 
or by increasing the ARPA Funds transfer into the General Fund.   The current ARPA 
Funds for FY2023 revenue replacement is $1,831,360 and the Town can take the 
transfer into the General Fund up to $2.0 million which is the budgeted amount for 
Police department salaries for the year.   
 
Fund balance projections for June 30, 2022 are outlined below: 
 
 

 
Overall fund balance is projected to increase by $2,670,460 even with the purchase of 
the Old Monroe Road investment property.  Even if we remove the effects of the ARPA 
funds, fund balance increases by $97,775.  I feel that the Town can afford to use the 
additional amount needed for the gateway signage without jeopardizing the financial 
position of the Town.  Subsequent year expenditures and 20% additional reserves are 
met and the Unassigned Fund balance is over $6M going into FY2023.  
 
In summary, the Town can comfortably move forward and approve the additional 
funding needed.  If approved a budget amendment will be presented at the following 
council meeting.  

7/1/2021
 Change in 

Balance 6/30/2022

6,424,313$         (391,211)$      6,033,102$         
475,157               -                         475,157$             
568,898               90,373            659,271$             

46,008                 (2,135)             43,873$               
Capital Project Fund - Potter/Pleasant Plains 960,273               (10,948)           949,325$             
Fees in Lieu of Park Land 426,858               2,336               429,194$             
Subsequent year expenditures 747,982               -                         747,982$             
20 Percent Reserve 1,770,640           409,360          2,180,000$         
Restricted ARPA Funds -                              2,572,685      2,572,685            

11,420,129$      2,670,460$    14,090,589$       Total Fund Balance - General Fund

Unassigned Fund Balance
Stabilization by State Statute
Powell Bill
Drug Forfeiture



Dear Mayor and Council, 

 

Rule 1.7 of the North Carolina Rules of Professional Conduct states that each client must give informed 
consent, in writing, when there is a conflict of interest.  As of April 2022,  I also represent the Town of 
Indian Trail.  Prior to Karen Wolter resigning her position of Indian Trail Town Attorney, Ms. Wolter 
drafted, and I reviewed an interlocal agreement between Stallings and Indian Trail.  The Agreement is in 
your agenda packet, but to summarize, when Stallings approved the Development Agreement for the 
construction of Atrium hospital, the TIA called for off-site road improvements in Indian Trail, at the 
intersection of Indian Trail Road and Matthews Indian Trail Road/Unionville Road.  Since Indian Trail had 
road improvements already planned (Complete Street Project), both Towns and Atrium had a number of 
meetings and discussed amending the development agreement to state that Atrium would provide a fee 
in lieu of completing the road improvements and said fee would be determined by the Engineering 
Department in Indian Trail.  Stallings would receive the funds and then turn them over to Indian Trail to 
be used on the road improvements. 

 

This Interlocal Agreement was drafted and ready to be approved in December of 2020.  However, 
Atrium reached out to both towns and said that due to the pandemic they had lost significant revenue 
and needed additional time.  In March of 2022, Indian Trail provided to Atrium an updated estimate of 
the costs for the road improvements and both Ms. Wolter and I believed the agreement would be 
approved by the end of March, as both Towns contacted Atrium on numerous occasions to inquire as to 
the status of the executed agreement.  Since neither Town could enter into the Interlocal Agreement 
until Atrium had executed the Amendment to the Development Agreement, the Agreement did not 
make the agenda packet prior to Ms. Wolter’s resignation from the Town.  On July 26, 2022 Stallings 
received a scanned copy of the executed Amendment to the Development Agreement with a hard copy 
to follow in the mail. 

 

It is my position that I have not represented the Town of Indian Trail’s interest in the drafting and 
negotiating of the interlocal agreement and I have advised them as such.  I only representing Stallings 
when the Agreement was prepared.  It would be a conflict of interest for me to advise both Indian Trail 
and Stallings regarding the legal implications of the agreement or to draft the agreement for both 
parties.  I do not believe that there is a conflict, as my representation for Indian Trail has been limited to 
calling Atrium’s lawyer to inquire as to the status of the agreement and no terms of the agreement have 
been modified since March of 2022, with the exception of changing the date that funds must be turned 
over from June 30, 2022 to August 31, 2022.  Additionally, Ms. Wolter is advising Indian Trail regarding 
her recommendation that they enter into the Interlocal Agreement. 

There exists the possibility for a conflict of interest due to each town having separate goals; however for 
the purpose of approving the Interlocal Agreement I would ask that the Board, in writing, acknowledge 
its understanding of the conflict of interest and waive the conflict for the purpose of entering into the 
Interlocal Agreement and any additional legal that work that may be required to finish up this project.  
In the event there is a dispute between the two towns, I would recuse myself and not represent Indian 



Trail or Stallings in the matter.   My request is that the following motion be made prior to the discussion 
of the Interlocal Agreement: 

 

First Motion:  Having been fully informed of the conflict of interest and Melanie Cox’s reasonable belief 
that she will be able to provide competent and diligent representation to the Town of Stallings 
notwithstanding the conflict of interest; and further having been informed that Stallings has the right to 
seek other counsel to represent its interest in the matter, the Town Council consents to Ms. Cox’s 
continued representation of the Town. 

Second Motion: Motion to Approve the Minor Amendment to the Development Agreement between 
the Town and the Charlotte-Mecklenburg Hospital Authority. 

Third Motion: Motion to Approve the Interlocal Agreement with the Town of Indian Trail for 
construction and road improvements. 

 

 

 

 



STATE OF NORTH CAROLINA 
INTERLOCAL AGREEMENT 

FOR THE CONSTRUCTION OF 
ROAD IMPROVEMENTS 

COUNTY OF UNION 
 
 THIS AGREEMENT, is made and entered into this the ___ day of the 
_________________, 2022, by and among the Town of Indian Trail, North Carolina and the 
Town of Stallings, NC (hereinafter collectively referred to as the “Parties”). 
 

