
                             
 

 

 

 
 

 

 
 

 

 

I. Opening 

A.   Welcome, Invocation, and Pledge of Allegiance  

B.  Call to Order 

C.  Roll Call           

 

II. Approval of Agenda – July 14, 2025 

 

III. Citizens to Address Council   Comments are limited to three minutes (five minutes if on behalf of a group).  

A.        Jimmy Spillane – Concerns: Residence on West 3rd Street 

 

IV. Administrative Reports 

A. Consent Agenda   All consent agenda items are considered routine by Town Council and will be 

acted upon by one motion (move to approve the consent agenda). There will be no separate 

discussion of these items unless a Council member requests an item be removed or considered 

separately. 

  1. Minutes  

   a. June 9, 2025 Regular Meeting 

  2. Monthly Financial Report 

B. Items for Approval   Items for approval are individual items to be considered by Town Council 

and to be acted upon by individual motions. There will be separate discussion of these items. 

1. Town Manager Report 

 a. Business Incentive Package 

 b. Resolution Authorizing Purchase of Real Property 

   2. Police Department Report 

    a. Proclamation for National Night Out 2025 

   3. Human Resources Report 

    a. Updates to the Town of South Hill Employment Policy Handbook 

    

C.   Reports to Accept as Presented   All reports are considered informational to Town Council and 

require no action (move to accept the reports as presented). There will be no separate discussion of 

these items unless a Council member requests an item be removed for discussion separately.  
1. Police Report 

2. Fire Department Report 

3. Municipal Services Report 

4. Parks, Facilities, and Grounds Report 

 a. Facilities Reservation Calendar 

5. Code Compliance Report 

 a. Monthly Report  

 b. Dilapidated Properties 

SOUTH HILL TOWN COUNCIL 

REGULAR MEETING AGENDA 

MONDAY, JULY 14, 2025, 7:00 PM 
 

Temporary Location: 111 E. Danville Street ~ South Hill, VA 23970 

Phone: (434) 447-3191 ~ Fax: (434) 447-5064 

https://www.southhillva.org/ ~ southhill@southhillva.org 

 

Note: This meeting will be held in person and will not be livestreamed.   

 
  Please remember sign ups for Citizens to Address Council are required before meeting begins. Sign up sheets      

       are located on the table outside the front Council doors. Speakers are asked to use the aisle microphone. 

  Please silence all cell phones while Council is in session. 

https://www.southhillva.org/
mailto:southhill@southhillva.org
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6. Business Development Report 

7. Human Resources Report 

 

V. Other Business 

 

VI. Adjournment 

 
******************************** 

 

This agenda is subject to change at the discretion of the South Hill Town Council. 

 

CURRENT OFFICIALS 

 
Council Members 

   The Honorable Mike Moody, Mayor   Gavin Honeycutt, Vice Mayor 

   Randy Crocker     Lillie Feggins-Boone   

   Jenifer Freeman-Hite    Ashley C. Hardee    

   Delores Luster     Carl L. Sasser, Jr.    

   Michael Smith        

 
Staff 

Keli Reekes, Town Manager 

Leanne Patrick Feather, Clerk of Council 

Sands Anderson PC, Town Attorney Services 

 

To assist us in providing dissemination of materials, presenters are requested to submit 12 copies of their remarks 

and/or handouts to the Clerk prior to meetings. These copies will be provided to Town Council members and staff.  

 



Administrative Reports 
South Hill Town Council Meeting 

July 14, 2025 

A. Consent Agenda 

B. Items for Approval 

C. Reports to Accept as Presented 

 

 

 

 

 

 

 

 

 

 

 

 

 



Consent Agenda 
South Hill Town Council Meeting 

July 14, 2025 
1. Minutes 

a. July 14, 2025 Regular Meeting 
 

2. Monthly Financial Report 
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The regular monthly meeting of the South Hill Town Council was held on Monday, June 9, 2025 at 7:00 

p.m. in the temporary Council Chambers of the South Hill Town Hall located at 111 E. Danville Street, 

South Hill, Virginia 23970.  

 

I. OPENING  

 

Honorable Mayor Mike Moody called the regular meeting to order at 7:00 p.m. Mayor Moody 

called upon Clerk of Council Leanne Feather to call the roll, which was as follows: 

  

A.   Council Members  

 

Randy Crocker    Lillie Feggins-Boone  Jenifer Freeman-Hite 

Ashley Hardee   Gavin Honeycutt  Delores Luster  

Carl Sasser, Jr.    Michael Smith  

      

B.  Staff in Attendance 

 

Keli Reekes, Town Manager   C. J. Dean, Dir. of Municipal Services  

Greg Geist, Chief of Police   Allen Elliott, Public Works Supt. 

Leanne Feather, Admin. Asst./Clerk   Kristine Martin, Human Resources  

Dahlis Morrow, Dir. of Fin. and Admin.  Brent Morris, Business Dev. Manager   

 

II. APPROVAL OF AGENDA 

 

A motion was made by Vice Mayor Honeycutt, second by Councilor Luster, to approve the 

agenda for June 9, 2025. The motion carried unanimously. 

 

III. CITIZENS TO ADDRESS COUNCIL 

 

 At this time, the following citizens addressed Council: 

 

• Wade Crowder complimented Town employees, expressed concern over the water 

fountain and flea and tick mitigation at the dog park, suggested forming a committee to 

maintain Oakwood Cemetery, and inquired about possible incentives offered to Wawa by 

the Town. 

• John Duffer addressed the Council to seek guidance and support regarding ongoing 

instances of harassment he is experiencing from neighbors.  

 

 IV. PUBLIC HEARINGS 

 

A. Water Tower Telecommunications Lease and Easement 

 

 SOUTH HILL TOWN COUNCIL 

 

 REGULAR MEETING MINUTES 

 

             MONDAY, JUNE 9, 2025, 7:00 P.M. 
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Town Manager Keli Reekes informed Council that Notice of Public Hearing was published  

which asked for comments on a proposed lease and easement agreement between the Town of South Hill 

and AT&T. The proposed agreement will renew a current lease on the water tower located on Plank Road.  

  

Mrs. Reekes opened the Public Hearing: 

• Wade Crowder inquired about the services AT&T is bringing to the Town, as well as 

details of the agreement, including the monthly lease amount and the taxes paid to the 

Town. Mrs. Reekes responded that AT&T provides cellular service to the Town and 

will pay $1,628 per month. 

• Councilor Freeman-Hite asked how long AT&T has had an agreement in place with 

the Town. Mrs. Reekes stated that the original agreement began in 2004. 

• Councilor Sasser inquired about potential improvements to the tower. Mrs. Reekes 

explained that equipment upgrades are scheduled every few years, and the Town is 

notified when those upgrades occur. 

 

Mrs. Reekes closed the Public Hearing. 

 

A motion was made by Vice Mayor Honeycutt, second by Councilor Freeman-Hite to  

adopt the resolution authorizing conveyance of real property in accordance with the terms of the proposal, 

and further authorizes the Town Manager to sign all relevant documents to include the AT&T tower lease 

agreement. The motion carried unanimously. 

 

B. Law Enforcement Ordinance Amendments 

 

Mrs. Reekes informed Council that Notice of Public Hearing was published which asked for 

comments regarding law enforcement ordinance amendments that have been available for public 

inspection at Town Hall. Police Chief Geist was present to address any questions. 

 

Mrs. Reekes opened the Public Hearing: 

• Wade Crowder asked whether any of the recommended ordinance amendments 

would affect his right to place a sign on his truck. Mrs. Reekes clarified that the 

proposed amendments do not impact the existing sign ordinance. 

 

Mrs. Reekes closed the Public Hearing. 

 

A motion was made by Councilor Feggins-Boone, second by Councilor Smith to adopt 

Ordinance O-03-25 amending Chapter 70 - Streets, Sidewalks and Other Public Places by adding Article 

V. - Parks and Other Public Recreational Facilities. The motion passed unanimously. 

 

A motion was made by Councilor Hardee, second by Vice Mayor Honeycutt to adopt 

Ordinance O-04-25 amending Chapter 82 - Traffic and Vehicles, Section 82-2. Restrictions on keeping 

inoperable motor vehicles on residential or commercial property; removal of such vehicles. The motion 

carried unanimously. 

 

A motion was made by Councilor Luster, second by Councilor Hardee to adopt 

Ordinance O-05-25 amending Chapter 50 - Offenses, Article XII. - Parking, Section 50-809. - Penalties 

for violation of article. The motion carried unanimously. 

 Upon further discussion, Councilor Freeman-Hite requested clarification on the effective date of 

all approved ordinance amendments. Mrs. Reekes confirmed that all changes take effect immediately. 
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Vice Mayor Honeycutt inquired about the impact of the ordinance changes on inoperable vehicles stored 

at private businesses. Chief Geist explained that inoperable vehicles stored at body shops are exempt, as 

the ordinance applies only to inoperable vehicles on Town property. 

Councilor Hardee asked whether businesses are required to keep inoperable vehicles behind a fence. 

Chief Geist responded that he was not familiar with any language mandating fencing but would look into 

the matter. Mrs. Reekes added that the Town’s current zoning ordinance does contain language regarding 

fencing and stated she would review Vice Mayor Honeycutt’s request to ensure all body shops and 

mechanic shops are in compliance. 

C. Sewer Pretreatment Ordinance Amendment 

 

Director of Municipal Services, C.J. Dean informed Council that Notice of Public Hearing  

was published which asked for comments on amendments to the Town Code, Chapter 86 - Utilities, 

Article III. - Sewers regarding pretreatment standards in connection with the review by the Virginia 

Department of Environmental Quality of the Town’s pretreatment plan related to Town utilities. 

 

Mr. Dean opened the Public Hearing: 

• Wade Crowder requested that Mr. Dean simplify the language of the ordinance 

amendment for better clarity. Mr. Dean explained that the Town’s current 

Wastewater Treatment Permit, issued by the Department of Environmental Quality, 

requires the pretreatment ordinance to be in place to establish guidelines for 

incoming industries. The established guidelines protect the Town’s waste water 

infrastructure. 

 

Mr. Dean closed the Public Hearing. 

 

A motion was made by Vice Mayor Honeycutt, second by Councilor Feggins-Boone to  

adopt the draft ordinance revisions, subject to final edits by legal counsel, amending Town Code, Chapter 

86 - Utilities, Article III. – Sewers regarding pretreatment standards in connection with the review by the 

Virginia Department of Environmental Quality of the Town’s pretreatment plan related to Town utilities. 

The motion carried unanimously. 

 

V.  ADMINISTRATIVE REPORTS 

 

A.  Consent Agenda 

 

1. Minutes 

 

a. May 12, 2025 Regular Meeting 

 

2. Monthly Financial Report 

 

Director of Finance and Administration Dahlis Morrow submitted the financial report  

as follows: 

Petty Cash $750 

Checking Accounts $6,060,877.40 

Investments $30,861,928 

Restricted/Committed Funds $2,586,829.70 

Total of all Funds $39,510,385.10 
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  A motion was made by Councilor Luster, second by Councilor Feggins-Boone, to 

approve the Consent Agenda. The motion carried unanimously. 

 

B.  Items for Approval 

 

1. Town Manager Report 

 

a. Council Retreat Follow-up 

 

Mrs. Reekes presented five key initiatives to Council for review and 

consideration as a follow-up to the Town Council Retreat held on April 29, 2025. Council was asked to 

consider adopting the following initiatives: Town of South Hill Strategic Plan (25-28), Town Council 

Rules of Procedure, Policy for Council Member Electronic Participation in Meetings, Town Incentive 

Package, and Town of South Hill Logo. 

 

During the discussion, Councilor Smith requested clarification on the 

rules and stipulations associated with the proposed business incentives, specifically to ensure safeguards 

are in place to prevent misuse. Mrs. Reekes agreed to review language in the proposed incentive package.  

 

A motion was made by Vice Mayor Honeycutt, second by Councilor  

Hardee to adopt the Town of South Hill Strategic Plan for 2025-2028 effective July 1, 2025. The motion 

carried unanimously. 

 

A motion was made by Councilor Freeman-Hite, second by Councilor  

Hardee to adopt the South Hill Town Council Rules of Procedure as presented effective June 9, 2025. 

The motion carried unanimously. 

 

A motion was made by Councilor Luster, second by Councilor Smith to  

adopt the Policy for Council Member Electronic Participation in Meetings as presented effective June 9, 

2025. The motion carried unanimously. 

 

A motion was made by Councilor Hardee, second by Vice Mayor 

Honeycutt, to approve Town Incentive Package as presented effective July 1, 2025.  

 

After further discussion regarding the Town’s Incentive Package, a motion 

was made by Councilor Hardee, second by Vice Mayor Honeycutt to withdraw the previous motion to 

approve the Town Incentive Package as presented and to table the decision until the July regular meeting. 

The postponement allows time to incorporate additional language and to obtain legal counsel’s review. 

The motion carried unanimously. 

 

A motion was made by Councilor Hardee, second by Councilor Sasser,  

to approve the newer, marketing logo as the Town’s official logo effective June 9, 2025. The motion 

carried unanimously. 

 

b. Ratify and Approve Town Hall Contacts 

 

Keli Reekes presented Council with contracts to address urgent mold 

remediation at Town Hall for ratification and approval pursuant to emergency procurement provisions 

authorized by the Virginia State Code. 
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Further discussion included updates on the ongoing renovation efforts at 

Town Hall. Council members expressed concerns about potential contractor delays and requested 

clarification on the scope of services provided by various contractors. Mrs. Reekes reported that roof and 

HVAC repairs are nearing completion. She noted that engineers and architects are currently working on 

interior design plans in preparation for the project to go out for bid. There are no delays. Additionally, 

Mrs. Reekes provided an overview of the roles of The Contents Team and Deep River Restoration. 

 

A motion was made by Vice Mayor Honeycutt, second by Councilor 

Hardee to ratify and approve the contracts with Deep River Restoration, The Contents Team, Southern 

Air, and R.F. Howerton obtained through emergency procurement in connection with the mold 

remediation efforts at Town Hall. The motion carried by a vote of 7 to 1 with Councilor Crocker 

opposing. 

 

2. Director of Municipal Services Report 

 

a. FY26 Fuel Bid Award 

 

Mr. Dean informed the Council that the Town had advertised for sealed bids 

to supply fuel for FY26. Parker Oil Company, Inc. submitted a bid in response to the Invitation for Bid to 

provide fuel for the Town of South Hill’s automotive and equipment fleet. Mr. Dean clarified that Parker 

Oil Company, Inc. submitted the only bid received.  

   

       A motion was made by Councilor Luster, second by Councilor 

Hardee to award the annual fuel contract to Parker Oil Company, Inc. for the prices per gallon above 

“rack” as submitted on May 30, 2025.  Councilor Smith and Councilor Sasser abstained from the vote, 

each citing a conflict of interest due to being in direct competition with Parker Oil Company, Inc. The 

motion passed via roll call vote as follows: 

 

Councilor Crocker – Aye  Councilor Feggins-Boone – Aye 

  Councilor Freeman-Hite – Aye  Councilor Hardee – Aye 

  Vice Mayor Honeycutt – Aye  Councilor Luster – Aye 

 

3. Police Department Report 

   

a. Adoption of Ordinance for SHPD: Title 46.2 and Article Two, 18.2-266 – 

18.2-273, Code of Virginia of 1950 as Amended 

 

Chief Geist presented Council with the South Hill Police Department’s 

annual ordinance amendments to be adopted by the General Assembly. He requested Council adopt the 

ordinance incorporating the legislative changes to Title 46.2 and Article Two, 18.2-266 through 18.2-273. 

 

      A motion was made by Councilor Freeman-Hite, second by Councilor 

Smith to adopt the ordinance Title 46.2 and Article Two, 18.2-266 through 18.2-273, Code of Virginia of 

1950 as Amended. The motion carried unanimously. 

 

C. Reports to Accept as Presented 

 

  For efficiency, the following reports for May 2025 were presented as a group to accept as 

presented. 

 

1. Police Report 
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Chief Geist submitted the monthly police report. He reported there were 378 activity 

incidents, 36 reportable criminal offenses, 849 calls for service, and $387 in property recovered. Other 

miscellaneous items included 174 training hours and 33 warrants issued. Administrative news was shared. 

 

2. Municipal Services Report 

 

C. J. Dean submitted the Municipal Services report on the following: 

• Thomas Street area paving completed. 

• Windsor and Franklin Streets stormwater project updates. 

• Updates on obtaining utility easements. 

• Lunenburg Avenue waterline leak repair. 

• FY26 fuel bid was advertised. 

 

3. Parks, Facilities and Grounds 

 

a. Facilities Reservation Calendar 

 

Jason Houchins submitted the Parks, Facilities and Grounds report on the 

following: 

• Centennial Park Dog Park water fountains are to be repaired.  

• Parker Park basketball court improvements ongoing.  

• Town Hall HVAC and roof repairs nearing completion. 

• Town Hall interior and exterior bid proposals in process. 

• Batting cage installations at softball fields in Parker Park completed. 

• Electricity turned off to the umpire trailer in Parker Park. SHVFD will burn 

down the trailer for training purposes. 

 

4. Code Compliance Report 

 

a. Report of Activity 

 

David Hash submitted the report of activity as follows: 

Inspections Completed 39 

Permits Issued 26 

Fees Collected $6,633.49 

UEZ Exemption $0 

Rehab Exemption $70.38 

General Exemption $951.10 

Work Value $3,710,726 

 

New businesses included: 

Twin Lakes Rehabilitation & Nursing 125 Buena Vista Circle Skill Nursing 

Crooked Coop 935 W. Atlantic Street Flea Market Vendor 

 

b. Dilapidated Properties 

 

Along with the list of completed dilapidated properties, a report on the status of 

approximately 45 dilapidated properties was also presented. 

 

5. Business Development Report 
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Brent Morris submitted the Business Development report on the following: 

• Working with developer to discuss opportunities in South Hill. 

• Brewery site did not sell at auction. 

• Finalized business incentives to present to Council. 

• Continuing to work with Retail Strategies and the Ryan Company.  

• Continued efforts for downtown business recruitment.  

 

6. Human Resources Report 

 

        Kristine Martin submitted the Human Resources report on the following: 

• Testing out a new time clock system. 

• Negotiated Anthem down from a 19% increase to a 12% increase. 

• Sergeant John Childers and Detective Amanda Parker celebrated five years of 

service with SHPD. 

• Avery King and Corey Williams (Streets) obtained their Commercial Driver’s 

Licenses. 

 

  A motion was made by Councilor Luster, second by Vice Mayor Honeycutt, to 

approve the reports as presented. The motion carried unanimously. 

 

Mayor Moody recognized and commended employees for their milestones and 

achievements mentioned in the Human Resources Report. 

 

VI. APPOINTMENTS 

  

A. Industrial Development Authority 

 

Mayor Moody recommended reappointing Sheri Sparkman and Tyler Howerton to serve the  

on the Industrial Development Authority beginning June 9, 2025 and ending May 5, 2029.  