W I T N E S S E T H: 
 

 WHEREAS, pursuant to the terms of a Development Agreement between the Charlotte 
Mecklenburg Hospital Authority (“CMHA”) and the Town of Stallings, CMHA will develop an 
approximately 55.694 acre parcel of land located generally on the southeast corner of the 
intersection of Stallings Road and Matthews-Indian Trail Road in the Town of Stallings, North 
Carolina as a multi-use development (the “Development”); and  
 
 WHEREAS, as a condition to the Development, CMHA, at its expense, is required to 
perform certain improvements to public roads to mitigate the impact of the Development, 
including certain improvements that fall within the Town of Indian Trail; 
 

WHEREAS, more specifically, CMHA is required to install  agreed upon improvements 
to portions of the intersection of Indian Trail Road and Matthews Indian Trail Road/Unionville 
Indian Trail Road, which intersection is located within the Town of Indian Trail, such 
improvements more fully described on page 3 of the Memorandum From Kimley Horne to 
NCDOT dated January 9, 2020 under the heading “Indian Trail Road and Matthews-Indian 
Trail/Unionville Indian Trail Road” (“CMHA Required Improvements in Indian Trail”) Attached 
hereto as Exhibit 1;  
 
 WHEREAS, the Town of Indian Trail has received approval and funding thru CRTPO’s 
Direct Attributed Funds Program to perform significant improvements to Indian Trail Road, 
including portions of the intersection of Indian Trail Road and Matthews Indian Trail 
Road/Unionville Indian Trail Road identified as Complete Street is EB-5931(“Complete Street 
Project”); 
 
 WHEREAS, the Parties have determined that it is both most economical and in the best 
interests of the citizens of Indian Trail and Stallings that the CMHA Required Improvements in 
Indian Trail and the Complete Street Project proceed at the same time, and under the supervision 
and control of the Town of Indian Trail; and 
 
 WHEREAS, the Parties and CMHA have agreed that the estimated cost to complete the 
CMHA Road Improvements in Indian Trail is $1,174,000 as reflected in the North Carolina 
Department of Transportation Preliminary Estimate attached hereto for reference as Exhibit 2 
(the “Estimate”); 
  



 WHEREAS, this Agreement is made under the authority of N.C. Gen. Stat. § 160A-460 
et seq. 
 
 NOW, THEREFORE, for and in consideration of the mutual covenants and agreements 
hereinafter set forth, the parties hereto do each contract and agree with the other as follows: 
 

1. Purpose:  The purpose and intent of this Interlocal Agreement is to provide for a binding 
agreement that obligates Indian Trail to complete the CMHA Required Improvements in 
Indian Trail during construction of the Complete Street Project (collectively, the 
“Project”) and obligates the Town of Stallings to pass through to Indian Trail payment 
equal to the Estimate in lieu of CMHA’s obligation to perform the CMHA Required 
Improvements in Indian Trail. 
 

2. Term:  This Agreement shall commence upon execution by both parties and shall 
continue until the earlier of completion of the CMHA Required Improvements in Indian 
Trail. 
 

3. No Joint Agency Established:  No joint agency under NCGS § 160A-462 is to be 
established as a result of the execution of this Agreement. 
 

4. Contracting:  Indian Trail shall be responsible to bid and contract for the work to be 
performed to design and complete the Project. 

 
a. Planning and Design:  Indian Trail will prepare plans and specifications for the 

Project.  The plans shall comply with NCDOT standards, specifications, policies 
and procedures.   

b. Rights of Way and Utilities:  Indian Trail shall be responsible for acquiring any 
needed right of way required for the Project.  Acquisition of Right of Way shall 
be accomplished in accordance with the policies and procedures set forth in the 
North Carolina Right of Way Manual. 

c. Construction:  Indian Trail shall construct, or cause to be constructed, the Project 
in accordance with the plans and specifications of said Project as filed with, and 
approved by, NCDOT and the Town of Indian Trail.  Indian Trail shall administer 
the construction contract for the Project. 

d. Accepted for Maintenance:  Indian Trail shall guaranty performance for the 
CMHA Required Improvements in Indian Trail as may be required by NCDOT 
until those required improvements are accepted for maintenance by either 
NCDOT or the Town of Indian Trail. 
 

5. Funding:   
 

a. Stallings agrees to accept payment in lieu from CMHA in the amount of the 
Estimate and agrees that this payment in lieu satisfies CMHA’s responsibility for 
installing the road improvements required by paragraph 4(P) of the Development 
Agreement solely related to the CMHA Required Improvements in Indian Trail 



(the “Payment in Lieu”).  The executed Agreement between the Town of Stallings 
and CMHA is attached hereto as Exhibit 3. 
 

b. Stallings further agrees to pass through to Indian Trail the Payment in Lieu prior 
to the date that Indian Trail commences right of way acquisition for the project 
but in no event later than August 31, 2022.   

 
c. Failure of CMHA to make payment:  Should CMHA fail to provide Stallings with 

the Payment in Lieu prior to August 31, 2022, this Agreement shall be considered 
null and void unless extended by written agreement executed by both Parties. 

  
6. Amendment or Termination:  This Agreement may be amended or terminated only by an 

instrument in writing executed by both parties hereto and approved by their respective 
Councils. 
 

7. Assignment:  Neither party may assign its rights under this Interlocal Agreement unless 
by written consent of the other party. 

 
8. Waiver.  No waiver of any breach of any one or more of the conditions or covenants of 

this Agreement by either town shall be deemed to imply or constitute a waiver of any 
succeeding or other breach under this Agreement. 

 
9. Governing Law and Jurisdiction:  North Carolina law shall govern the interpretation and 

enforcement of this Interlocal Agreement, and any other matters relating to this Interlocal 
Agreement. 

 
10. Severability:  Should any one or more of the provisions contained in this Interlocal 

Agreement be held invalid, illegal or unenforceable in any respect, the validity, legality 
and enforceability of the remaining provisions contained in the Interlocal Agreement 
shall not in any way be affected or impaired thereby, and this Agreement shall otherwise 
remain in full force and effect.  If any such provision is held to be invalid or 
unenforceable, then upon the request of either party, the parties shall attempt in good 
faith to negotiate and agree upon a replacement provision. 