 

      A motion was made by Councilor Hardee, second by Councilor Freeman-Hite to 

reappoint Sheri Sparkman to the South Hill Industrial Development Authority for an additional four-year 

term, effective June 9, 2025 and ending May 5, 2029. The motion carried unanimously. 

 

A motion was made by Councilor Crocker, second by Councilor Hardee to reappoint Tyler 

Howerton to the South Hill Industrial Development Authority for an additional four-year term, effective 

June 9, 2025 and ending May 5, 2029. The motion carried unanimously. 

 

B. Board of Zoning Appeals 

 

Mayor Moody recommended reappointing Carolyn Blackwell to serve the on the Board of 

Zoning Appeals beginning June 20, 2025 and ending June 19, 2030.  

 

A motion was made by Councilor Luster, second by Councilor Hardee to reappoint Carolyn  

Blackwell to the Board of Zoning Appeals for an additional five-year term, effective June 20, 2025 and 

ending June 19, 2030. The motion carried unanimously. 

 

VII. OTHER BUSINESS 

 

 Vice Mayor Honeycutt acknowledged Mr. Duffer’s concerns expressed during Citizens to 

Address Council, In response, Vice Mayor Honeycutt requested that Mrs. Reekes and Chief Geist further 
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investigate the situation in the Goodes Ferry neighborhood to help ensure the safety and well-being of its 

residents. 

VIII. ADJOURNMENT

There being no further business matters before the South Hill Town Council, Mayor Moody

adjourned the meeting at 7:43 p.m. 

VALIDATION  

Minutes approved this _____ day of _____________________, 20_____. 

______________________________________ _______________________________________ 

Leanne Feather, Clerk of Council W.M. Moody, Mayor



STATEMENT OF CASH ACCOUNTABILITY

May 25

Institution Description Rate

Previous Year 

Balance Current Balance

Cash

Petty Cash $750.00 $750.00

SUB TOTAL $750.00 $750.00

Checking Accounts

First Citizens Bank General Fund Checking 0.60% $8,278,611.25 $5,846,640.24

First Citizens Bank PD Cash Account 0.60% $13,796.82 $12,399.91

SUB TOTAL $8,292,408.07 $5,859,040.15

Investments

LGIP General Investment 4.50% $0.00 $3,040,627.64

First Citizens Investment General Investment 4.55% $8,450,204.36 $8,846,970.94

VIP 1-3 Year High Quality Bond 4.42% $9,038,103.18 $8,262,006.83

VIP Stable Liquidity 4.42% $10,180,941.52 $10,738,121.59

SUB TOTAL $27,669,249.06 $30,887,727.00

Restricted Funds

Atlantic Union Bank Construction 0.50% $2,541,081.21 $2,553,934.87

First Citizens Bank Federal Forfeiture Funds 0.10% $26,080.38 $26,117.28

Benchmark Community Bank State Forfeiture Funds 1.67% $7,645.76 $7,865.53

SUB TOTAL $2,574,807.35 $2,587,917.68

TOTAL OF ALL FUNDS $38,537,214.48 $39,335,434.83



INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-2-1011-0401 CURRENT TAXES - REAL 0 2,000,000.00 -767.89 2,371,337.14 371,337.14
10-2-1011-0402 DELINQUENT TAXES-REAL 0 10,000.00 0 17,116.93 7,116.93
10-2-1012-0401 CURRENT TAXES - PUB SER REAL 0 65,000.00 0 65,025.57 25.57
10-2-1012-0404 CURRENT TAXES - PUB SER PERS 0 900.00 0 0 -900.00
10-2-1013-0403 CURRENT TAXES-P/P,M/H,M/T -47,563.16 1,180,000.00 -745.64 1,449,573.07 269,573.07
10-2-1013-0404 PPTRA REIMBURSEMENT 0 113,068.00 0 113,068.11 0.11
10-2-1016-0410 PENALTIES - ALL PROP.TAXES 585.21 20,000.00 744.59 19,112.99 -887.01
10-2-1016-0411 INTEREST - ALL PROP. TAXES 581.32 25,000.00 937.81 31,428.90 6,428.90
10-2-1022-0411 COMMUNICATIONS SALES TAX 24,760.90 125,000.00 9,725.03 116,621.08 -8,378.92
10-2-1022-0412 CONSUM.UTILITY TAX-ELECT. 12,658.21 158,000.00 267.90 150,540.91 -7,459.09
10-2-1022-0414 CONSUM.UTILITY TAX-GAS 3,284.29 35,000.00 2,811.78 52,681.77 17,681.77
10-2-1022-0415 FRANCHISE TAX 0 0.00 0 1,420.49 1,420.49
10-2-1022-0416 MEALS TAX 239,847.95 2,500,000.00 281,420.73 2,861,975.33 361,975.33
10-2-1022-0417 LODGING TAX 79,215.19 860,000.00 89,419.36 1,072,285.31 212,285.31
10-2-1022-0418 CIGARETTE TAX 13,500.00 200,000.00 9,000.00 145,320.00 -54,680.00
10-2-1023-0415 BUSINESS LICENSE 48,567.49 1,100,000.00 345,467.65 1,695,562.38 595,562.38
10-2-1023-0416 PENALTIES - BUSINESS LICENSE 1,154.45 4,000.00 1,146.86 10,164.09 6,164.09
10-2-1024-0425 LEVEL 3 LICENSE FEE 0 6,600.00 0 0 -6,600.00
10-2-1025-0421 MOTOR VEHICLE LICENSE FEES 0 45,000.00 0 44,287.46 -712.54
10-2-1026-0422 BANK STOCK TAXES 0 240,000.00 72,717.00 333,399.00 93,399.00
10-2-1027-0423 PENALTIES - OTHER LOCAL TAX 126.93 10,000.00 2,789.71 17,718.93 7,718.93
10-2-1027-0424 INTEREST - OTHER LOCAL TAX 0.16 500.00 264.03 725.71 225.71
10-2-1033-0435 BUILDING PERMITS 22,101.45 175,000.00 42,184.50 112,617.53 -62,382.47
10-2-1041-0436 COURT FINES/FORFEITURES 8,228.80 45,000.00 6,812.19 72,269.86 27,269.86
10-2-1041-0437 PARKING FINES 50.00 150.00 0 60.00 -90.00
10-2-1041-0438 EVENT PERMIT APPLICATION FEES 100.00 500.00 0 600.00 100.00
10-2-1051-0437 INVESTMENT GAINS (LOSSES) 57,651.12 0.00 0 86,893.42 86,893.42
10-2-1051-0439 INTEREST ON DEPOSITS 788,172.11 150,000.00 182.95 924,863.18 774,863.18
10-2-1051-0440 INCOME AND OTHER -11,014.54 0.00 0 20,360.03 20,360.03
10-2-1052-0444 RAILROAD LEASES 0 500.00 0 6,971.48 6,471.48
10-2-1060-0444 MECKLENBURG CO.TIPPING FEE 20,041.39 115,000.00 0 121,154.18 6,154.18
10-2-1060-0445 WASTE COLL & DISP FEES 45,467.59 530,000.00 34,068.45 476,736.36 -53,263.64
10-2-1060-0446 MOWING & BRUSH COLLECTION FEES 150.00 1,000.00 450.00 1,450.00 450.00
10-2-1060-0447 WASTE COLLECTIONS PENALTY 1,178.53 10,000.00 967.12 14,584.36 4,584.36
10-2-1068-0458 CHARGES FOR COPIES 100.00 500.00 145.00 1,266.34 766.34
10-2-1068-0459 AT&T/VERIZON TANK RENTAL 5,062.35 60,400.00 5,003.72 55,666.71 -4,733.29
10-2-1068-0460 PARKER PARK INCOME 6,500.00 6,500.00 6,500.00 6,900.00 400.00
10-2-1068-0461 ZONING & SUBDIVISION FEES 2,250.00 10,000.00 0 13,550.00 3,550.00
10-2-1068-0462 CENTENNIAL AMPHITHEATER INCOME 0 0.00 0 500.00 500.00
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-2-1068-0463 MISCELLANEOUS REVENUES -844.30 10,000.00 20,572.73 46,185.19 36,185.19
10-2-1068-0464 EXPENSES-REIMBURSED 21.85 2,500.00 0 16,334.84 13,834.84
10-2-1068-0471 MISC REVENUE - SALE OF PROPERTY 1,136.00 22,000.00 0 545,716.00 523,716.00
10-2-1068-0473 MISC REVENUE - DMV STOPS 40.00 5,000.00 121.39 961.39 -4,038.61
10-2-1068-0476 ECONOMIC INCENTIVES 87,727.80 225,000.00 216,442.28 435,790.48 210,790.48
10-2-1068-0477 OTHER CONTRIBUTIONS (SOLAR) 0 65,000.00 0 21,666.67 -43,333.33
10-2-1069-0465 MISC.RECOVERED COST 1,136.50 18,000.00 0 29,759.46 11,759.46
10-2-1069-0467 WATER/SEWER ADMIN FEES 13,390.00 162,500.00 0 0 -162,500.00
10-2-1069-0468 VRSA INSURANCE REFUND/DIVIDEND/GRANT 0 4,000.00 0 24,940.00 20,940.00
10-2-2070-0472 ROLLING STOCK (MVCT) 0 150.00 0 126.82 -23.18
10-2-2070-0473 MOBILE HOME TAX 0 0.00 0 150.00 150.00
10-2-2070-0474 RENTAL VEHICLE TAX 16,165.67 55,000.00 5,227.38 65,196.68 10,196.68
10-2-2070-0475 SALES & USE TAX 75,376.04 700,000.00 78,025.30 1,034,061.84 334,061.84
10-2-2070-0477 STREET & HIGHWAY REVENUE 508,497.33 1,724,598.00 522,239.68 2,088,958.72 364,360.72
10-2-2070-0479 FIRE PROGRAMS FUND 0 21,000.00 0 24,736.00 3,736.00
10-2-2071-0432 E-SUMMONS 537.79 3,000.00 359.77 5,487.28 2,487.28
10-2-3071-0450 VDEM GRANT 0 0.00 0 104,295.57 104,295.57
10-2-3071-0476 LAW ENFORCEMENT HB599 GRANT 105,234.00 0.00 0 36,333.00 36,333.00
10-2-3071-0480 POLICE DEPT. GRANT -251,584.61 25,000.00 0 214,749.34 189,749.34
10-2-3071-0483 POLICE DEPT. GRANT - FEDERAL DMV 41,611.75 0.00 0 0 0.00
10-2-3071-0484 ARTS COUNCIL GRANT 0 4,500.00 0 0 -4,500.00
10-2-3071-0487 STORMWATER/E&S REVENUE 0 0.00 0 4,500.00 4,500.00
10-2-3071-0495 AMERICAN RESCUE PLAN ACT LAW ENF GRANT 151,414.28 0.00 0 0 0.00
10-2-4073-0579 INSURANCE RECOVERIES 0 20,000.00 0 30,855.84 10,855.84
10-2-4073-0601 FEMA FEDERAL FUNDS -12,115.24 0.00 0 0 0.00
10-2-5073-0591 TRANSFER FROM FUND BALANCE 0 5,166,055.00 0 0 -5,166,055.00
10-2-9000-0201 OVERPAYMENTS 3.74 0.00 0 24,887.53 24,887.53

GENERAL FUND Revenue Totals 2,060,506.34 18,035,921.00 1,754,501.38 17,241,501.27 -794,419.73
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-0-0000-0000 GENERAL FUND: 0 0 0 0 0
10-1-0000-1000 GENERAL GOVERNMENT ADMINIST. 0 0 0 0 0
10-1-0100-0000 MAYOR & TOWN COUNCIL 0 0 0 0 0
10-1-0100-1000 SALARIES 800.00 9,600.00 800.00 9,600.00 0.00
10-1-0100-1303 COUNCIL FEES 3,200.00 38,400.00 3,200.00 37,600.00 800.00
10-1-0100-1305 PLANNING COMMISSION FEES 0 5,040.00 0 2,040.00 3,000.00
10-1-0100-2001 FICA 309.06 4,058.00 309.06 3,803.58 254.42
10-1-0100-2009 UNEMPLOYMENT INSURANCE 5.20 100.00 4.00 55.77 44.23
10-1-0100-2011 CELL PHONE ALLOWANCE 40.00 480.00 40.00 480.00 0.00
10-1-0100-5309 INSURANCE-PUBLIC OFFICIALS 0 2,600.00 0 3,189.00 -589.00
10-1-0100-5504 TRAVEL- MEETINGS/EDUCATION 931.56 10,000.00 0 3,562.18 6,437.82
10-1-0100-5801 DUES & SUBSCRIPTIONS 0 3,500.00 0 3,306.00 194.00
10-1-0100-5804 DEPARTMENTAL SUPPLIES 0 750.00 130.00 1,183.84 -433.84

0100 MAYOR & TOWN COUNCIL 5,285.82 74,528.00 4,483.06 64,820.37 9,707.63
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INCOME/EXPENSE REPORT
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0101-0000 FINANCE AND ADMINISTRATION 0 0 0 0 0
10-1-0101-1000 SALARIES 22,155.06 210,136.00 15,217.48 204,855.35 5,280.65
10-1-0101-1002 SALARIES OVERTIME 7.73 100.00 0 662.17 -562.17
10-1-0101-2001 FICA 1,599.58 16,075.00 1,160.02 16,406.91 -331.91
10-1-0101-2003 RETIREMENT 3,036.49 44,780.00 3,728.62 35,098.34 9,681.66
10-1-0101-2005 MEDICAL PLANS 6,545.48 36,800.00 1,440.15 37,500.53 -700.53
10-1-0101-2006 GROUP LIFE INSURANCE 160.80 2,816.00 193.99 1,543.81 1,272.19
10-1-0101-2007 DISABILITY INSURANCE 0 1,790.00 0 1,036.76 753.24
10-1-0101-2009 UNEMPLOYMENT INSURANCE 0 60.00 1.61 43.57 16.43
10-1-0101-2010 WORKERS COMPENSATION 0 290.00 0 238.24 51.76
10-1-0101-2013 CLOTHING ALLOWANCE 0 0.00 0 150.00 -150.00
10-1-0101-3006 OFFICE EQUIP. MAINTENANCE 851.96 4,500.00 1,757.71 5,760.51 -1,260.51
10-1-0101-3010 CONTRACT/TECHNICAL SERVICES 10,445.30 205,000.00 16,601.32 212,148.42 -7,148.42
10-1-0101-5201 POSTAGE 3,043.07 25,000.00 0 25,070.85 -70.85
10-1-0101-5203 TELECOMMUNICATIONS 1,236.40 15,600.00 1,867.69 21,648.65 -6,048.65
10-1-0101-5309 PROPERTY INSURANCE 0 1,300.00 0 1,464.00 -164.00
10-1-0101-5504 TRAVEL - MEETINGS/EDUCATION 578.02 2,000.00 0 1,906.64 93.36
10-1-0101-5801 DUES AND SUBSCRIPTIONS 45.00 18,100.00 34.91 10,425.32 7,674.68
10-1-0101-5803 HEPATITIS SHOTS/DRUG TEST/DMV 190.00 0.00 0 0 0.00
10-1-0101-5804 DEPARTMENTAL SUPPLIES 8,013.10 33,000.00 921.15 39,336.48 -6,336.48
10-1-0101-5805 CIGARETTE STAMPS 0 10,478.00 0 0 10,478.00

0101 FINANCE AND ADMINISTRATION 57,907.99 627,825.00 42,924.65 615,296.55 12,528.45
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0102-0000 TOWN MANAGER 0 0 0 0 0
10-1-0102-1000 SALARY - TOWN MANAGER 10,000.00 133,000.00 10,230.77 133,884.62 -884.62
10-1-0102-1001 SALARIES 13,466.06 87,123.00 4,615.40 42,695.43 44,427.57
10-1-0102-1010 VEHICLE ALLOWANCE 553.84 7,200.00 600.00 9,461.52 -2,261.52
10-1-0102-2001 FICA 1,869.12 17,390.00 1,174.86 14,229.39 3,160.61
10-1-0102-2003 RETIREMENT 2,879.54 46,269.00 3,588.90 36,220.67 10,048.33
10-1-0102-2005 MEDICAL PLANS 3,503.97 18,803.00 1,020.11 18,533.06 269.94
10-1-0102-2006 GROUP LIFE INSURANCE 169.06 2,910.00 189.78 1,434.20 1,475.80
10-1-0102-2007 DISABILITY INSURANCE 0 1,130.00 0 926.04 203.96
10-1-0102-2009 UNEMPLOYMENT INSURANCE 0.33 40.00 0 19.86 20.14
10-1-0102-2010 WORKERS COMPENSATION 0 200.00 0 130.00 70.00
10-1-0102-2011 CELL PHONE ALLOWANCE 230.00 900.00 75.00 1,245.00 -345.00
10-1-0102-5203 TELECOMMUNICATIONS 60.01 0.00 0 180.03 -180.03
10-1-0102-5504 TRAVEL - MEETINGS/EDUCATION 153.59 5,000.00 903.04 2,879.36 2,120.64
10-1-0102-5801 DUES & SUBSCRIPTIONS 0 700.00 900.00 1,795.43 -1,095.43
10-1-0102-5804 DEPARTMENTAL SUPPLIES 0 1,874.00 0 434.25 1,439.75

0102 TOWN MANAGER 32,885.52 322,539.00 23,297.86 264,068.86 58,470.14
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0103-0000 DIRECTOR OF MUNICIPAL SERVICES 0 0 0 0 0
10-1-0103-1000 SALARY 9,604.37 127,857.00 9,835.14 128,741.39 -884.39
10-1-0103-1010 VEHICLE ALLOWANCE 553.84 7,200.00 553.84 7,199.92 0.08
10-1-0103-2001 FICA 784.15 10,332.00 805.82 10,501.51 -169.51
10-1-0103-2003 RETIREMENT 1,134.64 27,246.00 2,270.52 27,219.60 26.40
10-1-0103-2005 MEDICAL PLANS 604.10 9,200.00 497.58 11,944.01 -2,744.01
10-1-0103-2006 GROUP LIFE INSURANCE 69.71 1,713.00 125.72 1,026.52 686.48
10-1-0103-2007 DISABILITY INSURANCE 0 600.00 0 662.61 -62.61
10-1-0103-2009 UNEMPLOYMENT INSURANCE 0 20.00 0 10.40 9.60
10-1-0103-2010 WORKERS COMPENSATION 0 1,090.00 0 809.00 281.00
10-1-0103-5203 TELECOMMUNICATIONS 48.53 1,800.00 118.52 701.27 1,098.73
10-1-0103-5504 TRAVEL - MEETINGS/EDUCATION 0 1,000.00 0 0 1,000.00
10-1-0103-5801 DUES & SUBSCRIPTIONS 0 500.00 0 80.00 420.00
10-1-0103-5804 DEPARTMENTAL SUPPLIES 0 500.00 0 0 500.00