 
11. Counterparts:  This Interlocal Agreement may be simultaneously executed in several 

counterparts, each of which when so executed shall be deemed to be an original, and such 
counterparts together shall constitute but one and the same instrument. 

 
12. Miscellaneous:  The headings, captions and numbers in this Interlocal Agreement are 

solely for convenience and shall not be considered in construing or interpreting any 
provision in this Agreement.  Wherever appropriate in this Agreement, personal pronouns 
shall be deemed to include other genders and singular to include plural if applicable.   
IN WITNESS WHEREOF, the parties hereto have caused this instrument to be executed 
the day and year above written. 
 
 



TOWN OF STALLINGS: 
 

 
Attest:  ______________________________ 
By:______________________________       
 (Signature) 
 
This instrument has been pre-audited in the manner required by the Local Government 
Budget and Fiscal Control Act. 
 
_________________________________ 
Finance Director 
 
 
TOWN OF INDIAN TRAIL: 
 
 
Attest:  ______________________________  
By:  _______________________________ 
Town Manager 
 
This instrument has been pre-audited in the manner required by the Local Government 
Budget and Fiscal Control Act. 
 
_________________________________ 
Finance Director 
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MEMO 
To: Mayor & Town Council   
From: Alex Sewell, Town Manager   
Date: 8/3/22 
RE: Background for Requested Agenda Item – Greenway Pinch Point Fencing 
 
 
Purpose: This memorandum provides background for the requested agenda item of 
Greenway Pinch Point Fencing.  
 
Background:  
 

• The developer of the Vickery subdivision dedicated property to the Town to be 
developed as a Town trail.   

• The Town plans to construct a trail on this dedicated land as part of the Town’s 
Recreation & Greenway Master Plan.  This project has been designed, bid out, 
and a contract is being executed with the lowest responsive bidder.   

• Previously, the Town hired design firm Destination by Design to design the 
project and to engage with the Vickery HOA Board to make sure the Town was 
taking into consideration the neighborhood’s concerns and input.   

• For better understanding of the previous decisions, below is an email sent to the 
Vickery HOA Board in 2020 prior to one of the discussions with the Town’s 
design firm.   

 
---------- Forwarded message --------- 
From: Eric Woolridge <eric@dbdplanning.com> 
Date: Thu, Oct 29, 2020 at 8:41 AM 
Subject: Re: Vickery Greenway Discussion - postponed 
To: Ron McMorris <rmcmorris2@gmail.com>, Michelle Armas <marmas@bellsouth.net>, Alex 
Robertson <arobertson0905@gmail.com>, Roxanne Hoots <hootsmr@yahoo.com> 
Cc: Ashley Platts <aplatts@stallingsnc.org> 
 
Hey All: 
 
I hope everyone is well. Ashley, I hope you're getting healed up! 
 
I suggest that we schedule a Zoom video call so I can walk through all of the plans again (which I've 
attached). I think that all of the concerns, which I discuss below, have been addressed in the plans to the 
extent possible.  
 
- Lost of privacy and trespassing: The pinch point and pond are the main issues. Both will be addressed 
with landscaping, and the pond will have a fence.  
 
- Lighting as the hours of use can be dawn to dusk: There will not be lighting and the trail will be posted 
for dawn to dusk. 
 

mailto:eric@dbdplanning.com
mailto:rmcmorris2@gmail.com
mailto:marmas@bellsouth.net
mailto:arobertson0905@gmail.com
mailto:hootsmr@yahoo.com
mailto:aplatts@stallingsnc.org
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- Limit deforestation: Absolutely. We stay within the sewer easement where no vegetation is 
permitted to grow.  
 
- How do you propose to handle drainage and the standing water: For smaller rains, there are culverts 
located in key areas. However, this area is a floodplain and the trail will flood like other greenways in 
the area.  
 
- Liability: This will be on the town.  
 
- What type of shrubbery will be used for privacy: The attached plans include a landscape plan for the 
area in front of the new fence at the pond; I can walk through this on the video call. For the pinch 
point, we discussed a $10K budget for this area, which should be more than enough.   
 
- Concern that the proposed budget for landscaping will not be enough: The current plans include 
landscaping for the entrance and the pond area. The $10K is meant to primarily address the pinch 
point. This will be sufficient.  
 
- Fencing: Fencing is located at the pond area, on the slope where it won't be impacted by flooding.  If 
we place fencing in the floodplain, it won't last.  
 
- Signage: I think the town is open to placing signs where needed to ensure respect for private 
property.  
 
Eric Woolridge, AICP 
Director of Planning & Business Development 
Destination by Design 
Planning + Engineering + Communications 
c: 828.719.1109  o: 828.386.1866 
YouTube | Digital Publications 
Instagram | Facebook 
DbDplanning.com 
 

• The design firm reported that when they met with the HOA Board, the design 
firm’s feedback was received as reasonable and they moved forward updating 
the plans based on the feedback and increasing the project budget.  

• The point of issue on the Council agenda is a section of the planned greenway 
path that meanders closer to several residential lot boundaries behind the 
Vickery subdivision.  This is called the “Pinch Point” and is shown in the graph 
below.   

 

https://www.youtube.com/user/DbDPlanning
https://issuu.com/dbdplanning
https://www.instagram.com/destination_by_design/
https://www.facebook.com/dbdplanning
http://www.dbdplanning.com/
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• Per the email above, fencing at the Pinch Point location came up during the 
previous discussions with Vickery HOA Board.  However, the design firm 
discouraged adding fencing here because they advised fencing would not last in 
this area due to flooding.  Instead of adding fencing, the Town agreed to add 
$10,000 to enhance landscaping at the Pinch Point (which was subsequently 
increased to $15,000 due to projected market increases).  As indicated above, the 
design firm’s feedback was received as reasonable and they moved forward with 
updating the plans. 