0103 DIRECTOR OF MUNICIPAL SERVICES 12,799.34 189,058.00 14,207.14 188,896.23 161.77
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0104-0000 BUSINESS DEVELOPMENT DEPT 0 0 0 0 0
10-1-0104-1000 SALARY 0 90,660.00 6,973.84 70,738.40 19,921.60
10-1-0104-1010 VEHICLE ALLOWANCE 0 7,200.00 553.84 5,538.40 1,661.60
10-1-0104-2001 FICA 0 7,486.00 576.00 5,813.34 1,672.66
10-1-0104-2003 RETIREMENT 0 19,320.00 1,854.04 13,906.75 5,413.25
10-1-0104-2005 MEDICAL PLANS 0 9,200.00 450.64 8,085.33 1,114.67
10-1-0104-2006 GROUP LIFE INSURANCE 0 1,215.00 89.14 577.19 637.81
10-1-0104-2007 DISABILITY INSURANCE 0 440.00 0 368.60 71.40
10-1-0104-2009 UNEMPLOYMENT INSURANCE 0 20.00 0 8.84 11.16
10-1-0104-2010 WORKERS COMPENSATION 0 80.00 0 0 80.00
10-1-0104-2011 CELL PHONE ALLOWANCE 0 900.00 75.00 675.00 225.00
10-1-0104-5203 TELECOMMUNICATIONS 0 800.00 40.01 785.25 14.75
10-1-0104-5210 CONTRACT/TECHNICAL SERVICES 0 12,000.00 0 11,506.25 493.75
10-1-0104-5504 TRAVEL - MEETING/EDUCATION 0 5,000.00 0 82.79 4,917.21
10-1-0104-5801 DUES & SUBSCRIPTIONS 0 500.00 0 350.00 150.00
10-1-0104-5803 MARKETING 480.00 50,000.00 0 37,426.26 12,573.74
10-1-0104-5804 DEPARTMENTAL SUPPLIES 0 1,000.00 0 0 1,000.00
10-1-0104-5806 BUSINESS INCENTIVE EXPENSE 1,132.92 20,000.00 95.00 2,687.38 17,312.62
10-1-0104-5807 FACADE AND UP FIT INCENTIVE EXPENSE 10,000.00 88,000.00 0 34,758.01 53,241.99

0104 BUSINESS DEVELOPMENT DEPT 11,612.92 313,821.00 10,707.51 193,307.79 120,513.21
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0105-0000 HUMAN RESOURCES DEPT 0 0 0 0 0
10-1-0105-1000 HUMAN RESOURCES SALARY 0 92,880.00 7,144.61 90,307.60 2,572.40
10-1-0105-1001 INCENTIVE PAY 0 68,000.00 0 0 68,000.00
10-1-0105-2001 FICA 0 7,105.00 524.44 6,722.88 382.12
10-1-0105-2003 RETIREMENT 0 19,793.00 1,899.46 16,477.25 3,315.75
10-1-0105-2005 MEDICAL PLANS 0 9,200.00 503.17 11,548.67 -2,348.67
10-1-0105-2006 GROUP LIFE INSURANCE 0 1,245.00 91.34 695.09 549.91
10-1-0105-2007 DISABILITY INSURANCE 0 350.00 0 490.23 -140.23
10-1-0105-2009 UNEMPLOYMENT INSURANCE 0 60.00 0 8.92 51.08
10-1-0105-2010 WORKERS COMPENSATION 0 290.00 0 39.00 251.00
10-1-0105-2011 CERTIFICATION INCENTIVE PAY 0 21,281.00 468.50 7,389.09 13,891.91
10-1-0105-3010 CONTRACT/TECHNICAL SERVICES 0 25,000.00 6,468.75 21,269.22 3,730.78
10-1-0105-5504 TRAVEL-MEETINGS/EDUCATION 0 1,000.00 177.68 751.22 248.78
10-1-0105-5506 EMPLOYEE APPRECIATION/RECOGNITION 0 20,000.00 997.92 15,677.48 4,322.52
10-1-0105-5801 DUES & SUBSCRIPTIONS 0 20,000.00 50.00 4,724.99 15,275.01
10-1-0105-5803 HEPATITIS SHOTS/DRUG TEST/DMV 0 2,750.00 1,300.00 3,250.00 -500.00
10-1-0105-5804 DEPARTMENTAL SUPPLIES 0 1,000.00 0 896.87 103.13

0105 HUMAN RESOURCES DEPT 0.00 289,954.00 19,625.87 180,248.51 109,705.49
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0106-0000 NON-DEPARTMENTAL 0 0 0 0 0
10-1-0106-1001 EMPLOYEE APPRECIATION/RECOGNITION 461.00 0.00 0 0 0.00
10-1-0106-3007 ADVERTISING 1,545.52 8,000.00 945.00 5,913.71 2,086.29
10-1-0106-3011 AUDIT 0 32,000.00 0 0 32,000.00
10-1-0106-3012 LEGAL EXPENSES 37,009.04 320,000.00 13,509.00 319,195.32 804.68
10-1-0106-3014 REFUNDS ON TAXES 0 2,500.00 0 29,082.56 -26,582.56
10-1-0106-3015 MISCELLANEOUS REFUNDS 0 500.00 9,207.42 9,236.52 -8,736.52
10-1-0106-3016 ECONOMIC INCENTIVE GRANT 0 680,000.00 0 999,675.10 -319,675.10
10-1-0106-5309 PROPERTY INSURANCE - MISC 0 17,974.00 0 14,958.00 3,016.00
10-1-0106-5800 OPERATING/CAPITAL RESERVE 0 400,000.00 0 0 400,000.00
10-1-0106-5804 DMV STOP EXPENSE 150.00 4,500.00 50.00 609.00 3,891.00

0106 NON-DEPARTMENTAL 39,165.56 1,465,474.00 23,711.42 1,378,670.21 86,803.79
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0120-0000 POLICE DEPARTMENT 0 0 0 0 0
10-1-0120-1000 SALARY - CHIEF 9,424.73 131,970.00 8,403.85 136,098.77 -4,128.77
10-1-0120-1002 SALARIES - OVERTIME 18,905.85 55,000.00 6,869.12 91,559.15 -36,559.15
10-1-0120-1004 SALARIES - PART TIME 0 14,000.00 1,232.00 2,626.46 11,373.54
10-1-0120-1010 SALARIES - COMMAND STAFF 18,833.45 181,261.00 19,271.33 217,113.08 -35,852.08
10-1-0120-1011 SALARIES - CORPLS & PTRL OFFICERS 47,372.58 786,489.00 45,800.78 642,075.30 144,413.70
10-1-0120-1012 SALARIES - CLERK & DISPATCHERS 8,551.25 123,732.00 12,285.14 153,223.01 -29,491.01
10-1-0120-1013 SALARY - PT DISPATCHERS 1,162.00 2,000.00 0 3,430.00 -1,430.00
10-1-0120-1014 SALARIES - SRGTS & DETECTIVES 34,558.68 537,183.00 29,968.35 443,503.46 93,679.54
10-1-0120-1028 SALARY - ANIMAL WARDEN 1,622.40 21,000.00 1,673.90 20,693.20 306.80
10-1-0120-1029 HOLIDAY PAY 5,971.76 68,000.00 5,502.25 82,175.51 -14,175.51
10-1-0120-2001 FICA 10,010.27 141,727.00 9,771.77 133,446.12 8,280.88
10-1-0120-2003 RETIREMENT 13,370.54 375,192.00 26,696.40 324,019.20 51,172.80
10-1-0120-2005 MEDICAL PLANS 33,463.91 248,400.00 11,770.95 324,075.16 -75,675.16
10-1-0120-2006 GROUP LIFE INSURANCE 849.41 23,593.00 1,478.20 12,111.63 11,481.37
10-1-0120-2007 DISABILITY INSURANCE 0 800.00 0 682.98 117.02
10-1-0120-2008 LINE OF DUTY ACT EXPENSE 0 30,250.00 0 17,039.00 13,211.00
10-1-0120-2009 UNEMPLOYMENT INSURANCE 6.51 380.00 1.23 231.42 148.58
10-1-0120-2010 WORKERS COMPENSATION 0 50,000.00 0 50,325.00 -325.00
10-1-0120-2011 CELL PHONE ALLOWANCE 40.00 480.00 40.00 480.00 0.00
10-1-0120-2012 UNIFORMS 4,398.57 18,000.00 976.16 15,670.95 2,329.05
10-1-0120-2013 CLOTHING ALLOWANCE 0 4,050.00 0 4,023.65 26.35
10-1-0120-2014 GYM MEMBERSHIPS/OFFICER WELLNESS 0 6,000.00 240.00 240.00 5,760.00
10-1-0120-3004 REPAIRS & MAINTENANCE 485.84 20,000.00 13,319.49 18,829.33 1,170.67
10-1-0120-3006 OFFICE EQUIP. MAINTENANCE 3,126.51 20,000.00 226.91 14,533.94 5,466.06
10-1-0120-3007 ADVERTISING 0 500.00 0 97.60 402.40
10-1-0120-5100 ELECTRICAL SERVICE 1,685.11 9,000.00 766.44 8,562.45 437.55
10-1-0120-5102 NATURAL GAS/HEATING 68.95 2,500.00 47.90 2,268.98 231.02
10-1-0120-5203 TELECOMMUNICATIONS 4,944.10 35,000.00 1,539.82 32,777.77 2,222.23
10-1-0120-5309 PROPERTY & LIABILITY INSURANCE 0 25,360.00 0 30,475.65 -5,115.65
10-1-0120-5405 CLEANING/JANITORIAL SUPPLIES 1,889.86 9,000.00 43.03 6,935.03 2,064.97
10-1-0120-5408 VEHICLE & EQUIP. MAINTENANCE 5,139.66 40,000.00 3,698.36 44,599.29 -4,599.29
10-1-0120-5411 FUEL EXPENSE 12,682.25 60,000.00 5,666.32 60,800.59 -800.59
10-1-0120-5412 SHOOTING RANGE EXPENSE 449.89 20,000.00 0 10,950.90 9,049.10
10-1-0120-5504 TRAVEL - MEETINGS/EDUCATION 3,174.58 50,000.00 4,208.64 46,975.33 3,024.67
10-1-0120-5505 FORENSICS EXPENSE 0 2,500.00 0 3,427.48 -927.48
10-1-0120-5510 DRUG ENFORCEMENT EXPENSES 0 7,000.00 1,450.00 6,999.00 1.00
10-1-0120-5515 RECORDS MANAGEMENT EXPENSES 0 18,000.00 3,195.00 17,960.40 39.60
10-1-0120-5801 DUES & SUBSCRIPTIONS 0 14,000.00 0 13,872.50 127.50
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0120-5803 PHYSICALS 140.00 2,000.00 0 325.00 1,675.00
10-1-0120-5804 DEPARTMENTAL SUPPLIES 9,138.28 39,200.00 594.05 40,573.39 -1,373.39
10-1-0120-5805 AXON LEASE 0 44,000.00 0 53,598.92 -9,598.92
10-1-0120-5806 FLOCK SAFETY LEASE 10,000.00 14,000.00 0 0 14,000.00
10-1-0120-5808 IT SERVICE & MAINTENANCE 8,622.13 58,000.00 13,934.55 61,451.67 -3,451.67
10-1-0120-5809 GRANT EXPENSES 9,336.17 25,000.00 0 16,368.71 8,631.29
10-1-0120-7001 COMMUNICATIONS EQUIPMENT 0 8,000.00 1,966.84 8,720.96 -720.96
10-1-0120-7009 CAPITAL OUTLAY 0 774,387.00 251,103.10 355,255.93 419,131.07

0120 POLICE DEPARTMENT 279,425.24 4,116,954.00 483,741.88 3,531,203.87 585,750.13
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0122-0000 FIRE DEPARTMENT 0 0 0 0 0
10-1-0122-1000 SALARIES 8,545.00 0.00 0 16,567.74 -16,567.74
10-1-0122-1004 SALARIES - PART TIME 4,300.00 0.00 0 2,340.00 -2,340.00
10-1-0122-2001 FICA 948.02 0.00 0 1,446.83 -1,446.83
10-1-0122-2003 RETIREMENT 1,051.45 0.00 0 0 0.00
10-1-0122-2005 MEDICAL PLANS 891.52 0.00 0 0 0.00
10-1-0122-2006 GROUP LIFE INSURANCE 62.03 0.00 0 0 0.00
10-1-0122-2009 UNEMPLOYMENT INSURANCE 3.11 0.00 0 1.80 -1.80
10-1-0122-2011 CELL PHONE ALLOWANCE 40.00 0.00 0 0 0.00
10-1-0122-3004 REPAIRS & MAINTENANCE 8,932.09 0.00 0 0 0.00
10-1-0122-3006 OFFICE EQUIP & MAINTENANCE 401.08 0.00 0 0 0.00
10-1-0122-5100 ELECTRICAL SERVICE 2,888.89 0.00 0 0 0.00
10-1-0122-5102 HEATING 191.99 0.00 0 0 0.00
10-1-0122-5203 TELECOMMUNICATIONS 263.82 0.00 0 0 0.00
10-1-0122-5405 CLEANING/JANITORIAL SUPPLIES 54.93 0.00 0 0 0.00
10-1-0122-5408 VEHICLE & EQUIP. MAINTENANCE 5,780.47 0.00 0 0 0.00
10-1-0122-5411 FUEL EXPENSE 3,903.79 0.00 0 0 0.00
10-1-0122-5804 DEPARTMENTAL SUPPLIES 44.99 0.00 0 0 0.00

0122 FIRE DEPARTMENT 38,303.18 0.00 0.00 20,356.37 -20,356.37
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10-1-0124-0000 CODE COMPLIANCE OFFICIAL 0 0 0 0 0
10-1-0124-1000 SALARIES 14,826.42 201,744.00 15,518.72 204,404.48 -2,660.48
10-1-0124-1002 SALARIES - OVERTIME 0 0.00 0 11.07 -11.07
10-1-0124-2001 FICA 1,133.91 15,433.00 1,131.20 15,392.75 40.25
10-1-0124-2003 RETIREMENT 1,786.95 42,992.00 3,651.40 40,144.27 2,847.73
10-1-0124-2005 MEDICAL PLANS 1,812.30 27,600.00 1,706.49 37,902.75 -10,302.75
10-1-0124-2006 GROUP LIFE INSURANCE 107.61 2,703.00 198.38 1,617.41 1,085.59
10-1-0124-2007 DISABILITY INSURANCE 0 960.00 0 1,091.35 -131.35
10-1-0124-2009 UNEMPLOYMENT INSURANCE 0 40.00 0 24.00 16.00
10-1-0124-2010 WORKERS COMPENSATION 0 1,190.00 0 922.00 268.00
10-1-0124-2011 CELL PHONE ALLOWANCE 80.00 960.00 80.00 960.00 0.00
10-1-0124-2012 UNIFORMS 461.35 1,200.00 0 0 1,200.00
10-1-0124-3007 ADVERTISING 1,013.10 4,000.00 0 2,953.35 1,046.65
10-1-0124-5210 CONTRACT/TECHNICAL SERVICES 0 4,100.00 0 4,088.75 11.25
10-1-0124-5309 PROPERTY INSURANCE 0 900.00 0 746.00 154.00
10-1-0124-5408 VEHICLE & EQUIP. MAINTENANCE 25.00 700.00 0 1,117.56 -417.56
10-1-0124-5411 FUEL EXPENSE 307.59 1,800.00 95.48 1,664.66 135.34
10-1-0124-5413 STATE LEVY - 2% OF PERMIT REV 715.91 2,000.00 1,686.36 12,082.31 -10,082.31
10-1-0124-5504 TRAVEL - MEETINGS/EDUCATION 21.83 2,500.00 304.00 979.21 1,520.79
10-1-0124-5801 DUES & SUBSCRIPTIONS 0 250.00 0 165.00 85.00
10-1-0124-5802 DEMOLITION COSTS 0 25,900.00 0 0 25,900.00
10-1-0124-5803 REIMBURSE FEES 0 200.00 0 170.68 29.32
10-1-0124-5804 DEPARTMENTAL SUPPLIES 0 1,500.00 0 526.63 973.37
10-1-0124-5805 STORMWATER / E&S 312.02 10,000.00 1,112.00 9,760.00 240.00
10-1-0124-7009 CAPITAL OUTLAY 0 41,130.00 0 38,312.70 2,817.30

0124 CODE COMPLIANCE OFFICIAL 22,603.99 389,802.00 25,484.03 375,036.93 14,765.07
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0126-0000 STREET MAINTENANCE 0 0 0 0 0
10-1-0126-1000 SALARIES 27,888.42 377,276.00 28,766.95 368,992.66 8,283.34
10-1-0126-1002 SALARIES - OVERTIME 317.05 15,000.00 889.40 22,836.17 -7,836.17
10-1-0126-2001 FICA 2,095.43 30,010.00 2,232.95 29,524.03 485.97
10-1-0126-2003 RETIREMENT 3,341.63 80,398.00 6,830.10 70,031.66 10,366.34
10-1-0126-2005 MEDICAL PLANS 8,908.37 64,400.00 3,474.70 81,016.25 -16,616.25
10-1-0126-2006 GROUP LIFE INSURANCE 200.57 5,056.00 366.12 2,940.53 2,115.47
10-1-0126-2007 DISABILITY INSURANCE 0 1,920.00 0 1,983.43 -63.43
10-1-0126-2009 UNEMPLOYMENT INSURANCE 3.53 80.00 0 61.56 18.44
10-1-0126-2010 WORKERS COMPENSATION 0 20,330.00 0 11,279.00 9,051.00
10-1-0126-2011 CELL PHONE ALLOWANCE 40.00 480.00 40.00 520.00 -40.00
10-1-0126-2012 UNIFORMS 0 2,000.00 0 0 2,000.00
10-1-0126-2013 CLOTHING ALLOWANCE 0 2,100.00 0 1,050.00 1,050.00
10-1-0126-3015 ENGINEERING 0 12,000.00 0 11,494.00 506.00
10-1-0126-5100 ELECTRIC SERVICE(STREETLIGHTS) 15,880.65 110,000.00 7,265.08 94,181.46 15,818.54
10-1-0126-5203 TELECOMMUNICATIONS 336.32 3,470.00 493.60 6,567.22 -3,097.22
10-1-0126-5309 PROPERTY INSURANCE 0 14,000.00 0 11,098.00 2,902.00
10-1-0126-5407 STREET MAINTENANCE 115,357.60 1,793,969.00 1,163,024.06 1,820,708.55 -26,739.55
10-1-0126-5408 VEHICLE & EQUIP. MAINTENANCE 1,422.82 40,000.00 6,187.26 56,386.00 -16,386.00
10-1-0126-5411 FUEL EXPENSE 5,213.29 35,000.00 3,746.05 27,753.04 7,246.96
10-1-0126-5504 TRAVEL - MEETINGS/EDUCATION 120.00 8,500.00 0 7,494.08 1,005.92
10-1-0126-5804 DEPARTMENTAL SUPPLIES 0 16,074.00 414.56 16,353.10 -279.10
10-1-0126-5805 SAFETY/PROTECTIVE EQUIP. 256.72 2,500.00 735.95 4,030.22 -1,530.22
10-1-0126-7009 CAPITAL OUTLAY 0 1,204,767.00 0 131,875.00 1,072,892.00