• Council Member Drake shared with staff that she heard from several Vickery 
residents regarding adding fencing at the Pinch Point and requested further 
discussion and residents.  Staff met with Council Member Drake and residents 
twice since the Council authorized approval of the Greenway construction 
contract.  Council Member Drake shared that the residents are requesting an 8-
foot-tall wooden privacy fence in the Pinch Point area that is in aesthetic 
harmony including being stained the same color as nearby fencing and be 
located on Town property (with the Town being responsible for maintaining it 
in the future). 

 
 
While fence installation is a relatively simple construction task, portions of the Pinch 
Point area (where residents are requesting the additional fencing) are within the 
floodplain and/or wetlands which would likely require permitting per our design firm.  
As indicated below, even governmental agencies who handle wetlands permitting 
recognize the complexity in floodplain/wetlands law compliance/permitting: 
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“Federal and state governments have written a number of laws and regulations 
designed to protect wetlands.  Because of the complexity of these laws and 
regulations and the number of different agencies involved in enforcement, complying 
with these regulations can be complicated.”1  
 
“The process of applying for a permit when you have a project can be confusing.  It 
can be difficult to figure out if you need to apply for a permit, whether you need 
written approval, what applications to complete, or whether you will be required to 
provide compensatory mitigation.”2 
 

 
If the Council decides to pursue adding fencing, there are multiple unknowns and the 
Town would likely need to start by engaging an outside consultant at a cost to 
determine feasibility/location, assist the Town with understanding/ensuring wetlands 
and floodplain law/permitting compliance, undertaking any additional studies 
required, and incorporating the design. Staff have reached out to our design firm for a 
scope of work and quote.  Ultimately, the Council would likely need to approve 
additional funding for these efforts in addition to the cost for adding the fence itself 
and the ongoing cost for maintaining the fence long-term including any future fence 
replacement costs.   

 
1 Vernon N. Cox, Leon E. Danielson, and Dana L Hoag, Agricultural and Resource Economics, Applied Resource 
Economics and Policy Group, Department of Agricultural & Resources Economics (AREP93-3-July 1994).  
2 NC Division of Water Resources.  2018-2022.  North Carolina Wetlands Information.  
https://www.ncwetlands.org.  Published by the North Carolina Division of Water Resources, Water Sciences 
Section.    

https://www.ncwetlands.org/
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	TOWN OF STALLINGS PERSONNEL POLICY
	STATEMENT OF EQUAL EMPLOYMENT OPPORTUNITY
	SECTION I: GENERAL PROVISIONS
	I.1 Purpose of the Policy
	I.2 Coverage and Application of Policies
	I.3 At Will Employment
	I.4 Merit Principle
	a) Applicants and employees shall be assured of fair treatment in all aspects of personnel administration  without regard for political affiliation, race, color, religion, sex, national origin, religion, sex, age, sexual orientation, gender identity, ...
	b) Employees shall be recruited, selected, trained and advanced on the basis of their ability, knowledge, skill, and performance.
	c) Employees shall be protected against coercion for partisan political purposes.
	d) Employees shall receive equitable and adequate pay and benefits and eligible employees shall receive pay increases in accordance with the pay plan policy.

	I.5 Responsibilities of the Town Council
	I.6 Responsibilities of the Town Manager
	a) Recommending personnel system rules and revisions to the Town Council for consideration;
	b) Preparing and recommending necessary revisions to the pay plan;
	c) Recommending which positions shall be subject to the overtime provisions of the Fair Labor Standards Act (FLSA);
	d) Developing and administering such recruiting programs as may be necessary to obtain an adequate supply of qualified applicants to meet the needs of the Town;
	e) Developing and coordinating training and educational programs for Town employees;
	f) Periodically investigating the operation and effect of the personnel provisions of this chapter; and
	g) Performing such other duties as may be assigned by the Council.

	I.7 Responsibilities of Supervisors and Employees
	a) Accurately and consistently applying and following all personnel policies with all employees;
	b) Communicating and documenting performance expectations and relevant employee performance issues;
	c) Identifying potential problems with personnel policies and procedures and recommending improvements to their supervisor; and
	d) At least annually performing an evaluation of employee performance.

	I.8 Departmental Rules and Regulations
	I.9 Conflicting Policies Repealed
	I.10 Separability
	I.11 Amendments to the Policy
	I.12 Definitions

	SECTION II: RECRUITMENT AND APPOINTMENT
	II.1 Implementation of Equal Employment Opportunity
	II.2 Recruitment
	a) Recruitment and Advertisements. When position vacancies occur, the Town shall publicize these opportunities for employment, including applicable salary information and employment qualifications. Information on job openings and hiring practices will...
	b) Application for Employment. All persons expressing interest in employment with the Town shall be given the opportunity to file an application for employment for positions which are vacant.
	c) Application File. Applications shall be kept in an inactive file for a period of two years, in accordance with Equal Employment Opportunity Commission (EEOC) and North Carolina Records and Retention Schedule guidelines.

	II.3 Selection
	a) Qualification Standards. All applicants considered for employment or promotion shall meet the minimum qualification standards established for the position to which applied. Applicants who knowingly make any materially false statement concerning the...
	b) Medical Examination and Physician’s Certification. Prospective employees may be required to submit to a medical and/or psychological examination or inquiry, at the Town’s expense, to determine if they are able to perform the essential duties and re...

	II.4 Employment Offer
	a) Immigration Law Requirements. All employees are required to furnish proof of citizenship or other required documents indicating a legal right to work in the United States. Copies of the completed I-9 form shall be a permanent part of their personne...
	b) Credentials and Certifications. Some duties assigned to positions in local government service may be performed only by persons who are duly licensed, registered or certified as required by the relevant law, rule or regulation. Employees in such cla...