0126 STREET MAINTENANCE 181,382.40 3,839,330.00 1,224,466.78 2,778,175.96 1,061,154.04
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0132-0000 SOLID WASTE 0 0 0 0 0
10-1-0132-1000 SALARIES 11,281.54 153,414.00 11,836.24 160,189.24 -6,775.24
10-1-0132-1002 SALARIES - OVERTIME 307.52 8,500.00 24.42 7,429.93 1,070.07
10-1-0132-2001 FICA 888.76 12,386.00 906.81 12,811.13 -425.13
10-1-0132-2003 RETIREMENT 1,347.48 32,693.00 2,793.86 30,753.04 1,939.96
10-1-0132-2005 MEDICAL PLANS 3,812.30 27,600.00 1,398.86 33,518.91 -5,918.91
10-1-0132-2006 GROUP LIFE INSURANCE 80.64 2,056.00 150.84 1,228.68 827.32
10-1-0132-2007 DISABILITY INSURANCE 0 760.00 0 853.32 -93.32
10-1-0132-2009 UNEMPLOYMENT INSURANCE 0 40.00 0 24.00 16.00
10-1-0132-2010 WORKERS COMPENSATION 0 11,030.00 0 9,213.00 1,817.00
10-1-0132-2012 UNIFORMS 0 1,100.00 0 0 1,100.00
10-1-0132-2013 CLOTHING ALLOWANCE 0 900.00 0 450.00 450.00
10-1-0132-3004 REPAIRS & MAINTENANCE 10,024.44 30,000.00 0 22,791.99 7,208.01
10-1-0132-5309 PROPERTY INSURANCE 0 5,200.00 0 4,049.00 1,151.00
10-1-0132-5408 VEHICLE & EQUIP. MAINTENANCE 7,842.92 37,276.00 290.45 67,676.64 -30,400.64
10-1-0132-5411 FUEL EXPENSE 4,805.85 25,000.00 667.16 14,209.99 10,790.01
10-1-0132-5804 DEPARTMENTAL SUPPLIES 0 0.00 0 568.11 -568.11
10-1-0132-5805 SAFETY/PROTECTIVE EQUIP. 49.98 750.00 0 288.95 461.05
10-1-0132-6000 WASTE COLLECTION FEE 61,134.36 365,000.00 33,490.54 349,976.81 15,023.19
10-1-0132-7000 LANDFILL TIPPING FEES 29,539.60 100,000.00 1,226.40 93,667.20 6,332.80
10-1-0132-7009 CAPITAL OUTLAY 0 225,000.00 0 0 225,000.00

0132 SOLID WASTE 131,115.39 1,038,705.00 52,785.58 809,699.94 229,005.06
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0133-0000 FLEET MAINTENANCE 0 0 0 0 0
10-1-0133-1000 SALARIES 8,689.18 222,615.00 13,577.89 159,475.75 63,139.25
10-1-0133-1002 SALARIES - OVERTIME 447.68 1,000.00 0 4,001.61 -3,001.61
10-1-0133-2001 FICA 699.24 17,107.00 1,041.92 12,558.91 4,548.09
10-1-0133-2003 RETIREMENT 1,155.03 47,440.00 3,541.22 29,416.29 18,023.71
10-1-0133-2005 MEDICAL PLANS 1,445.76 27,600.00 901.28 18,487.49 9,112.51
10-1-0133-2006 GROUP LIFE INSURANCE 63.02 2,983.00 173.58 1,301.56 1,681.44
10-1-0133-2007 DISABILITY INSURANCE 0 1,070.00 0 922.73 147.27
10-1-0133-2009 UNEMPLOYMENT INSURANCE 0 40.00 0 32.80 7.20
10-1-0133-2010 WORKERS COMPENSATION 0 4,320.00 0 2,720.00 1,600.00
10-1-0133-2011 CELL PHONE ALLOWANCE 0 0.00 40.00 480.00 -480.00
10-1-0133-2012 UNIFORMS 0 600.00 0 0 600.00
10-1-0133-2013 CLOTHING ALLOWANCE 0 900.00 0 600.00 300.00
10-1-0133-3004 REPAIRS & MAINTENANCE 4,768.05 59,533.00 102.00 60,006.52 -473.52
10-1-0133-5100 ELECTRICAL SERVICE 1,304.58 10,000.00 591.05 8,059.42 1,940.58
10-1-0133-5102 HEATING 194.54 5,000.00 114.10 7,762.10 -2,762.10
10-1-0133-5203 TELECOMMUNICATIONS 247.77 3,500.00 116.46 4,394.72 -894.72
10-1-0133-5309 PROPERTY INSURANCE 0 700.00 0 876.00 -176.00
10-1-0133-5408 VEHICLE & EQUIP. MAINTENANCE 8,173.03 20,000.00 2,555.34 22,234.11 -2,234.11
10-1-0133-5411 FUEL EXPENSE 1,321.61 800.00 60.92 725.41 74.59
10-1-0133-5504 TRAVEL - MEETINGS/EDUCATION 0 300.00 0 60.00 240.00
10-1-0133-5801 DUES & SUBSCRIPTIONS 284.00 5,500.00 0 3,035.00 2,465.00
10-1-0133-5804 DEPARTMENTAL SUPPLIES -53.99 500.00 0 2,893.10 -2,393.10
10-1-0133-5805 SAFETY/PROTECTIVE EQUIP. 0 1,000.00 0 2,960.76 -1,960.76

0133 FLEET MAINTENANCE 28,739.50 432,508.00 22,815.76 343,004.28 89,503.72
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0134-0000 FACILITY MAINTENANCE 0 0 0 0 0
10-1-0134-1000 SALARIES 9,721.23 115,376.00 7,015.13 109,566.03 5,809.97
10-1-0134-1002 SALARIES - OVERTIME 7.69 500.00 68.03 144.56 355.44
10-1-0134-2001 FICA 754.69 10,395.00 546.98 8,461.64 1,933.36
10-1-0134-2003 RETIREMENT 1,213.11 28,849.00 1,721.40 18,417.02 10,431.98
10-1-0134-2005 MEDICAL PLANS 3,653.96 27,600.00 948.22 27,180.54 419.46
10-1-0134-2006 GROUP LIFE INSURANCE 70.56 1,814.00 88.22 816.40 997.60
10-1-0134-2007 DISABILITY INSURANCE 0 920.00 0 606.60 313.40
10-1-0134-2009 UNEMPLOYMENT INSURANCE 0 50.00 0 16.00 34.00
10-1-0134-2010 WORKERS COMPENSATION 0 2,850.00 0 1,811.00 1,039.00
10-1-0134-2012 UNIFORMS 0 600.00 0 203.70 396.30
10-1-0134-2013 CLOTHING ALLOWANCE 0 1,200.00 0 150.00 1,050.00
10-1-0134-3004 REPAIRS & MAINTENANCE 12,453.39 407,450.00 14,378.64 311,317.67 96,132.33
10-1-0134-3015 ENGINEERING 0 10,000.00 0 18,339.70 -8,339.70
10-1-0134-5100 ELECTRICAL SERVICE 2,814.82 15,000.00 1,156.62 30,290.71 -15,290.71
10-1-0134-5102 HEATING 228.35 7,000.00 150.29 5,170.76 1,829.24
10-1-0134-5309 PROPERTY INSURANCE 0 8,500.00 0 10,971.00 -2,471.00
10-1-0134-5405 CLEANING/JANITORIAL SUPPLIES 0 7,500.00 0 4,133.27 3,366.73
10-1-0134-5408 VEHICLE & EQUIP. MAINTENANCE 0 600.00 0 949.84 -349.84
10-1-0134-5411 FUEL EXPENSE 292.06 800.00 100.57 1,394.09 -594.09
10-1-0134-5805 SAFETY/PROTECTIVE EQUIP. 0 600.00 0 1,405.35 -805.35
10-1-0134-5897 AMERICAN RESCUE PLAN ACT EXPENSES 1,000,000.00 0.00 0 0 0.00
10-1-0134-7009 CAPITAL OUTLAY -933,369.72 580,000.00 0 650,355.87 -70,355.87
10-1-0134-7804 DEBT SERVICE 55,475.17 163,284.00 0 172,328.53 -9,044.53
10-1-0134-7805 BOND ISSUANCE COSTS 18,924.04 0.00 0 0 0.00

0134 FACILITY MAINTENANCE 172,239.35 1,390,888.00 26,174.10 1,374,030.28 16,857.72
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0450-0000 PARKS AND GROUNDS 0 0 0 0 0
10-1-0450-1000 SALARIES 23,961.36 325,138.00 25,127.73 314,784.53 10,353.47
10-1-0450-1002 SALARIES - OVERTIME 0 2,000.00 0 0 2,000.00
10-1-0450-2001 FICA 1,784.95 25,026.00 1,914.86 23,919.49 1,106.51
10-1-0450-2003 RETIREMENT 2,937.66 69,287.00 6,103.10 56,492.22 12,794.78
10-1-0450-2005 MEDICAL PLANS 8,586.99 64,400.00 3,245.21 62,823.34 1,576.66
10-1-0450-2006 GROUP LIFE INSURANCE 173.19 4,355.00 317.60 2,444.57 1,910.43
10-1-0450-2007 DISABILITY INSURANCE 0 1,430.00 0 1,725.46 -295.46
10-1-0450-2009 UNEMPLOYMENT INSURANCE 4.86 70.00 0 67.41 2.59
10-1-0450-2010 WORKERS COMPENSATION 0 5,820.00 0 2,937.00 2,883.00
10-1-0450-2011 CELL PHONE ALLOWANCE 0 0.00 40.00 360.00 -360.00
10-1-0450-2012 UNIFORMS 0 2,500.00 0 0 2,500.00
10-1-0450-2013 CLOTHING ALLOWANCE 0 1,800.00 0 1,050.00 750.00
10-1-0450-3004 REPAIRS & MAINTENANCE 6,935.15 105,000.00 17,971.49 105,740.45 -740.45
10-1-0450-5100 ELECTRICAL SERVICE 5,394.82 25,000.00 1,659.01 21,876.06 3,123.94
10-1-0450-5203 TELECOMMUNICATIONS 409.12 5,720.00 528.18 8,710.76 -2,990.76
10-1-0450-5204 CELLULAR/MOBILE COMMUNICATION 0 480.00 0 0 480.00
10-1-0450-5309 PROPERTY INSURANCE 0 2,600.00 0 3,585.00 -985.00
10-1-0450-5408 VEHICLE & EQUIP. MAINTENANCE 259.95 8,000.00 2,628.51 9,921.34 -1,921.34
10-1-0450-5411 FUEL EXPENSE 1,541.44 8,000.00 580.00 5,954.10 2,045.90
10-1-0450-5504 TRAVEL - MEETINGS/EDUCATION 0 2,000.00 0 1,047.93 952.07
10-1-0450-5804 DEPARTMENTAL SUPPLIES 0 250.00 0 0 250.00
10-1-0450-5805 SAFETY/PROTECTIVE EQUIP. 0 1,000.00 0 643.66 356.34
10-1-0450-7009 CAPITAL OUTLAY 9,400.00 1,146,283.00 170,134.10 836,727.76 309,555.24

0450 PARKS AND GROUNDS 61,389.49 1,806,159.00 230,249.79 1,460,811.08 345,347.92
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0451-0000 LIBRARY 0 0 0 0 0
10-1-0451-3004 REPAIRS & MAINTENANCE 20.84 27,000.00 20.84 33,208.98 -6,208.98
10-1-0451-5100 ELECTRICAL SERVICE 2,607.86 13,000.00 1,326.31 11,828.57 1,171.43
10-1-0451-5102 HEATING 103.17 3,000.00 41.04 2,862.07 137.93

0451 LIBRARY 2,731.87 43,000.00 1,388.19 47,899.62 -4,899.62
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

10-1-0920-0000 COMMUNITY DEVELOPMENT 0 0 0 0 0
10-1-0920-5606 REGIONAL PLANNING COMMISSION 0 7,604.00 0 7,603.20 0.80
10-1-0920-5607 REGIONAL AIRPORT 0 25,000.00 0 25,000.00 0.00
10-1-0920-5608 SOUTH HILL CDA 0 50,000.00 0 50,000.00 0.00
10-1-0920-5609 COMMUNITY DEVELOPMENT 500.00 58,448.00 0 36,452.97 21,995.03
10-1-0920-5611 MECKLENBURG COUNTY PUBLIC LIBRARY 0 7,610.00 0 7,610.00 0.00
10-1-0920-5612 SOUTHSIDE RESCUE SQUAD 0 150,000.00 0 150,000.00 0.00
10-1-0920-5614 CHAMBER OF COMMERCE/SHOPS OF SOUTH HILL 0 175,000.00 0 175,000.00 0.00
10-1-0920-5615 THE COLONIAL CENTER 0 15,000.00 0 0 15,000.00
10-1-0920-5616 SOUTH HILL VOLUNTEER FIRE DEPARTMENT 0 1,025,000.00 0 1,024,736.00 264.00
10-1-0920-5618 LAB BUS 0 43,497.00 0 43,497.00 0.00
10-1-0920-5620 BUSINESS EDUCATION PARTNERSHIP 0 4,000.00 0 4,000.00 0.00
10-1-0920-5622 SOUTH HILL REVITALIZATION 0 50,000.00 0 50,000.00 0.00
10-1-0920-5623 SOUTHERN VA FOOD HUB 0 12,000.00 0 12,000.00 0.00
10-1-0920-5626 COLONIAL CENTER - VCA GRANT AND MATCH 0 9,000.00 0 3,000.00 6,000.00
10-1-0920-5629 ROANOKE RIVER RAILS TO TRAILS 0 500.00 0 500.00 0.00
10-1-0920-5630 MECKLENBURG COUNTY SENIOR CITIZENS 0 2,500.00 0 2,500.00 0.00
10-1-0920-7009 CAPITAL OUTLAY 0 60,217.00 0 0 60,217.00

0920 COMMUNITY DEVELOPMENT 500.00 1,695,376.00 0.00 1,591,899.17 103,476.83

GENERAL FUND Expenditure Totals 1,078,087.56 18,035,921.00 2,206,063.62 15,217,426.02 2,818,494.98
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

30-2-5000-0001 WATER SALES 132,629.22 1,648,000.00 -435,755.40 1,752,273.69 104,273.69
30-2-5000-0002 WATER CONNECTION FEES 2,000.00 16,000.00 12,000.00 42,000.00 26,000.00
30-2-5000-0004 SEWAGE TREATMENT/LACROSSE 3,584.79 40,000.00 5,298.88 57,253.75 17,253.75
30-2-5000-0005 SEWAGE TREATMENT/BRODNAX 1,076.48 20,000.00 1,405.92 15,864.16 -4,135.84
30-2-5000-0006 PENALTIES-PAST DUE SALES 4,881.76 75,000.00 6,325.05 65,707.23 -9,292.77
30-2-5000-0007 INTEREST ON DEPOSITS -40,318.38 100,000.00 0 118,044.17 18,044.17
30-2-5000-0008 WWTP EXPANSION PAYMENT/LACROSSE 1,455.90 17,470.00 1,455.90 17,470.80 0.80
30-2-5000-0009 WWTP EXPANSION PAYMENT/BRODNAX 727.95 8,735.00 727.95 8,735.40 0.40
30-2-5000-0010 SEPTIC TANK HAULERS FEE 11,688.83 60,000.00 0 129,589.90 69,589.90
30-2-5000-0011 SET UP FEE - BULK WATER 0 200.00 0 20.00 -180.00
30-2-5000-0013 CUT ON / TRANSFER FEES 4,800.00 50,000.00 1,280.00 42,900.00 -7,100.00
30-2-5000-0016 LEACHATE TREATMENT 957.96 425,000.00 0 195,223.04 -229,776.96
30-2-5000-0019 TRANSFER FROM FUND BALANCE (ARPA) 0 1,154,193.00 0 0 -1,154,193.00
30-2-5000-0020 TRANSFER FROM FUND BALANCE 0 1,536,829.00 0 0 -1,536,829.00
30-2-5000-0021 TRANSFER FROM GENERAL FUND 0 3,938,048.00 0 0 -3,938,048.00
30-2-5000-0025 MISCELLANEOUS INCOME 6,693.23 2,000.00 6,856.30 106,671.78 104,671.78
30-2-5000-0031 SEWER SALES 115,123.22 1,472,000.00 -548,270.48 1,518,698.18 46,698.18
30-2-5000-0032 SEWER CONNECTION FEES 3,000.00 24,000.00 6,000.00 27,000.00 3,000.00
30-2-5000-0492 VDH LEAD SERVICE LINE INVENTORY GRANT 0 100,000.00 0 127,047.07 27,047.07
30-2-5000-0493 AMERICAN RESCUE PLAN SEWER COLL GRANT 1,561,841.76 492,580.00 48,680.86 48,680.86 -443,899.14
30-2-5000-0494 AMERICAN RESCUE PLAN ACT FUNDING 1,561,841.76 0.00 0 0 0.00
30-2-5000-0497 CONSTRUCTION CONTRIBUTION 0 3,560,000.00 0 0 -3,560,000.00
30-2-5000-0580 SALE OF PROPERTY -1,201.00 15,000.00 0 0 -15,000.00

WATER & SEWER FUND Revenue Totals 3,370,783.48 14,755,055.00 -893,995.02 4,273,180.03 -10,481,874.97
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INCOME/EXPENSE REPORT
JUNE 2025

Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

30-0-0000-0000 WATER & SEWER FUND 0 0 0 0 0
30-1-6000-0000 WATER DISTRIBUTION SYSTEMS 0 0 0 0 0
30-1-6000-1000 SALARIES 6,076.39 142,030.00 11,849.04 112,521.02 29,508.98
30-1-6000-1002 SALARIES - OVERTIME 166.07 9,000.00 128.39 5,630.58 3,369.42
30-1-6000-1010 INCENTIVE 0 9,700.00 0 0 9,700.00
30-1-6000-2001 FICA 473.20 12,296.00 883.90 8,943.09 3,352.91
30-1-6000-2003 RETIREMENT 723.97 30,267.00 2,831.92 22,146.04 8,120.96
30-1-6000-2005 MEDICAL PLANS 2,330.00 27,600.00 1,551.20 26,887.20 712.80
30-1-6000-2006 GROUP LIFE INSURANCE 43.92 1,903.00 150.31 912.04 990.96
30-1-6000-2007 DISABILITY INSURANCE 0 530.00 0 645.97 -115.97
30-1-6000-2009 UNEMPLOYMENT INSURANCE 0 30.00 2.77 29.65 0.35
30-1-6000-2010 WORKERS COMPENSATION 0 3,590.00 0 1,408.00 2,182.00
30-1-6000-2012 UNIFORMS 0 1,600.00 0 0 1,600.00
30-1-6000-2013 CLOTHING ALLOWANCE 0 600.00 0 450.00 150.00
30-1-6000-3004 REPAIRS AND MAINTENANCE 17,218.76 152,994.00 25,390.19 143,765.60 9,228.40
30-1-6000-3010 CONTRACT/TESTING SERVICES 658.72 6,500.00 375.22 20,639.04 -14,139.04
30-1-6000-3015 ENGINEERING 0 5,000.00 0 10,369.90 -5,369.90
30-1-6000-5100 ELECTRICAL SERVICE 689.89 3,500.00 104.22 4,693.65 -1,193.65
30-1-6000-5203 TELECOMMUNICATIONS 209.24 1,200.00 266.96 2,666.24 -1,466.24
30-1-6000-5309 PROPERTY INSURANCE 0 6,600.00 0 6,371.00 229.00
30-1-6000-5408 VEHICLE & EQUIP. MAINTENANCE 397.35 2,500.00 0 3,204.16 -704.16
30-1-6000-5411 FUEL EXPENSE 751.43 5,000.00 299.10 3,143.39 1,856.61
30-1-6000-5413 VA DEPT OF HEALTH FEES 0 8,000.00 0 7,842.00 158.00
30-1-6000-5504 TRAVEL - MEETINGS/EDUCATION 0 2,000.00 0 958.99 1,041.01
30-1-6000-5700 WATER TANK MAINTENANCE 0 80,000.00 0 76,116.61 3,883.39
30-1-6000-5804 DEPARTMENTAL SUPPLIES 0 200.00 0 0 200.00
30-1-6000-5805 SAFETY/PROTECTIVE EQUIP. 256.72 600.00 0 300.00 300.00
30-1-6000-5806 BUSINESS INCENTIVE EXPENSE 0 100,000.00 0 10,000.00 90,000.00
30-1-6000-5807 NORTHSIDE INFRASTRUCTURE 0 4,450,000.00 0 40,978.02 4,409,021.98
30-1-6000-5897 AMERICAN RESCUE PLAN ACT EXPENSES -1,392,468.68 400,000.00 0 814,166.47 -414,166.47
30-1-6000-7009 CAPITAL OUTLAY 0 1,222,500.00 132,352.16 416,711.80 805,788.20
30-1-6000-7050 WATER PURCHASES - RRSA 204,729.20 1,300,000.00 0 1,071,365.02 228,634.98
30-1-6000-7804 DEBT SERVICE -750,920.06 365,478.00 0 334,453.79 31,024.21

6000 WATER DISTRIBUTION SYSTEMS -1,908,663.88 8,351,218.00 176,185.38 3,147,319.27 5,203,898.73

30-1-6040-8600 TRANSFER TO OTHER FUNDS 6,695.00 81,250.00 0 0 81,250.00
6040 Total 6,695.00 81,250.00 0.00 0.00 81,250.00
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

30-1-6050-0000 SEWER COLLECTION SYSTEM 0 0 0 0 0
30-1-6050-1000 SALARIES 9,526.03 142,030.00 11,848.96 138,247.88 3,782.12
30-1-6050-1002 SALARIES - OVERTIME 206.49 9,000.00 128.37 7,373.80 1,626.20
30-1-6050-2001 FICA 726.70 11,554.00 883.92 10,960.61 593.39
30-1-6050-2003 RETIREMENT 1,196.93 30,267.00 2,831.92 25,801.04 4,465.96
30-1-6050-2005 MEDICAL PLANS 3,769.72 27,600.00 1,561.04 27,278.91 321.09
30-1-6050-2006 GROUP LIFE INSURANCE 68.96 1,903.00 150.29 1,075.75 827.25
30-1-6050-2007 DISABILITY INSURANCE 0 530.00 0 746.96 -216.96
30-1-6050-2009 UNEMPLOYMENT INSURANCE 0 30.00 2.79 29.17 0.83
30-1-6050-2010 WORKERS COMPENSATION 0 1,410.00 0 580.00 830.00
30-1-6050-2012 UNIFORMS 0 1,600.00 0 0 1,600.00
30-1-6050-2013 CLOTHING ALLOWANCE 0 600.00 0 300.00 300.00
30-1-6050-3004 REPAIRS & MAINTENANCE 13,692.07 110,000.00 10,848.60 135,583.97 -25,583.97
30-1-6050-3015 ENGINEERING 9,968.22 20,000.00 0 11,637.00 8,363.00
30-1-6050-5100 ELECTRICAL SERVICE 4,977.55 30,000.00 2,650.88 35,164.71 -5,164.71
30-1-6050-5203 TELECOMMUNICATIONS 40.01 500.00 0 440.11 59.89
30-1-6050-5309 PROPERTY INSURANCE 0 5,500.00 0 4,120.00 1,380.00
30-1-6050-5408 VEHICLE & EQUIP. MAINTENANCE 1,413.21 12,000.00 0 14,154.80 -2,154.80
30-1-6050-5411 FUEL EXPENSE 1,638.16 10,000.00 994.41 14,085.67 -4,085.67
30-1-6050-5504 TRAVEL - MEETINGS/EDUCATION 0 3,800.00 0 1,212.19 2,587.81
30-1-6050-5803 HEPATITIS SHOTS/DRUG TEST/DMV 0 0.00 64.00 64.00 -64.00
30-1-6050-5804 DEPARTMENTAL SUPPLIES 0 200.00 0 510.59 -310.59
30-1-6050-5805 SAFETY/PROTECTIVE EQUIP. 49.97 600.00 0 249.97 350.03
30-1-6050-5806 NORTHEAST SEWER PROJECT -130,071.60 0.00 0 2,873.04 -2,873.04
30-1-6050-5897 AMERICAN RESCUE PLAN ACT EXPENSES 0 0.00 0 11,170.98 -11,170.98
30-1-6050-7009 CAPITAL OUTLAY 361,086.66 4,041,643.00 250,018.80 958,403.29 3,083,239.71
30-1-6050-7804 DEBT SERVICE 247,818.46 543,886.00 0 563,033.14 -19,147.14

6050 SEWER COLLECTION SYSTEM 526,107.54 5,004,653.00 281,983.98 1,965,097.58 3,039,555.42

30-1-6940-8600 TRANSFER TO OTHER FUNDS 6,695.00 81,250.00 0 0 81,250.00
6940 Total 6,695.00 81,250.00 0.00 0.00 81,250.00
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

30-1-7000-0000 WASTEWATER TREATMENT PLANT 0 0 0 0 0
30-1-7000-1000 SALARIES 21,480.67 329,172.00 22,711.80 300,023.43 29,148.57
30-1-7000-1002 SALARIES - OVERTIME 0 2,000.00 14.81 702.07 1,297.93
30-1-7000-1004 SALARIES - PART TIME 506.09 11,000.00 506.09 7,085.27 3,914.73
30-1-7000-2001 FICA 1,670.65 26,176.00 1,769.69 23,422.78 2,753.22
30-1-7000-2003 RETIREMENT 2,660.63 70,147.00 5,484.84 59,752.24 10,394.76
30-1-7000-2005 MEDICAL PLANS 3,258.06 46,000.00 1,987.17 47,670.44 -1,670.44
30-1-7000-2006 GROUP LIFE INSURANCE 155.68 4,411.00 289.94 2,362.20 2,048.80
30-1-7000-2007 DISABILITY INSURANCE 0 1,600.00 0 1,584.65 15.35
30-1-7000-2009 UNEMPLOYMENT INSURANCE 0.17 80.00 0.51 39.22 40.78
30-1-7000-2010 WORKERS COMPENSATION 0 4,280.00 0 2,674.00 1,606.00
30-1-7000-2012 UNIFORMS 0 300.00 0 0 300.00
30-1-7000-2013 CLOTHING ALLOWANCE 0 1,500.00 0 600.00 900.00
30-1-7000-3004 REPAIRS & MAINTENANCE 67,554.43 175,000.00 2,441.11 85,063.66 89,936.34
30-1-7000-3010 CONTRACT/TESTING SERVICES 8,417.00 35,000.00 0 28,273.36 6,726.64
30-1-7000-3012 LEGAL EXPENSES 0 20,000.00 0 0 20,000.00
30-1-7000-3015 ENGINEERING 0 50,000.00 0 25,000.00 25,000.00
30-1-7000-5100 ELECTRICAL SERVICE 22,131.52 146,771.00 9,322.28 92,278.94 54,492.06
30-1-7000-5203 TELECOMMUNICATIONS 237.76 3,950.00 350.89 3,364.94 585.06
30-1-7000-5204 CELLULAR/MOBILE COMMUNICATION 20.00 0.00 0 0 0.00
30-1-7000-5309 PROPERTY INSURANCE 0 16,800.00 0 20,481.00 -3,681.00
30-1-7000-5405 CLEANING & JANITORIAL 426.04 500.00 0 287.78 212.22
30-1-7000-5408 VEHICLE & EQUIP. MAINTENANCE 222.80 5,000.00 561.32 1,209.39 3,790.61
30-1-7000-5411 FUEL EXPENSE 2,064.55 15,000.00 2,068.39 10,631.68 4,368.32
30-1-7000-5413 DEQ FEES 0 11,000.00 0 22,226.00 -11,226.00
30-1-7000-5415 CHEMICALS 0 22,000.00 4,439.00 13,317.00 8,683.00
30-1-7000-5416 LAB SUPPLIES 0 11,000.00 0 8,930.04 2,069.96
30-1-7000-5419 DISPOSAL EXPENSE 8,274.08 60,000.00 5,816.69 63,817.86 -3,817.86
30-1-7000-5504 TRAVEL - MEETINGS/EDUCATION 0 7,000.00 2,432.50 4,430.87 2,569.13
30-1-7000-5804 DEPARTMENTAL SUPPLIES 122.00 2,000.00 200.23 1,495.66 504.34
30-1-7000-5805 SAFETY/PROTECTIVE EQUIP. 0 2,000.00 0 265.83 1,734.17
30-1-7000-7009 CAPITAL OUTLAY 12,503.00 40,000.00 0 11,931.30 28,068.70
30-1-7000-7804 DEBT SERVICE 53,308.91 116,997.00 0 123,477.74 -6,480.74

7000 WASTEWATER TREATMENT PLANT 205,014.04 1,236,684.00 60,397.26 962,399.35 274,284.65

30-1-9500-9999 DEPRECIATION 666,592.00 0.00 0 0 0.00
9500 Total 666,592.00 0.00 0.00 0.00 0.00

WATER & SEWER FUND Expenditure Totals -497,560.30 14,755,055.00 518,566.62 6,074,816.20 8,680,238.80
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

60-2-0000-0001 SALES 0 4,000.00 0 1,600.00 -2,400.00
60-2-0000-0026 DONATIONS PRIVATE SOURCES 40.00 0.00 40.00 40.00 40.00

CEMETERY Revenue Totals 40.00 4,000.00 40.00 1,640.00 -2,360.00

 
60-0-0000-0000 CEMETERY FUND 0 0 0 0 0
60-1-0000-0000 CEMETERY 0 0 0 0 0
60-1-0004-5408 CEMETERY MAINTENANCE 0 4,000.00 0 0 4,000.00

0004 Total 0.00 4,000.00 0.00 0.00 4,000.00

CEMETERY Expenditure Totals 0.00 4,000.00 0.00 0.00 4,000.00
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Account Id Account Description Prior Rev/Expd Anticipated/Budgeted Current Rev/Expd YTD Rev/Expd Balance/Excess/Deficit

70-2-1100-0000 NICKS LANE AREA PLANNING GRANT 50,000.00 0.00 0 0 0.00
70-2-1100-3001 NICKS LANE AREA HOUSING REHAB GRANT 0 919,050.00 74,466.14 162,197.28 -756,852.72

NICKS LANE Revenue Totals 50,000.00 919,050.00 74,466.14 162,197.28 -756,852.72

 
70-1-0004-5408 NICKS LANE AREA HOUSING REHAB GRANT 0 0.00 0 29,357.32 -29,357.32

0004 Total 0.00 0.00 0.00 29,357.32 -29,357.32

70-1-2200-0000 NICKS LANE AREA PLANNING GRANT 0 0 0 0 0
70-1-2200-3000 ADMINISTRATION 0 91,800.00 6,875.00 29,645.00 62,155.00
70-1-2200-3008 ENGINEERING 5,200.00 0.00 0 0 0.00
70-1-2200-3011 OWNER OCCUPIED REHAB 0 381,250.00 0 71,557.15 309,692.85
70-1-2200-3012 INVESTOR OWNED REHAB 0 255,750.00 0 0 255,750.00
70-1-2200-3013 SUBSTANTIAL RECONSTRUCTION 44,800.00 190,250.00 95.00 113,964.24 76,285.76

2200 NICKS LANE AREA PLANNING GRANT 50,000.00 919,050.00 6,970.00 215,166.39 703,883.61

NICKS LANE Expenditure Totals 50,000.00 919,050.00 6,970.00 244,523.71 674,526.29
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Items for Approval 
South Hill Town Council Meeting 

July 14, 2025 

1. Town Manager Report 

a. Business Incentive Package 
b. Resolution Authorizing Purchase of Real Property 

 
2. Police Department Report 

a. Proclamation for National Night Out 2025 
 

3. Human Resources Report 
 

a. Updates to the Employee Policy Handbook 

 

 

 

 

 

 

 

 

 

 
 

 
 



Agenda Item A  
 
To: Mayor and Town Council 

From: Town Manager 

Date: July 14, 2025 

Re: Business Incentive Package 

 

As a follow-up to the Town Council Retreat held on April 29, 2025, several key strategic initiatives 

were introduced for Council’s review and consideration. These initiatives were presented to support 

the execution of Council’s newly adopted Strategic Plan and ensure alignment with the Town’s long-

term priorities. 

 

During the June 2025 Council meeting, a question from Council prompted staff to research additional 

language to possibly be included in the Town’s business incentive package. Following staff’s review 

and response to Council’s inquiry, no changes are recommended to the business incentive proposal as 

originally presented. The incentive package represents a proposed framework for economic 

development incentives aimed at attracting and retaining businesses and investment in South Hill. 

 

Recommended Motion 

I move to adopt the Town Incentive Package as presented effective today, July 14, 2025. 



TOWN TOWN 
INCENTIVES

PURPOSE 

The purpose of the incentives is to create an attractive 
climate for business and economic growth by encouraging 
and supporting private sector investment, development and 

expansion. This is accomplished by reducing the cost of 
doing business through regulatory flexibility, tax, and other 

financial incentives. 

EXISTING INCENTIVES

TOWNWIDE

Water & Sewer Connection 
Building Permit
Business License Fee
Real Estate, Business & Personal Property Taxes
Historic Structure 
Façade Improvement 



DOWNTOWN

Water & Sewer Connection 
Building Permit
Real Estate, Business & Personal Property Taxes
Building Up-fit Grant
Business Incubation Grant
Business Utility and Services Grant

UPDATES TO EXISTING ATES TO EXIST
INCENTIVES

PROPOSED CHANGES TO EXISTING D CHANGES TO 
INCENTIVES

Downtown Façade (Downtown Only)

Increase from $5,000 to $10,000 if the building owner or lessor will restore to historical , , g

look. Guidelines for historical look will be provided. 

Example: 

Expose existing brick 

Replace or repair historical lighting (lantern or goose neck look) 

New stone, brick, or hardy plank siding 

PROPOSED CHANGES TO EXISTING D CHANGES TO 
INCENTIVES

UpUp-p-Fit Grant (Downtown Only)

Increase dollar match from $10,000 to $20,000 for the repair of structural, electrical, 

plumbing. 

Offer an additional $20,000 for a total of $40,000 if grant applicant installs a commercial , , g pp

kitchen. This additional $20,000 is to encourage the development of eateries in the ,

existing downtown buildings.   



NEW INCENTIVES

NEW INCENTIVE FOR DOWNTOWN

Signage Grant

Up to $5,000 dollar for dollar match to update, replace, or install signage with historical p , p , p , g g

look and feel. Design will have to be approved by the Town of South Hill. 

This is to encourage a more conforming look in the downtown area and clean up g

dilapidated signage. 

NEW INCENTIVE FOR DOWNTOWN

Landscaping Grant

Up to $5,000 dollar for dollar match to businesses who are willing enhance the p , g

landscaping around their businesses. To include but not limited to: 

Plants, mulch, & stone

New sidewalks or paver walkways

Fencing or decorative barrier to hide unsightly items

Buildout of planter boxes 

NEW TOWNWIDE INCENTIVE

Demolition Grant

Up to $10,000 dollar for dollar match for commercial or residential properties that have p , p p

been deemed dilapidated by code enforcement. Property owners can apply and provide a p y

quote for the demolition of existing structures. 

This is to encourage property owners to clean up existing runun-n-down or dilapidated g p p y

property throughout the Town of South Hill. 



NEW TOWNWIDE INCENTIVE

Parking Lot Improvement Grant

Up to $10,000 dollar for dollar match to pave, seal, or concrete existing parking lots that p , p , , g p g

are in bad shape, cracked up, or existing gravel lots that are not ADA compliant. 

NEW TOWNWIDE INCENTIVE

Dumpster Enclosure Grant

A dollarar-r-fororo -r-dollar match up to $3,000 reimbursement grant to existing commercial p , g g

businesses who will install an enclosure around commercial dumpsters or trashcans. p

Enclosure plans must be approved by the Code Enforcement Official. 

This is to encourage existing businesses to enclose existing dumpsters or trash cans to g g

improve the look of the Town. 

NEW TOWNWIDE INCENTIVE

Crime Prevention Grant 

Reimbursement up to $2,000 dollar for dollar match for the install on security cameras p , y

inside or outside a commercial building within the Town limits. Grant applicant will agree g pp

to grant South Hill Police Department access to camera footage upon request. 

This incentive is to encourage less crime throughout the Town of South Hill. 

NEW TOWNWIDE INCENTIVE

Water & Sewer Hookup ( commercial & residential development)

The Town of South Hill will reimburse the cost of water and sewer hookups (that would p (

normally be charged by the Town) for a $100,000 investment of a new business or y g y ) ,

commercial building within the Town limits. 

The Town of South Hill will reimburse the cost of water and sewer hookups (that would p (

normally be charged by the Town) for more than two but no more than ten new homes y g y

being built within six months. 

This incentive is to encourage the buildout of new homes in the Town limits. 

This incentive will replace the current Water & Sewer Connection incentive. 



Agenda Item B  
 
To: Mayor and Town Council 

From: Town Manager 

Date: July 14, 2025 

Re: Resolution Authorizing Purchase of Real Property 

 

Town Council previously authorized the Town Manager to move forward with acquiring the parcel 

located at the corner of South Hill Avenue and East Virginia Street (Parcel #25193), adjacent to the 

Farmer’s Market. The property owner has agreed to sell the parcel to the Town for $50,000. 

Adoption of the enclosed resolution is necessary to finalize the acquisition. The property is intended 

to support the expansion and enhancement of Market Square. 

 

Recommended Motion 

I move to adopt the Resolution of the Town Council of South Hill, Virginia Authorizing Purchase of 

Real Property as presented, and further authorize the Town Manager to sign all relevant documents. 