	II.5 Employment Status
	II.6 Limitation on Employment of Immediate Family Members
	II.7 Probationary Period

	SECTION III: PERSONNEL ACTIONS
	III.1 Promotion
	III.2 Demotion
	III.3 Transfer and Reassignment
	a) Voluntary Transfer. A voluntary transfer occurs when an employee voluntarily elects to apply for a vacant position and is selected for that job. The employee wishing to apply for the vacant position shall do so by submitting a letter of interest to...
	b) Involuntary TransferReassignment. An involuntary transfer is the rReassignment is the movement by a Department Head of an employee to another position of the same salary and grade to meet operational needs. A Department Head wishing to transferreas...

	III.4 Types of Separations
	a) Resignation. Employees leaving employment with the Town should give at least a two-week notice in writing so that a smooth transition can be accomplished.
	b) Reduction in Force. In the event that a reduction in force becomes necessary, consideration shall be given to the quality of each employee’s performance, organizational needs, and seniority, in that order, in determining which employees to retain. ...
	c) Disability. An employee who cannot perform the essential duties of a position because of a physical or mental impairment may be separated for disability.
	d) Voluntary Retirement. An employee who meets the conditions set forth under the provision of the North Carolina Local Government Employee’s’ Retirement System may elect to retire and receive all benefits earned under the retirement plan.
	e) Death. Separation shall be effective as of the date of death. All compensation due shall be paid in accordance with the employee’s documented beneficiary plan.
	f) Discipline and Dismissal. An employee may be dismissed in accordance with the provisions and procedures of this policy.

	III.5 Reinstatement
	I.1 Rehiring
	III.6 Reemployment

	SECTION IV: CONDITIONS OF EMPLOYMENT
	IV.1 Code of Ethics and Expectation of Ethical Conduct
	a) Definitions.  As used in this code, the following terms have the following meanings:
	1. Confidential: Any information made confidential by law or ordinance including personnel,Ppersonal orand financial information which, if disclosed, would be detrimental to the Town and a violation of the trust placed in the disclosing employee.
	2. Covered IndividualEmployees: Any individual who, either on is a full- time, or part- time, employee of the Town or who is on a contract or consulting basis,and performs a service or duty for the Town and receives compensation for that service or du...
	3. Interest: A Covered Individual has an interest in a matter when a reasonable person would believe that the outcome of a matter would have a direct, substantial and readily identifiable financial impact on the Covered Individual or a person with who...
	4. Participating: The rendering of advice or recommendation, investigation, approval, disapproval or otherwise influencing a decision or action.
	5. Gender: Words of the masculine gender shall include the feminine.

	b) Conflicts of Interest. The Town defines conflicts of interest as when an employeea Covered Individual is unable to be fair and impartial in choosing between the interests of the Town and his or her own personal interests. It is paramount that emplo...
	1. No employee shall engage or participate in any business and/or transaction, or shall have any interest, direct or indirect, which is incompatible with the proper discharge of his official duties and the public interest or which would impair his ind...
	2. Employees who may be called upon to act in their official capacity are prohibited from participating in any transaction or contract on behalf of the Town where the employee has any financial or personal interest in the transaction or contract with ...
	3. No employee shall appear on behalf of third-party private interests before any board, agency or committee of the Town. The following exception applies to this section: any such employee may, upon written application made to the Town Manager, be per...
	4. No employee shall represent a third-party private interest against the interest of the Town in any litigation to which the Town is a party.
	5. Nothing contained in this code shall prohibit or restrict a Covered Individualthe employee from appearing before any board or commission of the Town on his own behalf, or being a party in any action, proceeding or litigation brought by or against t...
	6. No employeeCovered Individual shall, without prior authorization from the Town Manager, disclose confidential information concerning Town affairs or use such information to advance the financial or private interest of themselves or others.

	c) Acceptance of Gifts and Favors. Town employees should avoid even the appearance of improper behavior.
	1. No employee shall directly or indirectly solicit any gift, or accept or receive any gift, whether in the form of money, services, loan, travel, entertainment, hospitality, object or promise, or any other form, under circumstances in which it could ...
	2. This section is not intended to prevent the gift and receipt of honorariums for participating in meetings, advertising items or souvenirs of nominal value, or meals furnished at banquets.
	3. This section is not intended to prevent any contractor, subcontractor, or supplier from making donations to professional organizations to defray meeting expenses where employees are members of such professional organizations, nor is it intended to ...

	d) Discrimination Prohibited. The Town provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to political affiliation, race, color, religion, sex, sexual orientation, gender identity, national orig...
	e) Written Disclosure of Interest. Within forty-eight (48) hours of employmentAs part of  the new employment process with the Town, and every year thereafter on the first day ofduring the month of July, Department Heads are required to file with the H...
	f) Higher Provisions Prevail. Should any provision of this Employee Code of Ethics conflict with any provisions of the Federal Law or the NC General Statutes, the provisions of the Federal Law and/or the NC General Statutes will prevail.

	IV.2 Work Schedule
	IV.3 Attendance
	IV.4 Political Activity
	IV.5 Outside Employment
	IV.6 Dual Employment
	IV.7 Anti-Harassment and Complaint Procedure
	a) Unlawful Workplace Harassment. Unwelcomed or unsolicited speech or conduct based upon race, color, sex, sex orientation, gender identity, national origin, age, familial status, protected veteran or disability status, genetic information or any othe...
	b) Sexual Harassment. Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employm...
	c) Hostile Work Environment. A hostile work environment is one where the object of the alleged harassment perceives, and a reasonable person would find, to be hostile or abusive. A hostile work environment is determined by looking at all of the circum...
	d) Quid Pro Quo. This type of harassment consists of unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct. Submission to such conduct is made, either explicitly or implicitly, a term or condition of an individual’...

	IV.8 Performance Evaluations
	IV.9 Travel and Related Expenses

	SECTION V: HOLIDAYS AND LEAVE
	V.1 Policy
	V.2 Holidays
	V.3 Holidays: Effect on Other Types of Leave
	V.4 Holidays: Compensation When Work is Required or Regularly Scheduled Off for Shift Personnel
	V.5 Vacation Leave
	V.6 Vacation Leave: Accrual Rate
	V.7 Vacation Leave: Maximum Accumulation
	V.8 Vacation Leave: Manner of Taking
	V.9 Vacation Leave: Payment Upon Separation
	V.10 Sick Leave
	V.11 Sick Leave: Accrual Rate and Accumulation
	V.12 Sick Leave: Transfer from Previous Employer
	V.13 Sick Leave: Medical Certification  and Falsification of Request
	V.14 Leave Pro-rated
	V.15 Leave Without Pay
	V.16 Workers’ Compensation Leave
	V.17 Short-Term Disability
	V.18 Military and other USERRA Leave
	V.19 Reinstatement Following Military Service
	V.20 Court/Civil Leave
	V.21 Community Service Leave/Parental Involvement in Schools
	V.22 Adverse Weather and Emergency Conditions
	a) Procedure. Once the Town Manager makes a decision to close or delay the opening of Town offices, he or she will initiate a message to all staff members through phone or text message.
	b) Pay and Use of Leave Time.
	1. Unless the Town Manager stipulated otherwise, employees will receive regular pay when the office is closed due to inclement weather.
	2. Employees who report to work after the time of the delayed opening, or who do not report to work, or who leave work prior to the designated end of the work day, may use accrued compensatory leave or unpaid leave for the time absent from work. Emplo...


	V.23 Bereavement Leave
	V.24 Educational Leave with Pay
	V.25 Voluntary Shared Leave Policy

	SECTION VI: EMPLOYEE BENEFITS
	VI.1 Eligibility
	VI.2 Health, Vision and Dental Insurance
	a) Full-time Employees. The Town provides health, vision, and dental insurance as well as short-term disability for full-time employees.
	b) Part-time Employees. Part-time employees may elect vision and dental coverage by paying fifty (50) percent of the premium and may elect dependent dental and vision coverage by paying the full cost of the premium for the dependent coverage. The Town...
	c) Other Employees. Employee positions working less than 1000 hours annually are not eligible for any benefits.

	VI.3 Other Group Insurance
	VI.4 Other Optional Group Insurance Plans or Benefits
	VI.5 Retirement Benefits
	VI.6 Supplemental Retirement Benefits
	a) Non-Law Enforcement/General Employee. The Town will provide 401(k) supplemental retirement benefits to general employees by matching one (1) percent above their contribution up to a Town match of five (5) percent.
	b) Law Enforcement. The Town will also provide 401(k) supplemental retirement benefits to each law enforcement officer as prescribed by North Carolina State Law.

	VI.7 Social Security
	VI.8 Workers’ Compensation
	VI.9 Unemployment Compensation
	VI.10 Employment Training/Education Assistance Program
	VI.11 Separation Allowance for Law Enforcement
	VI.12 Employee Assistance Program

	SECTION VII: POSITION CLASSIFICATION PLAN
	VII.1 Purpose
	VII.2 Composition of the Position Classification Plan
	VII.3 Use of the Position Classification Plan
	VII.4 Administration of the Position Classification Plan
	VII.5 Authorization of New Positions and the Position Classification Plan
	VII.6 Request for Reclassification
	VII.7 Maintenance of the Classification and Pay Plan

	SECTION VIII: THE PAY PLAN
	VIII.1 Purpose
	VIII.2 Administration and Maintenance
	VIII.3 Pay Ranges
	a) Every employee position will have an associated and approved pay range.
	b) A pay range delineates the minimum and maximum pay for each staff position.
	c) North Carolina League of Municipalities Annual Salary Survey will be used as a guideline for pay ranges.
	d) Selected positional pay ranges will account for required levels of education, training, experience, and responsibilities.
	e) The Town Council will approve all position pay ranges and changes to pay ranges.
	f) Pay Ranges can change due to a change to the position’s job description or to a Cost of Living Adjustment.

	VIII.4 Starting Salaries
	a) In determining an employee’s starting salary their skills, experience, and capacity for continued growth must be key determinants.
	b) When determining an employee’s starting salary, it is necessary to determine the potential employee’s years of applicable experience. This measure is a key determinant for the employee’s starting salary within the pay scale. As a point of general r...
	c) Starting salaries will be negotiated and finally decided upon based on providing the best value to the Town.

	VIII.5 Pay Step Increases
	a) All employees will be considered for an annual pay step increase.
	b) Pay step increases are not automatic, but instead are determined in accordance with the Town’s Performance Pay Program based on job performance during the previous year.
	c) Individual pay step increases can range from zero (0) to five (5) percent, with two (2) percent being the normal pay step increase for an employee meeting job performance standard or as otherwise determined by the Town’s Performance Pay Program. No...
	d) Under normal conditions, the Town will budget payroll for an aggregate annual two (2) percent pay step increase. The sum total pay step increase to all employees will not exceed two (2) percent unless approved by Town Council.
	e) Individual pay step increases are annual and take effect as determined by the Town Manager.

	VIII.6 Performance Bonus
	a) A performance bonus is a monetary reward given in addition to an employee’s usual compensation. A performance bonus does not affectchange  an employee’s base salary.
	b) Supervisors may recommend an employee for a bonus for exceptional work performance. The Town Manager will approve all bonuses.
	c) Exceptional work performance includes initiatives, efforts, and accomplishments that exceed normal work standards and expectations.
	d) The Town will budget one (1) percent of annual payroll to be used for performance-based bonus rewards.
	e) Whenever possible, supervisors will publicly recognize bonus recipients.

	VIII.7 Promotion/Demotion
	a) A promotion or demotion includes both a change in job description as well as movement to a different pay scale.
	b) A promotion to a higher scale will result in an increase in salary. The new increased salary will be the greater ofsalary between the minimum salary of the new pay scale, or a salary increase of five (5) percent. In the event of highly skilled and ...
	c) A demotion to a lower pay scale will result in a lower salary. The new decreased salary will be the lower ofsalary between the maximum salary of the new pay scale, or a salary decrease of five (5) percent.