RESOLUTION OF THE TOWN COUNCIL OF SOUTH HILL, VIRGINIA 

 AUTHORIZING PURCHASE OF REAL PROPERTY  

(PRN #25193 – CORNER OF SOUTH HILL AVE. AND E. VIRGINIA STREET) 

 

 WHEREAS, the Town Council (the “Council”) of the Town of South Hill, Virginia 

(the “Town”) has determined that it is in the best interests of the Council and the citizens of the 

Town to purchase certain real property located in the Town, known as Parcel Record Number 

25193 and located at the corner of South Hill Avenue and East Virginia Street (the “Property”), 

owned by SBW-VA LLC (the “Seller”); and  

 

 WHEREAS, the owner of the Property has agreed to sell it to the Council for the sum of 

$50,000 (the “Purchase Price”), and the Council desires to purchase the Property for the 

Purchase Price; and  

 

 WHEREAS, the Town Manager has been presented with a Commercial Purchase 

Agreement by the owner of the Property proposing that the Town purchase the Property for the 

Purchase Price (the “Contract”), a copy of said Contract has been presented to, and reviewed 

by, the Council; 

 

 NOW, THEREFORE, BE IT RESOLVED, that the Council hereby finds and 

determines that it is in the best interests of the Council and the citizens of the Town for the Town 

to purchase the Property for the Purchase Price and the Council hereby ratifies and approves the 

Contract; 

 

 BE IT FURTHER RESOLVED, that the Council hereby authorizes and directs the 

Town Manager and the Mayor of the Town, acting alone or together, to take such actions as are 

necessary and/or expedient in their sole discretion to purchase the Property, including without 

limitation, the delivery of the Purchase Price to the seller of the Property, the acceptance and 

recordation of deeds to the Property, the undertaking of title insurance, environmental 

assessments and surveys related to the Property, and the execution and delivery of a settlement 

statement and such other documents as either deems necessary to implement the purposes and 

intents of this resolution; 

 

 BE IT FURTHER RESOLVED, that all actions taken in furtherance of the acquisition 

of the Property prior to the date of adoption of this Resolution are hereby ratified and confirmed. 

 

 Adopted this ___ day of ________, 2025. 



      

 ADOPTED at a regular meeting of Council this __ day of July, 2025, the roll call vote 

being as follows: 

 
 VOTING AYE VOTING NAY ABSENT 

    

Randy Crocker __________ __________ __________ 

 

Lillie Feggins Boone __________ __________ __________ 

    

Jenifer Freeman-Hite __________ __________ __________ 

    

Ashley C. Hardee __________ __________ __________ 

    

Gavin Honeycutt __________ __________ __________ 

    

Delores Luster __________ __________ __________ 

 

Carl L. Sasser, Jr. __________ __________ __________ 

    

Michael Smith __________ 

 

__________ __________ 

 

The undersigned hereby certifies that the foregoing is an accurate account of the vote taken at a 

duly convened meeting of Town Council for the Town of South Hill, Virginia, on the __ day of 

July, 2025, at which a quorum was present at the time the meeting was convened and at the time 

said vote was taken. 

 

      By:  ______________________________ 

       W. M. “Mike” Moody, Mayor 

 

 

ATTEST: 

 

 

_________________________________ 

Leanne Feather, Town Clerk 



 

 

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

  
 
 
 

 
 

Proclamation for 

National Night Out 2025 
 

 

WHEREAS, the National Association of Town Watch (NATW) is sponsoring a 
unique, nationwide crime, drug, and violence prevention program on August 5th, 2025 
entitled “National Night Out”; and 
 

WHEREAS, the “42nd Annual National Night Out” provides a unique opportunity 
for the Town of South Hill to join forces with thousands of other communities across the 
country in promoting cooperative, police-community crime prevention efforts; and 
 

WHEREAS, the South Hill Police Department plays a vital role in assisting the 
local police departments through joint crime, drug, and violence prevention efforts in the 
Town of South Hill and is supporting “National Night Out 2025” locally; and 
 

WHEREAS, it is essential that all citizens of the Town of South Hill be aware of 
the importance of crime prevention programs and the impact that their participation can 
have on reducing crime, drugs, and violence in the Town of South Hill; and 
 

WHEREAS, police-community partnerships, neighborhood safety, awareness, 
and cooperation are important themes of the “National Night Out” program; 
 

NOW, THEREFORE, I, MAYOR W. M. “MIKE” MOODY, do hereby call upon all 
citizens of the Town of South Hill to join the South Hill Police Department, and the National 
Association of Town Watch in supporting the “42nd Annual Night Out” on August 5th, 2025. 
 

FURTHER, LET IT BE RESOLVED THAT I, MAYOR W. M. “MIKE” MOODY, 
do hereby proclaim Tuesday, August 5th, 2025 as “National Night Out” in the Town of South Hill. I 
have hereunto set my hand this 14th day of July in the year of Two Thousand Twenty-Five.  
 
 
BY:  ________________________    ATTEST:  ________________________ 
             W.M. “Mike”  Moody, Mayor             Leanne Feather, Town Clerk 

 

    
103 S. Brunswick Avenue 
South Hill, Virginia 23970 

    



Agenda Item A 
 

To: Mayor and Town Council 

From: Human Resources Manager 

Date: July 3, 2025 

Re: Recommendation to Update Employment Policies Handbook - Town of South Hill 

 
 

     Why These Updates Matter 

Regular updates ensure our policies: 

• Comply with current laws and regulations 

• Reflect best practices  

• Provide clarity and consistency to all employees 

 

     Updates/Changes? 

The following sections of the handbook are recommended: 

• Chapter One – Introduction 

o Mission Statement – Updated! 

o Vision Statement – Updated! 

 

• Chapter Three – Pay & Classification  

o IV. Pay Process  

▪ G. Payroll Deductions: Effective July 2024, VRS changed the number 

of deductions from 24 to 26 

o VIII. Emergency Closings: Designated & defined emergency personnel and 

clarified how leave is to be used if there is an emergency closing/early arrival 

or departure 

• Chapter Five - Personal Time and Other Absences 

o I.  PTO/Other Absences  

▪ J.  Add language regarding employees eligibility for accrual if 

separated from Town within six (6) month probationary period 

o III. Holidays  

▪ B.  Add 2nd floating holiday in list of holidays 

▪ C.  Add language regarding eligibility   

o IV. Paid Family Leave 

▪ F.  Add Paid Family Leave language  



 

 

         Effective Date of Changes 

These handbook updates are anticipated to go into effect immediately on July 14, 2025.  

 
 

 

 

Recommended Motion 
 

I move to approve the updates and changes to the Town of South Hill Employment Policy 

Handbook for the effective date of July 14, 2025.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employment Policies 

and Procedures 
 

February 2024 

 

 



1 

 

TABLE OF CONTENTS 
Chapter One – Introduction 
General Policy 3 

Structure 3 

Mission 4 

Vision Statement 4 

Ethics 4 

Employment at Will 4 

Town Manager Responsibilities  5 

 

Chapter Two – Employment 
Merit Principles 6 

Discrimination, Harassment, and Retaliation  6 

Reasonable Accommodations  67 

Discrimination and Harassment Complaint Procedure 78 

Work Environment 78 

Compliance 78 

Position Categories 89 

Recruitment and Selection 910 

Employment of Special Categories of Individuals 910 

New Employee Orientation 1011 

Introductory Period 1011 

Safety 1112 

Hours of Work and Breaks 1112 

Emergency Service 1213 

Emergency Closings 1213 

Separation From Employment 1213 

Personnel Files 1415 

Release of Information 1415 

 

Chapter Three – Pay and Classification 
Compensation Philosophy 17 

Pay Plan 1617 

Job Descriptions 1617 

Pay Process 1718 

Pay Actions 1819 

Overtime Pay 1921 

Emergency Conditions and Call-Back 2021 

Compensation During Emergency Closings 2122 

Meal Provisions 2123 

Reimbursement for Travel Expenses 2223 

Other Pay Actions 2223 

 

Chapter Four – Benefits 
Right to Make Changes 2324 

Medical Coverage 2324 

Dental Coverage 2324 

COBRA 2425 

Life Insurance 2425 

Retirement 2425 

Short-Term/Long-Term Disability 2526 



Town of South Hill Employment Policies and Procedures 

 

2 

 

Workers’ Compensation 2526 

Unemployment Compensation 2627 

Supplemental Insurance 2627 

Credit Union 2728 

Uniforms 2728 

 

Chapter Five – Personal Time Off and Other Absences 
Personal Time Off 2829 

Leave of Absence 2930 

Holidays 2930 

Family Medical Leave 310 

Organ Donation Leave 375 

Bereavement Leave 376 

Civil Leave 376 

Military Leave 386 

Leave Without Pay 387 

Unauthorized Absence 397 

 

Chapter Six – Developing Employees 
Training and Development 3940 

Education Assistance 3940 

Performance Management 3940 

 

Chapter Seven – Employee Responsibilities and Commitment      
Code of Conduct 412 

Conflict of Interest 421 

Political Activity 421 

Harassment and Bullying 432 

Secondary Employment 443 

Personal Appearance 443 

Confidentiality 443 

Smoking and Tobacco Use 454 

Communication Device Use 454 

Personal Use of Social Media and Public Speech 454 

Telephone Calls/Personal Mail 465 

Suspected Theft and Fraud 476 

Use of Town Owned Motor Vehicles 476 

Drug and Alcohol Policy  4950 

Workplace Violence 5455 

Weapons in the Workplace 5455 

Workplace Safety 565 

Workplace Expectations and Discipline 565 

 

Chapter Eight – Grievance Procedure 
Grievance Procedures & Forms 

 

610 

Attachments 
Glossary of Terms 

Attachments 2-6 

Employee Acknowledgment of Receipt 



Town of South Hill Employment Policies and Procedures 

 

3 

 

CHAPTER ONE – INTRODUCTION 
  

I. GENERAL POLICY 

 

The Town of South Hill Policies and Procedures Manual includes employment policies and 

procedures for the effective management of human resources.  While written policies can not 

include every possible situation, these policies, when used as a whole, provide effective guidance 

and sufficient flexibility to allow independent judgment while ensuring accountability to the 

public and consistent, equitable decision-making.  The Town Manager shall interpret situations 

not specifically covered.  Periodically the Town may revise specific policies, or the entire 

Manual as changes in operations and federal, state, and local law occur. 

All employees of the Town of South Hill, i.e., people who perform work for the Town in return 

for financial compensation, except independent contractors and elected officials, are governed by 

these employment policies and procedures. 

 

This Manual is not intended to form a contract of employment and it should not be construed in 

that fashion.    Policies and procedures discussed in this Manual may be modified by the Town of 

South Hill at any time.   

 

The Town Manager may make exceptions to the policies in special or unusual situations when in 

their opinion an exception would be in the best interest of the Town.  Exceptions are documented 

and maintained by Human Resources.  No one other than the Town Manager and Town Council 

has the authority to modify any of the terms or provisions of these “Employment Policies and 

Procedures”. 

 

The Human Resources Manager will furnish a complete printed or electronic copy of this 

Manual to all Town employees.  Any changes to the Policy and Procedure Manual will be timely 

communicated to all Town employees in writing or by electronic means.  Employees will sign an 

acknowledgment to indicate receipt of the Manual. 

 

II. STRUCTURE  

 

The Town of South Hill operates under a Mayor/Council form of government.  Town Council 

adopts budgets, passes local legislation, and appoints a professional manager, the Town 

Manager, to manage the operations of the Town.  The Town Manager follows the course 

determined by Council and ensures that daily operations are accomplished satisfactorily by 

appointed staff and employees.  The Town Manager serves at the pleasure of Town Council and 

all Town employees serve at the pleasure of the Town Manager, except sworn police employees 

who serve at the pleasure of the Police Chief.  
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III. MISSION 
 

The Town of South Hill is dedicated to fostering a safe, inclusive, and vibrant community where 

families thrive, businesses succeed, and natural beauty is preserved. Through exceptional public 

service, purposeful growth, and deep community collaboration, we proudly blend small-town 

charm with bold innovation—making South Hill truly so unexpected.  
 

IV.  VISION STATEMENT 
  

Founded by a pin on the map in 1902, the Town of South Hill envisions a dynamic and inclusive 

community where innovation flourishes, opportunities abound, and every resident has the tools 

to thrive. We aspire to be a regional leader—valued for our exceptional manufacturing and 

industrial infrastructure, our commitment to education and youth development, and our vibrant 

cultural and recreational experiences.  

 

As we grow, we remain rooted in our heritage, honoring the traditions that shaped us while 

embracing the promise of a bold, forward-thinking future. Our town is a place where small-town 

charm meets cutting-edge ambition—where businesses, families, and visitors alike discover 

something so unexpected. Together, we are building a resilient, connected, and prosperous South 

Hill—one that stands as the heartbeat of progress in Southern Virginia.  

 

V. ETHICS 

 

The Town of South Hill expects employees to hold themselves and their co-workers to the 

highest ethical standards.  Employees are expected to act and make decisions based on public 

service principles and the core values to achieve positive results.  The core values of public 

service include, and are not limited to: 

1. Build trust through honesty and transparency. 

2. Seek no personal gain. 

3. Treat everyone fairly. 

4. Build the community through good financial stewardship. 

 

Keeping in mind that how results are achieved is as important as the results themselves, 

employees are expected to consider an ethical perspective and to seek advice and guidance 

whenever there is any doubt about whether an action or decision is appropriate.  Advice and 

guidance are available from many sources including supervisors, Human Resources and the 

Town Manager. 

 

VI. EMPLOYMENT AT WILL  

 

Virginia is an “employment at will” state and employees of the Town of South Hill do not have a 

contract of employment.  This means that an employee may resign at any time, preferably with 

reasonable notice.  Likewise, the Town has the right to terminate an employee’s employment at 

any time, for any reason not prohibited by law, with or without cause, and subject to all federal 

and state constitutions and laws.  Neither these policies nor any other document constitutes an 

express or implied employment contract or any right to continued employment.  These policies 

do not imply or create a vesting or a contract entitling Town employees to any specific benefits 

Commented [KM1]: Add updated Mission & Vision Statement 
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or policies from the Town.  The contents of this manual and Town policies and procedures may 

be changed at any time so long as they comply with all applicable federal, state, and local 

employment laws and regulations. 

 

VII. TOWN MANAGER ROLE AND RESPONSIBILITIES. 

 

The Town Manager is responsible for the administration of the Town’s business, ensuring 

compliance with federal, state, and local laws and ordinances and working with Town Council 

and various community stakeholders to provide services to the citizens.  In addition to supporting 

Town Council, the Manager is responsible for and is granted the authority to: 

1. Establish the Town’s organizational structure and manage departments for efficient 

operation of the Town. 

2. Work with Town Council to develop an annual budget that supports the Council’s vision 

and required services for the Town.  

3. Oversees the management and operations of all departments by working with department 

heads to achieve the goals set by the Town Council.  

4. Provides open communication avenues for citizens and employees to provide an 

environment of accessibility and transparency.  

5. Interprets and administers federal, state and town laws, rules and regulations. 
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CHAPTER TWO – EMPLOYMENT 
 

The Town believes that all employees, regardless of role, position, status, or salary make an 

important contribution to achieving the Town’s mission.  The Town is committed to providing a 

safe, non-discriminatory, and alcohol and drug-free workplace where employees can work in 

supportive environments.  Managers and employees are partners in ensuring the citizens of the 

Town of South Hill receive excellent services. 

 

I. MERIT PRINCIPLES  

 

A. The Town supports merit system principles for all employment actions including selection, 

appointment, assignment, and promotion.  A merit system is one in which employment 

actions are based on qualifications and competence rather than political favoritism, seniority, 

or other non-job-related factors.  Similarly situated individuals are treated equitably.  

 

B. Employment policies and procedures are developed and implemented to provide for the 

recruitment and development of the best available employee for each position.  The policies 

establish orderly procedures for managing the Town’s human resources to ensure that: 

1. Employment in public service is made attractive as a career, 

2. All appointments and promotions to positions are based on merit and fitness, determined 

by means of job-related and competitive standards, 

3. The position classification and compensation plan conform with the principle of equal 

pay for equal work, and  

4. Town employees are paid in relation to the duties they perform and the local labor 

market, and performance shall be considered in justifying salary adjustments and 

increases. 

 

II. DISCRIMINATION, HARASSMENT AND RETALIATION 

 

The Town of South Hill is an Equal Opportunity Employer (EOE) and is fully committed to the 

principles and practices of equal employment opportunities.  The Town supports and promotes 

equal opportunity for all employees and applicants for employment in accordance with relevant 

state and federal laws.  The Town does not discriminate against individuals in employment on the 

basis of an individual’s race, sex, pregnancy, childbirth or related medical conditions, sexual 

orientation, gender identity, religion, color, national origin, age, disability, genetic information, 

marital status, military or veteran status, protected activity, or any other legally protected status, 

nor does it tolerate any form of harassment in the workplace against individuals on the basis of 

race, sex, pregnancy, childbirth or related medical conditions, sexual orientation, gender identity, 

religion, color, national origin, age, disability, genetic information, marital status, military or 

veteran status, protected activity, or any other legally protected status.  Protected activities include, 

for example, making a complaint of discrimination or harassment or participating in an 

investigation of such a complaint.  Discrimination based on race includes discrimination on the 

basis of traits historically associated with race, including hair texture, hair type, and protective 

hairstyles, such as braids, locks, and twists.  This prohibition of discrimination and harassment 

applies to all terms and conditions of employment from the hiring stage through the cessation of 

employment. 
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Harassment is a form of discrimination and can take many forms.  Harassment includes conduct 

or behavior that is insulting or derogatory to an individual based on race, sex, pregnancy, childbirth 

or related medical conditions, sexual orientation, gender identity, religion, color, national origin, 

age, disability, genetic information, marital status, military or veteran status, protected activity, or 

any other legally protected status.  Harassment can include, for example, racial, ethnic, sexual, or 

religious insults or jokes, unwelcome comments, or conduct or stereotyping on the basis of one of 

the above delineated protected classifications.  Sexual harassment includes unwelcome sexual 

advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.  

Any unwelcome behavior constitutes harassment in violation of this policy when: (1) submission 

to such conduct is made a term or condition of an individual's employment, (2) submission to or 

rejection of such conduct by an individual is used as the basis for employment decisions affecting 

such individual, or (3) such conduct has the purpose or effect of unreasonably interfering with an 

individual's work performance or creates an intimidating, hostile, or offensive working 

environment.  

The Town requires all of its employees, as a condition of employment, to act in accordance with 

this policy of non-discrimination, non-harassment and equal opportunity for all individuals 

regardless of race, sex, pregnancy, childbirth or related medical conditions, sexual orientation, 

gender identity, religion, color, national origin, age, disability, genetic information, marital status, 

or military or veteran status, protected activity, or any other legally protected status.   

The Town will not tolerate retaliation, including any adverse employment action, harassment, or 

other form of retaliation, against an employee because that employee filed a complaint of 

discrimination or harassment, participated in a complaint-related investigation, or otherwise 

opposed discrimination or harassment. 

Please see the Discrimination and Harassment Complaint Procedure below for the procedures for 

reporting or complaining about any violations of this policy. 

 

III. REASONABLE ACCOMMODATIONS 

 

The Town is committed to providing reasonable accommodations to individuals with disabilities; 

i.e., individuals who are qualified to perform the essential functions of the particular position, but 

require reasonable accommodation.  The Town is also committed to providing reasonable 

accommodations to employees for known limitations related to pregnancy, childbirth, or related 

medical conditions, including lactation.  In addition, the Town will provide a reasonable 

accommodation for an employee’s sincerely held religious belief if the accommodation would 

resolve a conflict between the employee’s religious beliefs or practices and a work requirement.  

The Town will provide a reasonable accommodation unless doing so would create an undue 

hardship for the Town. 

Employees in need of an accommodation should contact their supervisor and Human Resources 

with the request.  The Town will engage in an interactive process with the employee and, if needed, 

a health care provider, to determine what, if any, reasonable accommodation is available. 
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Although an employee’s specific request will be considered, the Town reserves the right to 

determine ultimately whether an accommodation can be provided and the accommodation to be 

provided.  Please see the Discrimination and Harassment Complaint Procedure below for the 

procedures for reporting or complaining about any violations of this policy. 

 

IV. DISCRIMINATION AND HARASSMENT COMPLAINT PROCEDURE 

 

Employees who believe that they have been a victim of, or a witness to, any type of discrimination, 

harassment, or retaliation during the course of employment must promptly notify their immediate 

supervisor or, if such reporting is inappropriate, they must report it to an appropriate manager or 

other designated representative.  Once reported, the supervisor or appropriate manager will then 

contact Human Resources.  Any involved employee may also personally contact Human Resources 

to report a complaint.   

Once reported, a Town representative or designated agent will then investigate the complaint.  The 

Town retains the discretion to determine the method and means of the investigation, but, in most 

cases, the investigation will involve meeting with the alleged victim, the alleged wrongdoer, and 

relevant witnesses.  Although the Town must necessarily investigate the complaint and cannot 

assure complete confidentiality, the Town will maintain the confidentiality of the complaint to the 

extent possible.  Once the investigation is complete, the Town will take any warranted remedial 

action the Town deems necessary to end the discrimination or harassment or to prevent an offense 

from being repeated. 

The Town will not tolerate any form of retaliation against employees who, in good faith, make a 

complaint of discrimination, harassment, or retaliation, assist in making such a complaint, or 

cooperate in an investigation of such complaint. 

 

V. WORK ENVIRONMENT 

 

A. The Town of South Hill supports a fair and uniform personnel management system for its 

employees to ensure the most effective provision of services to the citizens of the 

community.  Just and equitable incentives and conditions of employment shall be established 

and maintained. 

 

B. The Town of South Hill is committed to providing a workplace that supports high quality 

employee performance and is free from intimidation or coercion in any form.  Discrimination 

in any form is NOT acceptable.   

 

VI. COMPLIANCE 

 

The Town of South Hill complies with all federal and state employment law and supports 

employment decisions that are job-related and free from unlawful discrimination.  While 

compliance with all federal and state employment laws and regulations is a priority, in addition 
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to laws governing discrimination, harassment, retaliation, and accommodations as noted above, 

the following are the most frequently applied.  

A. Health Insurance Portability and Accountability Act (HIPAA)  

In accordance with HIPAA Title I, the Town provides health insurance coverage for eligible 

employees and their family members who lose or change jobs and ensures that coverage is 

provided to those eligible regardless of specific disease or pre-existing condition.  The Town 

complies with HIPAA Title II by following national standards for processing healthcare 

transactions relative to Protected Health Information (PHI). 

 

B. Criminal Convictions  

The Town does not discriminate against persons who have been convicted of criminal 

offenses. A prior conviction does not automatically exclude an applicant from employment 

with the Town.  The nature and recency of the offense and the seriousness of the conviction 

are weighed and considered in relation to the duties of the position sought.  When required 

by the nature and duties of a position, criminal background checks will normally be 

completed following a conditional offer of employment.  

 

C. The Fraud and Abuse Whistleblower Protection Act 

The Town complies with state and federal whistleblower regulations and will protect 

employees from dismissal, threats, or otherwise discriminating or retaliating against an 

employee exercising their rights as a whistleblower. 

 

D. Freedom of Information Act (FOIA) 

 

1. The Town of South Hill is subject to the provisions of the Virginia Freedom of 

Information Act (FOIA), which guarantees citizens of the Commonwealth and 

representatives of the media access to public records held by public bodies, public 

officials, and public employees. 

2. A public record is any writing or recording, regardless of whether it is a paper record, an 

electronic file, an audio or video recording, or any other format, that is prepared or owned 

by, or in the possession of a public body or its officers, employees, or agents in the 

transaction of public business.  All public records are presumed to be open, and may only 

be withheld if a specific, statutory exemption applies. 

3. Any request pursuant to FOIA for copies of records held by the Town, even if the phrase 

FOIA is not specifically cited, shall be forwarded to the Town Clerk/FOIA Officer.  The 

Town Clerk may forward the request to the appropriate staff member(s) for response.  

The Town must respond to the request within five working days of the request. 

VII. POSITION CATEGORIES 

 

A. FULL-TIME EMPLOYEES are those who are scheduled to work at least 30 hours per week. 

 

B. PART-TIME EMPLOYEES are those who are scheduled to work less than 30 hours per 

week. 
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C. SEASONAL EMPLOYEES are those who have been hired to work a particular period every 

year, e.g., the summer season in the case of seasonal Parks employees.  The number of hours 

per week has no bearing on the employee’s classification. 

D. TEMPORARY EMPLOYEES are those who have been hired for a specific job, project or 

time.  The number of hours per week has no bearing on the employee’s classification. 

 

1. Generally, part time, seasonal, and temporary employees are not eligible for benefits, 

except as required by law. 

 

2. The Town Manager and Police Chief have the authority to hire temporary employees 

who may not work longer than three (3) months at any one point in the Fiscal Year.  The 

Town Manager and Police Chief must stay within departmental budget constraints when 

hiring temporary employees. 

 

VIII. RECRUITMENT AND SELECTION  

 

A. The Human Resources Manager, working with department heads and the Town Manager, 

shall develop and maintain effective recruitment processes that attract applicants who are 

representative of the community and possess the education, knowledge, skills, and abilities to 

meet the current and future needs of the Town.  

 

B. All positions will normally be approved by Town Council through the annual budget 

development and approval process.   

 

C. Applications for vacant positions will normally be accepted for 2 weeks from the initial date 

of posting and will be advertised to attract the most qualified applicants.  Applications will be 

submitted to the Human Resources Office. 

 

D. The Human Resources Manager in cooperation with the department head and/or supervisor 

will screen applications and manage the interview hiring process.  Offers of employment may 

require the Town Manager’s approval.  

 

E. Following a conditional offer of employment, medically related examinations such as alcohol 

and drug testing, medical, physical and/or psychological assessment, as determined 

appropriate and lawful, may be required.  Criminal and other background checks to include 

driving record checks may also be required based on the job.   

 

F. Falsified statements on any document involved in the application process, including, but not 

limited to, the Application for Employment and/or resume, shall be grounds for rescinding an 

offer of employment, or immediate dismissal if the employee is already working for the 

Town. 

 

IX. EMPLOYMENT OF SPECIAL CATEGORIES OF INDIVIDUALS  

 

A. Non-US Citizens: Non-US citizens possessing the legal documentation to work in the United 

States shall be considered for selection, promotion, and all other personnel actions on the 
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same basis and under the same processes as US Citizens, except that applicants for sworn law 

enforcement positions must be US citizens.  In accordance with the Immigration Reform and 

Control Act of 1986, the Town shall hire individuals who are authorized to work in the 

United States.  New employees will be required to complete and sign Immigration and 

Naturalization Service Form I-9 verifying their authorization to work in the United States. 

 

B. Relatives: An employee cannot be supervised directly by anyone with whom the employee 

has a close personal relationship (i.e., family or significant other).  Family is defined as 

related by blood or marriage; significant other is defined as two parties living in the same 

household.  Family can include parent(s), spouse, child, sister, brother, grandparent, 

grandchild, or spouse's parent; including any relationship defined as a “step” relationship.  

Directly supervised is defined as one family member being responsible for salary 

recommendations, performance appraisals, hiring, firing, promoting or disciplinary action of 

another family member.   

1. If a family or significant other relationship is created or develops between two employees 

initially not related, one of the two employees will be expected to resign if a transfer is 

not available. 

2. In certain situations, such as emergency response or weather-related emergencies, 

employees who do not normally fall within the supervisory chain of command, including 

family members, may work together and/or supervise one another for the duration of the 

emergency. 

 

C. VRS Annuitants: An individual receiving a VRS annuity may not be employed in any full-

time position unless they agree to suspend the VRS benefit payments for the duration of the 

employment. 

 

D. Age: Persons under the age of eighteen shall conform to Virginia labor laws governing the 

employment of minors.  Sworn law enforcement employees holding full-time positions must 

be at least 21 years of age. 

 

X. NEW EMPLOYEE ORIENTATION  

 

A. New employees shall normally participate in an orientation to employment with the Town 

prior to or within three (3) days of the date of hire.  Orientation may include the completion 

of forms, other required paperwork and an explanation of policies and procedures. 

 

B. Orientation may also include benefit information sufficient for the employee to make 

appropriate decisions, completion of enrollment paperwork, receipt of the Employment 

Policies and Procedures Manual with a review of the policies and South Hill organizational 

information helpful for employment success. 

 

XI. INTRODUCTORY PERIOD 

 

A. All employees serve a six (6) calendar month introductory period, beginning with the date of 

hire, except in the case of law enforcement employees who shall begin the introductory 

period upon completion of certification and field training.  This period is an integral part of 
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the employment relationship and shall be utilized for observing a new employee’s work, for 

allowing an effective adjustment of a new employee to their position, and for separating any 

employee whose performance is found to be unsatisfactory.  A performance evaluation will 

be completed at or near the end of the introductory period. 

 

B. Employees separated during the introductory period have no appeal or grievance rights.  

 

C. In unusual circumstances such as an extended absence during the introductory period or an 

inability to assess the employee’s performance, the introductory period may be extended by 

the Town Manager upon written notification to the employee.  Upon successful completion 

of this period, the employee’s status will no longer be introductory, but the employee will 

remain employed at-will, subject to all federal and state laws and constitutions. 

 

XII. SAFETY  

 

The Town of South Hill is committed to protecting the safety and health of Town employees, 

assisting in preventing accidents and injuries, increasing efficiency of operations, and avoiding 

the cost of injuries and accidents.  In a proactive manner, the Town shall work to effectively 

eliminate or control work-related hazards by providing management direction and employee 

involvement in the identification and resolution of hazards, and by providing training and 

evaluation as an ongoing process.  Such measures shall include evaluating work tasks, 

equipment, and environment, with the objective of making the most efficient use of worker 

capabilities while reducing the possibility of physical injury.   

 

XIII. HOURS OF WORK AND BREAKS 

 

A. The Town’s administrative workweek is seven consecutive calendar days beginning Saturday 

morning at 12:01 a.m. and ending at midnight the following Friday.  The standard scheduled 

workweek consists of 40 hours, except for law enforcement personnel who work a shift 

schedule as determined by the Police Chief. 

 

B. Town Hall employees’ normal hours of operation are Monday through Friday from 8:00 a.m. 

to 5:00 p.m. 

 

C. Operational departments and work groups may set alternate work schedules, as needed, with 

the approval of the Town Manager.  Alternate work locations and schedules may be 

approved by the department head or Town Manager on a case-by-case basis. 

 

D. Employees are required to take at least 30 minutes for meal breaks, and meal breaks may be 

up to one hour long, depending on the department’s requirements.  Meal breaks do not count 

as hours worked in computing pay and/or overtime.  Employees must “clock in/out” for the 

meal break.  Meal breaks may not be taken at the beginning or end of the day, unless 

otherwise approved. 
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E. Rest periods of less than 30 minutes may be designated and approved by the department 

supervisor.  Break periods are paid time and are not accumulated from one shift, or one day 

to another. 

 

F. Employees who are nursing mothers are eligible to take reasonable breaks to express breast 

milk for up to one year after the birth of the employee’s child.  Eligible employees should 

notify their immediate supervisor of the frequency, timing, and duration of the lactation 

breaks they need to take.  Lactation breaks for non-exempt employees generally are unpaid 

because uninterrupted lactation breaks during which no work is performed do not count as 

hours worked.  However, when an employee uses an approved rest period as a lactation 

break, the rest period will be paid.  Employees who are required to record time under the 

Town’s timekeeping policy must accurately record the start and end of lactation breaks.   

 

XIV. EMERGENCY SERVICE  

 

Emergency response is a primary service delivery responsibility of the Town, and each employee 

has a responsibility to perform whatever duties may be assigned in emergency situations.  As a 

part of this responsibility, service outside normal working hours or in some capacity other than 

the normally assigned position may be required.  When unusual situations or emergencies occur, 

Town employees may be required to accept special assignments and perform duties as needed to 

ensure appropriate service delivery.  Some employees may be designated as emergency 

personnel and may be subject to additional responsibilities and policies unique to emergency 

situations.  To efficiently contact employees should they be needed, each employee must provide 

the Town with up-to-date personal contact information which may include phone numbers and 

personal email addresses.   

 

XV. EMERGENCY CLOSINGS 

 

The Town intends to provide maximum services to the public by maintaining normal business 

hours at all Town facilities.  Under normal and safe conditions, employees are expected to arrive 

at work on time. However, emergencies, including but not limited to, power failure, epidemics, 

adverse weather conditions or other natural or human-caused conditions, may require the 

temporary closing of all or some departments and facilities in the Town.  The Town Manager or 

their designee shall decide the Town position on closing or delayed opening.  The Town 

Manager or their designee, in consultation with the affected department head, shall decide 

whether to close or delay opening an individual Town facility in cases where conditions such as 

loss of power affect one or a limited number of sites. 

 

XVI. SEPARATION FROM EMPLOYMENT 

 

Employees may separate from Town employment due to resignation, retirement, separation 

without prejudice, separation during the introductory period, disciplinary dismissal, or death.  

 

A. Resignation is a voluntary separation initiated by an employee.  Non-exempt employees who 

leave their position due to resignation shall normally provide at least two weeks’ notice to 

their department head, verbally or in writing.  Exempt and supervisory employees shall 
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normally provide at least four weeks’ notice of resignation.  Supervisors shall document 

verbal resignations in writing.  Once a resignation is submitted by the employee, either 

verbally or in writing, it may not be withdrawn unless the department head agrees to such 

withdrawal.  Upon notification of intent to leave Town employment, the Town may designate 

a date earlier than that which the employee requested.  Two weeks’ notice is normally 

required for the employee to be paid for unused personal time off (PTO).  

 

B. Retirement is a separation initiated by an eligible employee based on age and length of 

service, typically in accordance with the provisions of the Virginia Retirement System.  

 

C. Separation Without Prejudice shall be used to separate an employee who is unable to report 

to work due to circumstances beyond his or her control such as Reduction in Force; an 

incapacitating medical condition that is not or cannot be resolved; the loss of a required 

license; circumstances causing conflict with Town policies, such as the employment of 

relatives’ policy; incarceration; or similar situation.  Employees shall normally be given 

seven calendar days advance written notice of the separation without prejudice.  

 

D. Dismissal due to disciplinary action is described in Chapter Seven, “Workplace Expectations 

and Procedures”.  Once disciplinary separation has been initiated, an employee may be 

allowed to resign in lieu of the dismissal at the Town Manager’s discretion, and the record 

shall indicate that the employee “resigned in lieu of dismissal”. 

 

E. Reduction in Force  

 

1. There may be times when the Town needs to adjust the size of the workforce.  If Town 

Council decides that an adjustment necessitates a reduction in the number of employees, 

a layoff will result.  Layoffs may be the result of economic conditions, lack of work, 

programmatic changes, reorganization, or position elimination. 

2. Employees will be given advanced notice of any pending layoff and the policies and 

procedures that will be implemented to affect the layoff.  A variety of factors including 

past performance, ability to satisfactorily perform in newly configured positions and 

seniority, may be used to determine which employees are selected for layoff. 

 

F. An employee may be separated at any time during the Introductory Period if they fail to 

perform at an acceptable level and/or fail to demonstrate acceptable dependability, conduct, 

or suitability for the position and/or needs of the Town.  

 

G. An employee is considered to have separated from employment in good standing when the 

separation is voluntary, appropriate advance notice is provided and the employee is not being 

evaluated for misconduct, termination or other negative employment action. 

 

H. Prior to or at the time of separation, the employee must return all Town-owned materials, 

apparel, and equipment to the supervisor. The employee must also provide a forwarding 

address to receive the final paycheck and W-2 statement of annual earnings. 
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I. Human Resources staff may contact separating employees to discuss benefit options and 

schedule an exit interview.  An exit interview, a meeting between a separating employee and 

a Human Resources’ staff member, is encouraged in all voluntary separations including 

retirements. 

 

XVII. PERSONNEL FILES 

 

A. Personnel files contain written material about an employee’s employment.  Information 

related to employment is considered a personnel file regardless of where the record might be 

physically located.  Human Resources maintains the official personnel files for each Town 

employee and complies with the Government Data Collections and Dissemination Practices 

Act.  Employees, supervisors, and department managers may identify materials to be 

included in the personnel files. 

 

B. Documents that are a part of the personnel file include, but are not limited to, job description, 

grade or pay range assignment, employment application/resume, benefit enrollment, tax 

forms, employee pay information, performance evaluations, disciplinary actions, counseling 

documentation, supervisor’s job-related notes, employment agreements, commendations, 

certifications, and education materials.  

 

C. All medical information, such as Family Medical Leave certifications, ADA materials 

including requests for accommodations, results of physicals and drug/alcohol testing, is 

maintained in a locked cabinet that is physically separated from personnel files.  

 

XVIII. RELEASE OF INFORMATION  

 

A. The Town treats information provided to it by employees as confidential.  Requests for 

employment verification and other information directed to individual departments shall be 

sent to the Human Resources Department for appropriate response, in accordance with 

relevant laws and regulations.  Human Resources may release specifically requested 

information to employees or former employees, other Town departments and local, state, and 

federal agencies to allow those departments and agencies to perform their necessary duties as 

follows: 

 

1. Current and former Town employees have the right to review any information in their 

personnel files, including departmental files.  An employee, or designee with the 

employee’s written authorization, may review the contents of his or her official personnel 

file by visiting the Human Resources Department during normal office hours.  Upon the 

employee or former employee’s request, Human Resources staff will obtain departmental 

files for review.  Proof of identity must be provided before the personnel file may be 

reviewed. 