	VIII.8 Cost of Living Adjustment (COLA)
	VIII.9 Change in Pay Rates

	SECTION IX: UNSATISFACTORY JOB PERFORMANCE AND PERSONAL MISCONDUCT
	IX.1 Disciplinary Action for Unsatisfactory Job Performance
	IX.2 Unsatisfactory Job Performance Defined
	IX.3 Communication and Warning Procedures Preceding Disciplinary Action for Unsatisfactory Job Performance
	IX.4 Disciplinary Actions for Personal Misconduct
	IX.5 Detrimental Personal Conduct Defined
	IX.6 Types of Disciplinary Actions and Pre-disciplinary Conference
	a) Suspension. Disciplinary suspensions are for the purpose of communicating the seriousness of the performance deficiency or misconduct and shall be without pay.
	1. Non-exempt employees: May be for short periods and should not generally exceed three thirty (30)  days.
	2. Exempt employees: In accordance with FLSA requirements to maintain exempt status, suspensions for exempt employees shall normally be for one (1) full work week, especially if the suspension is for unsatisfactory job performance issues. In accordanc...

	b) Demotion. Demotion is appropriate when an employee has demonstrated the inability to perform successfully in the current job but may be able to perform successfully in a lower level job, providing there is an existing vacancy in a lower level job f...
	c) Dismissal. Termination is appropriate when the employee has shown to be unwilling or unable to perform work in a manner that meets the work and conduct standards of the Town, has exhibited unsatisfactory job performance, or engaged in detrimental p...
	d) Pre-disciplinary Conference. Before suspensions, demotion, or dismissal action is taken, whether for failure in personal conduct or failure in performance of duties, the Town Manager and the employee’s supervisor mayshall  offer to the employee the...

	IX.7 Non-Disciplinary Suspension Administrative Leave With or Without Pay

	SECTION X: GRIEVANCE PROCEDURE AND ADVERSE ACTION APPEAL
	X.1 Policy
	X.2 Grievance Defined
	X.3 Purpose of the Grievance Procedure
	X.4 Procedure
	a) Step 1: 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 Departmen...
	b) Step 2: Formal Grievance. If a resolution to the grievance has not been reached informally, the employee who wishes to pursue a formal grievance shall present the grievance to the appropriate supervisor or Department Head.
	c) 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 (10) working days after receipt of the response from Step 2. The Town Manager sha...

	X.5 Appeals Procedure
	1. The grievant must submit a written complaint to the Town Manager within ten (10) working days of the alleged harassing action.
	2. The Town Manager shall take appropriate remedial action within ten (10) working days from receipt of the written complaint or the conclusion of any investigation or report of investigation, whichever is later, unless the Town Manager has waived the...
	3. The Town Manager shall determine what actions are appropriate if the complaint is determined to be foundedwill result from the grievant’s written complaint and provide a written response to the grievant.
	4. The Town Manager’s decision shall be the final decision.grievant may appeal directly to the Mayor and Town Council within ten (10) working days of the receipt of the Town Manager’s written response if not satisfied with the Manager’s response to th...
	5. The Town Manager maywill inform the Council of the complaint and action taken if it is deemed appropriate.at the earliest meeting following the receipt of the complaint. In the event the Town Manager is the alleged offending party, the same process...


	SECTION XI: RECORDS AND REPORTS
	XI.1 Public Information
	XI.2 Access to Confidential Records
	XI.3 Personnel Actions
	XI.4 Records of Former Employees
	XI.5 Remedies of Employees Objecting to Material in File
	XI.6 Penalties for Permitting Access to Confidential Records
	XI.7 Examining and/or Copying Confidential Material without Authorization
	XI.8 Destruction of Records Regulated

	APPENDIX  ADMINISTRATIVE PROCEDURES
	A.1. Employee Assistance Program
	A.2. Family and Medical Leave
	A.3. Performance Pay Program
	1. To provide a systematic program to reward employees based on job performance, accomplishments, and contributions to the organization within budgetary allocations;
	2. To provide recognition and demonstrate appreciation for job performance;
	3. To provide a method of moving employees within the salary range that results in a competitive actual salary and employee retention; and
	4. To provide incentive for continuous performance improvement and productivity and to maintain a high level of employee performance and morale.
	1. Responsibility of the Town Manager:
	2. Responsibility of the Department Heads:
	3. Responsibility of the HR Director:
	1. Maximum Rate Performance Pay Bonus:
	2.  Part-Time Employees:

	A.4. Performance Review and Employee Development Program
	1. Continuous Performance Improvement: To regularly discuss the performance of all Town employees based on job-related criteria; to provide performance coaching, encouragement, and exploration of optional approaches where needed; to identify during di...
	2. Communications: To create and nurture an atmosphere for open and direct two-way communications between supervisors and employees concerning job performance and requirements. To ensure that performance is discussed on a regular, on-going basis betwe...
	3. Recognition: To establish a program of on-going feedback whereby employees receive recognition and appreciation for their good performance, accomplishments and achievements and feel affirmed for the contributions they make to the organization.
	4. Retention: To encourage employee development and engagement with their work and with the organization and discuss employee needs in a way that results in enhanced employee retention.
	5. Employee Training /Career Development: To develop information which can be used jointly by supervisors and employees to determine appropriate training needs and resources including on-the-job training. To discuss and identify how employees can prep...
	6. Goal-setting: To enable employees to establish clear, challenging and achievable goals in collaboration with their supervisors. To ensure that employees know how their jobs and their goals fit into the overall organizational and departmental missio...
	7. Service Excellence: To communicate, promote, and provide accountability for the Town’s commitment to service excellence.
	8. Reinforce “The Stallings Way”: To reinforce and promote the Town’s unique culture known as “The Stallings Way” including teamwork, respect, commitment, integrity, & collaboration.
	9. Personnel Actions: To provide background information and objective and accurate documentation for consideration as a basis for any personnel actions or decision that may arise, including performance pay, disciplinary actions, and promotions.
	1. Performance Review and Employee Development Program Instruments: Instruments will be developed for use with employees of the Town based on the occupational groups as identified in the Addendum. The instruments contain performance criteria that are ...
	2. Performance criteria: Performance criteria refer to the behaviorally anchored language mentioned in number one above and are developed based on input by employees and supervisors. Performance criteria are written using the following criteria:
	3. Weights: Weights should be established in a meeting jointly with the employee(s) and supervisor(s) at the beginning of the performance review period as part of communicating and understanding job requirements. All weights should add up to one-hundr...
	1. Responsibility of the Town Council:
	2. Responsibility of the Town Manager:
	3. Responsibility of the Department Heads:
	4. Responsibility of the Supervisors:
	5. Responsibility of the Employees:
	6. Responsibility of the Human Resources Director or designee:
	1. Outstanding: Fully meets all job requirements identified for the position. In addition, performance consistently and significantly exceeds job requirements in important aspects of work. Work is performed at a sustained high level of proficiency. Th...
	2. Exceeds Job Expectations: Fully meets all major job expectations identified for the position. In addition, performance frequently exceeds job expectations in several areas. Supervision is required only for special or unusual assignments or problems.
	3. Achieves Job Expectations: Meets all major job expectations in a competent manner. The employee may occasionally exceed some job expectations. Accomplishes duties in a reasonable and consistent manner demonstrating full proficiency in the job. If t...
	4. Needs Improvement: Performance meets job expectations in important categories at least marginally. However, performance is inconsistent or unreliable in one or more performance categories. The employee needs to improve proficiency to more fully mee...
	5. Fails to Meet Job Expectations: Performance is inconsistent and one or more major job expectations are not met. Work tasks are not performed or must be repeated due to low quality. Remedial attention and close supervision are required. Failure to c...
	1. Probationary Employees: Performance Review meetings with new or promoted employees who are serving a probationary period will be conducted and documented within a thirty (30) day window before the end of the probationary period.
	2. Additional Meetings: Additional meetings for any employee may be held at the employee’s or supervisor’s request. A probationary employee must receive a rating of no less than “Achieves Job Expectations” to move from probationary to regular status. ...

	A.5. Substance Abuse Policy/Drug Free Workplace
	1. Responsibility of employees:
	2. Responsibility of Department Heads and supervisors:
	1. It is a violation of our drug-free workplace policy to use, possess, sell, trade, and/or offer for sale alcohol or intoxicants.
	2. With regards to the use of alcohol, an employee will not:
	3. The illegal or unauthorized use of prescription drugs is prohibited. It is a violation of our drug-free workplace policy to intentionally misuse and/or abuse prescription medications. Appropriate disciplinary action will be taken if job performance...
	1. Employees Subject to Testing: Every employee of the Town, as a condition of employment, will be required to participate in testing in the case of reasonable suspicion, return to work after a period of separation, and follow-up testing upon request ...
	2. What We Test For: Testing for the presence of alcohol will be conducted by breath analysis. Testing for the presence of metabolites of drugs will be conducted by the urinalysis. Any employee who tests positive, without proper medical documentation ...
	3. Reason for Drug Testing: In keeping with the Town’s mission of serving and protecting employees and the public, the Town will test applicants and employees under the following conditions.
	a) Supervisors are required to state, and to record for the file, the specific facts, symptoms, or observations which formed the basis for their recommendation that an employee should be required to have a drug test.
	b) Supervisors shall confer with the Human Resources Director or the Town Manager prior to requiring testing.
	c) When a supervisor suspects that an employee may be under the influence of drugs or alcohol, the employee should be prevented from operating equipment or vehicles or performing other potentially hazardous duties. Once approved for testing, the emplo...
	d) Once the test sample is obtained, the supervisor and/or supervisor’s designee shall escort the employee home or obtain transportation for the employee and use every available means to ensure the employee reaches their destination safely. If the emp...
	e) While awaiting test results, an employee may not return to work and may be placed on either leave with pay, disciplinary suspension without pay, or non-disciplinary suspension with pay depending on the circumstances leading up to the reasonable sus...
	i. The accident involves a fatality; or
	ii. The driver receives a moving traffic violation arising from the accident that requires a vehicle being towed or an injury requiring medical attention away from the scene.

	f) Consent to be Tested: Before a drug test is administered, the employee or applicant will be asked to sign a consent form authorizing the test and permitting the release of test results to the appropriate Town official, which shall occur only after ...
	g) Notification of Rights: Prior to testing, the Town shall provide the applicant or employee written notice of his or her rights and responsibilities under the Controlled Substance Examination Regulation Act.
	h) Confidentiality of Results: All information received by the Town through the drug-free workplace program is confidential communication. Access to this information is limited to those who have a legitimate need to know in compliance with relevant la...
	i) Actions Following Receipt of Test Results:
	j) Consequences: One of the goals of our drug-free workplace program is to encourage employees to voluntarily seek help with alcohol and/or drug problems. If, however, an employee of the Town violates this policy, the consequences are serious.
	k) Treatment and Counseling for Substance Abuse Problems: The Town recognizes that alcohol and drug abuse and addiction are treatable illnesses and that early intervention and support improve the success of rehabilitation. To support employees, The To...


	A.6. Training and Certification Policy
	A.7. Voluntary Shared Leave Policy
	A.8. Workplace Violence
	1. Hiring: The Town conducts background investigations to review candidates’ backgrounds and reduce the risk of hiring individuals with a history of violent behavior.
	2. Safety: The Town conducts regular work-safety inspections of the premises to evaluate and determine any vulnerability to workplace violence or hazards. Any necessary corrective action will be taken to reduce all risks.
	3. Individual Situations: While there is no expectation that employees be skilled at identifying potentially dangerous persons, employees are expected to exercise good judgment and to inform their supervisor if any employee exhibits behavior which a s...
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