2. Routine information such as dates of employment, job title and salary history shall be 

given to representatives of Town departments for employees of the requesting 

department.  Information requested by another Town department shall normally be 

supplied so long as the requesting department has a valid need for the information, such 

as when an employee from another department is being interviewed for a position.  
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3. Requests for information concerning Town employees are often received from federal 

agencies, credit bureaus, individual employers, and others.  The Town provides a neutral 

reference by providing the following information: 

a. Verification of name, 

b. Verification that the person is employed by the Town and the job title, if currently 

employed, 

c. Verification of dates of employment and the job title, not including the reason for 

separation, if no longer employed, 

d. Salaries of employees who earn more than $10,000 annually are a matter of public 

record and shall be released upon request,  

e. Employees and former employees may authorize release of personnel files to an 

outside party by providing a signed release. 
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CHAPTER THREE – PAY AND CLASSIFICATION 
 

I. COMPENSATION PHILOSOPHY 

 

The Town of South Hill’s compensation system, as supported by Town Council, shall: 

1. Establish and maintain a salary structure that will attract and retain qualified employees. 

2. Ensure that like jobs are valued with comparable methods and are treated similarly in 

terms of base pay. 

3. Maintain the salary structure in proper relation to competitive pay practices in the local 

labor market. 

4. Ensure that each Town employee’s performance and salary is reviewed at regular 

intervals. 

5. An employee’s total compensation shall consist of direct regular pay and overtime pay, 

and if eligible, the employer's contributions to employee benefits, holiday pay, and 

various forms of paid time off. 

 

II. PAY PLAN 

 

A. The Town has an established Pay Plan, which is an approved system of grades and pay 

ranges.  Classification is the assignment of a full- or part-time position on the Town’s Pay 

Plan to a pay grade based on an assessment of the duties, scope and nature of work, the 

degree of responsibility and other factors as determined appropriate.  Every job is evaluated 

according to the kind of work and the degree of responsibility assigned.  Employee base pay 

shall fit within the pay range and shall be at a rate no less than the minimum and no greater 

than the maximum of the range. 

 

B. Employee pay shall be in accordance with the scheduled salary ranges as adopted and 

amended by appropriate action of the Town Council.  The salary ranges are determined by 

periodically surveying the prevailing rates for comparable work in other public employment 

and relevant businesses and industries in the surrounding area.  The current cost of living, 

responsibilities of the position, and the Town’s financial condition and policies are also 

considered. 

 

C. The plan is maintained by periodically reviewing job descriptions, considering significant 

changes to duties and responsibilities, or working conditions. 

 

III. JOB DESCRIPTIONS 

 

A. A Job Description is a written summary of the most important duties, responsibilities, 

qualifications and Fair Labor Standards status of a job.  It is intended as a guide in 

understanding the general requirements, essential duties, physical demands, knowledge, 

skills, and abilities of the position.  It does not describe the individual holding the position 

and is intended to broadly describe duties assigned to individuals in a variety of departments 

and offices.  
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B. An employee is normally provided a copy of their job description and pay range upon hire 

and may request a copy of their current description at any time by asking their supervisor. 

 

IV. PAY PROCESS 

 

A. Employees are paid twenty-six (26) times per year.  Payment is made through Direct Deposit 

every other Friday and pay statements are normally emailed to employees on pay day.  The 

Town makes every effort to accurately compensate employees and to do so in compliance 

with all applicable state and federal laws.  

 

B. To ensure that employees are paid properly, each non-exempt employee shall record all time 

worked and paid time off taken on the bi-weekly timesheet form approved by the department 

head and each exempt employee shall record paid time off taken.  All time worked shall be 

calculated to the nearest 15-minute increment.  

 

C. Non-exempt employees must record all time worked and therefore must clock in and out 

within 5 minutes of the normally scheduled start and end of the work period, including the 

lunch break.  Clocking in or out is required when reporting to/from work, to/from meal 

breaks and when reporting to work from standby during off-duty hours.  Employees failing to 

clock in or out shall be subject to disciplinary action up to and including dismissal. 

 

D. Working before or after normal hours of operation, or during lunch break, must be approved 

in advance by a supervisor.  Employees may not work before or after normal hours of 

operation, or during lunch break on one day to make up for time missed another day during 

the workweek.  

 

E. Employees must not complete or otherwise alter the time sheet of another employee or clock 

in/out for another employee.  The employee must sign their time sheet before sending the 

time sheet to payroll.  

 

F. The Town processes required deductions for federal and state income tax, Social Security 

and those required by court orders, such as garnishments, child support payments and/or 

voluntary child support payments when supported by a written agreement.   

 

G. An employee may also authorize other Town approved payroll deductions, such as 

contributions for retirement, medical, dental and vision coverage, and supplemental benefits 

which will be deducted 24 times per year.  Effective July 2024, VRS Hybrid Voluntary 

Contributions will be deducted 26 times per year.  

 

 

G. H. Each employee is responsible for reviewing his or her pay statement to ensure that the pay 

and deductions are correct.  Occasionally, inadvertent administrative mistakes occur which 

may be found through audits or by individual employees.  An employee who believes that a 

mistake has occurred, or an incorrect deduction has been made must immediately notify their 

supervisor or the Finance Department so that prompt review may be initiated.  If a payroll 

mistake has occurred, regardless of the cause of the error, the employee will normally be 

Commented [KM2]: As per VRS changes, change VRS 
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reimbursed for underpayments or required to repay overpayments, as appropriate to correct 

the consequences of the error. Adjustments will normally be made on the next paycheck. 
 

 

V. PAY ACTIONS 

 

A. The established pay range for the pay grade for the job will be explained to the employee 

upon employment.  New employees hired by the Town are normally brought into their 

position at the starting salary in the pay grade established for that position.  When 

establishing starting pay, allowances may be made for previous experience and academic 

credentials where they have a direct bearing on job performance and requirements, with the 

approval of the Town Manager or Police Chief, respectively.  In no circumstances will a new 

employee be provided a salary that exceeds the pay range maximum for the job for which the 

employee is hired. 

 

B. When employment is on a part-time and/or seasonal basis, the rate of compensation will 

normally be the beginning of the pay range of the position for which the employee is hired.  

In the event of recurring part-time or seasonal employment, the Town Manager or Police 

Chief will make the determination as to starting salary.  Part-time and seasonal employees 

are not normally eligible for Town benefits, except where required by law.  

 

C. Employees may receive market adjustments, in addition to merit increases, in circumstances 

deemed appropriate by Town Council.  Town Council, acting through the annual budget 

process, may revise the current Classification and Compensation plan.  The increase will be 

effective on July 1 of any year unless Town Council selects another date for the increase to 

take effect. 

 

D. If an employee’s performance is satisfactory or better at the time of their performance 

evaluation, the employee may receive a merit increase.  Merit increases are based on the 

employee’s evaluation score and where the employee’s regular rate falls in their job grade.  

Increases are effective as of the first day of the next pay period following the date of the 

employee’s performance evaluation.  Performance evaluations and the increases associated 

with them are not eligible for grievance under the Town’s grievance policy. 

 

E. Reclassification is the reassignment of a position from one pay grade to another resulting 

from a formal job review requested by the Town Manager.  Reclassification may be the result 

of a significant change in the duties and responsibilities of a position, structural changes, a 

change in the needs of the organization or other similar situations.  Reclassification to a 

position in a higher pay grade is normally accompanied by a pay adjustment of five (5) 

percent or increase to the minimum of the new pay range, whichever is greater.  When an 

employee's position is reclassified to a lower pay grade and the current salary is above the 

maximum for the lower grade, the employee shall be permitted to retain their existing rate of 

pay in the new position (except in event of general service-wide reductions) but shall not be 

entitled to a salary increase until their salary is within the pay range to which the position is 

assigned.   
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F. A Promotion is an advancement to a job in a higher pay grade and range.  This movement 

normally occurs through the competitive process and is normally accompanied by five (5) 

percent pay increase or increase to the minimum of the new pay range, whichever is greater. 

The Town Manager or Police Chief may determine an additional pay adjustment, taking into 

consideration the employee’s experience, education, and skills related to the new position. 

 

G. A Demotion is a reduction in the pay grade, range and pay of an employee whose job duties 

are substantially reduced due to changing needs, disciplinary action, or unsatisfactory 

performance.  A pay reduction of five (5) percent or to the maximum of the new pay range, 

whichever is lower, normally accompanies a demotion.  

 

H. An employee who voluntarily transfers to a job with a lower pay grade shall normally have 

their pay reduced, in an amount determined by the Town Manager. 

 

I. A Lateral Transfer from one job to another job in the same pay grade in the same or another 

department does not normally include a pay adjustment.  

 

J. Employees may be eligible for a base pay increase under the specific provisions of a 

departmental certification plan.   

 

K. Acting Appointments are recognized by a temporary pay adjustment of 5% or to the 

minimum of the range of the temporary position whichever is higher, when individuals are 

assigned to temporarily perform the duties of a higher, vacant position.  The following 

guidelines apply to Acting Appointments: 

1. An "Acting Appointment" is a temporary assignment, normally more than 30 days 

and less than one-year duration. 

2. The department must be actively recruiting or have plans to actively recruit a 

permanent replacement in the case of a vacancy. 

3. An Acting Appointment is not intended for promotional purposes, as a "trial run", or 

as a "trainee" position.  The acting employee must participate in a competitive 

process for full-time promotion.  

4. An acting appointment must be approved by the Town Manager. 

5. At the end of the acting period, the employee's salary will be adjusted to the rate of 

pay they were receiving prior to the Acting Appointment assignment.  The exception 

would be if the employee were selected to permanently fill the position through the 

competitive process.  In this case, the salary rate would be based upon the employee's 

salary prior to the assignment. 

6. If the Acting Appointment overlaps a fiscal year, the employee will receive an 

increase, if approved, based upon the pay rate prior to the Acting Appointment status. 

7. No additional pay will be provided after the Acting Appointment is completed, even 

if the employee continues to perform some of the duties during the orientation and 

probation period of a newly hired employee. 
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VI. OVERTIME PAY 

 

A. In compliance with the Fair Labor Standards Act (FLSA), all Town positions are designated 

as EXEMPT or NON-EXEMPT.  Job titles do not determine exempt status.  For an 

exemption to apply, an employee’s specific job duties and salary must meet all the 

requirements of the regulations.  

B. All non-exempt employees, as defined by the Fair Labor Standards Act, are eligible to 

receive overtime compensation in pay or time.  Monetary payments shall be at one- and one-

half times the regular rate of pay for all hours over forty (40) hours in one administrative 

workweek, except public safety employees subject to the FLSA 207k exemption may work 

additional hours in accordance with the established work cycle.  Hours worked for overtime 

purposes does not include paid time off such as holidays, PTO and civil leave. 

 

C. Non-exempt employees may earn overtime in the form of compensatory time at one-and one-

half hours of time awarded for each hour worked over the appropriate threshold.  While the 

employee’s preferences may be considered in the election of pay or time, management may 

require time or pay based on departmental needs and procedures.  Unused compensatory time 

must be paid promptly upon separation from Town employment or upon promotion or 

reassignment to an exempt position.  Overtime pay or compensatory time will be included in 

the pay for the pay period in which it is earned. 

 

D. Exempt employees are not covered by the overtime provisions of the FLSA and are not 

eligible to receive overtime compensation.  They are expected to work at least forty (40) 

hours per week and additional hours, as needed, to complete work responsibilities.  They 

may use reasonable discretion, with the approval of their supervisor, to adjust their regular 

work schedule following extended periods of work over 40 hours per week or the Town 

Manager may award comparable time off, as appropriate.  While employees in exempt 

positions are not normally eligible for overtime compensation, the Town may choose to 

award additional pay, under emergency circumstances, when approved by the Town 

Manager. 

 

E. A non-exempt employee shall not work outside the designated schedule without prior 

approval from the department head or designee.  Should an employee work without approval, 

payment will be made, and the employee may be subject to disciplinary action up to and 

including dismissal.  Failure by an employee to work scheduled overtime, once notified, may 

result in disciplinary action, up to and including dismissal. 

 

VII. EMERGENCY CONDITIONS AND CALL-BACK 

 

A. The Town will pay overtime rates for emergency situations, even if the employee does not 

actually work more than 40 hours in a week, where employees are: asked to remain on duty 

after their regular shift ends and/or are called back to work to deal with emergencies such as 

blocked or broken water/sewer lines, weather conditions including snow and ice, downed 
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trees or public safety emergencies.  The Town Manager may declare other events as an 

emergency, at their discretion. 

 

B. The emergency overtime rates will only apply to those hours worked on the emergency, plus 

one hour of overtime for travel time.  Travel time will apply only if the employee is actually 

“called back” to work after clocking out for the day and leaving the work premises.  Travel 

time will not apply if the employees are asked to remain on duty after their regular shift.   

 

C. Planned changes in the routine work schedule do not qualify as Emergency Conditions.  

Actual emergency hours worked, and travel times will be noted on the time records as such 

by the supervisor.  

 

VIII. EMERGENCY CLOSINGS -  

IX.VIII.  

A. Essential Town services must be maintained during emergencies. Designated employees are 

expected to report to or remain at work to provide these services. Essential Emergency 

Designated Employees include personnel from: 

• Public Works (Streets, Water, Sewer, Solid Waste) 

• Fleet Maintenance 

• Wastewater 

• Police Department 

In addition to these roles, oOther departments and/or employees may be called upon to report 

to or remain at work during emergencies, at the discretion of the Town Manager. 

 

B.  When Town offices and facilities are closed, essential emergency employees are required to 

report to work as directed by their supervisor or the Town Manager.   Department heads, or their 

designees, are responsible for scheduling their employees. They may also cancel or rescind 

previously approved paid time off for an essential emergency designated employee during an 

emergency situation. 

 

C.   

 In the case of nonexempt, non-emergency employees, only the time designated for a delayed 

opening or early closure is covered by the above policy. Employees shall not normally report 

prior to the delayed opening time, unless instructed by their supervisor to do so.  Any additional 

time off must be covered by other paid time off.  An announced early closing time is the earliest 

time at which an employee may leave work without being charged leave.  Employees who 

choose to stay at work later than the early closing time shall not receive additional pay or time 

off. 
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D. If an employee was previously approved for paid time off and a weather closure occurs 

for the same day, no leave will be charged. 

 

E. If the day of closure is the employee’s regular day off, no additional time will be awarded 

unless the employee is required to report to work on the day of the closure. 

 

F. Designated exempt emergency employees may also be required to work and do not 

normally receive additional pay.  At the Town Manager’s discretion, exempt employees 

may be awarded additional time off for performing emergency duties. 

 

X.IX. MEAL PROVISIONS 

 

Employees required to return to or stay at work to provide services of an unscheduled nature 

such as weather emergencies, natural disasters, or systems failures may be provided meals 

appropriate to the time and duration of the unscheduled work.  The Department Head will 

approve the location and timing of the meals. 

 

 

XI.X. REIMBURSEMENT FOR TRAVEL EXPENSES 

 

Employees required or allowed to travel on official business are normally reimbursed for 

expenses incurred due to the travel.  Out-of-pocket expenses incurred by an employee will be 

reimbursed provided the employee submits the appropriate form, has valid, original receipts, and 

the expenses have been authorized in advance by the department head.  Eligible travel may 

include out of town training, professional conferences, seminars, or meetings.  Travel must be 

approved in advance. See Attachment 2: Travel Reimbursement Procedures 

 

XII.XI. OTHER PAY ACTIONS 

 

Other pay actions such as car, uniform or tool allowances, shift differentials, and one-time 

monetary bonuses, rewards and incentives may be provided in addition to base pay as deemed 

appropriate and in compliance with the compensation philosophy.  Such additional compensation 

is not part of base pay for VRS creditable compensation purposes or for pay adjustment purposes 

such as promotion or annual pay increases. 
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CHAPTER FOUR - BENEFITS 
 

An array of benefits combined with wages establish a total compensation package that supports 

the Town’s goals of attracting, rewarding, and retaining high performing employees. In addition 

to the benefits outlined within this chapter, personal time-off benefits are outlined in Chapter 

Five “Personal Time Off and Other Absences.”  

 

I. RIGHT TO MAKE CHANGES  

 

From time to time, conditions or circumstances may require that the Town make changes, 

additions, or deletions in its benefits program for both active employees and retirees as Town 

Council determines are appropriate.  This policy does not grant or guarantee employees or 

retirees vested benefits.  In other words, employees and retirees are not guaranteed current or 

future benefits, unless required by federal or state law. 

 

II. MEDICAL COVERAGE 

 

A. Group medical coverage, which includes basic vision coverage, is currently available for all 

full-time employees and their eligible dependents.  In accordance with the Patient Protection 

and Affordable Care Act (PPACA), employees who average thirty paid hours per week over 

a one-year period are eligible for medical and dental coverage for the subsequent plan year.  

When enrolled, coverage begins the first of the month following the date of employment, 

except that if the employee is hired on the first of the month, coverage begins on that date, 

and continues until the last day of the month the employee leaves Town employment, drops 

coverage or changes status from full-time to less than full-time employment. 

 

B. Enrollment takes place at new hire orientation and thereafter during open enrollment periods.  

Employees may make changes in their coverage during open enrollment periods and when a 

qualifying event occurs that allows changes such as marriage, divorce, and birth or adoption 

of a child.   

 

C. The Town may share the cost of medical coverage with employees as determined annually 

during open enrollment.  Payments for medical coverage must be made through payroll 

deductions and are automatically processed on a pre-tax basis unless the employee submits a 

written waiver.  Eligible employees may purchase enhanced vision coverage and the 

employee shall pay the full cost of such coverage.  

 

III. DENTAL COVERAGE 

 

A. Group dental coverage is available for all full-time employees and their eligible dependents.  

Coverage begins the first of the month following date of employment, except that if the 

employee is hired on the first of the month, coverage begins on that date.  During the contract 

year, changes may be made only when a qualifying event occurs.  Coverage continues to the 

last day of the month during which the employee leaves Town employment, or changes 

status from full-time to part-time, seasonal, or temporary.  
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B. The Town may share the cost of dental coverage with employees as determined annually in 

open enrollment.  Payments for dental coverage must be made through payroll deductions 

and are automatically processed on a pre-tax basis unless the employee submits a written 

waiver. 

 

IV. COBRA 

 

A. Under the Consolidated Omnibus Budget Reconciliation Act (COBRA) health benefit 

provisions, the Town offers a temporary continuation of group health coverage in accordance 

with federal regulations.  

 

B. The Town normally offers COBRA continuation coverage to covered employees, their 

spouses, former spouses, and dependent children when group health coverage would 

otherwise be lost due to separation from employment or reduction in hours such that the 

employee is no longer eligible for benefits.  The cost of COBRA coverage is the full 

premium plus an administrative fee and must be paid by the covered person.  

 

C. The Town’s medical provider sends COBRA notices following a qualifying event including 

specific enrollment information, timeline, and costs. 

 

V. LIFE INSURANCE 

 

A. The Town currently offers life insurance and accidental death and dismemberment insurance 

policies for full-time employees at no cost to the employee.  Coverage begins on the first day 

of employment.  The amount of coverage is twice the annual salary rounded up to the nearest 

thousand, up to the maximum amount allowed by the insurance provider.  Coverage 

continues to the last day of the month during which the employee leaves the employment of 

the Town, or change status from full-time to part-time, seasonal or temporary.  Employees 

may purchase additional life insurance through VRS, and the employee shall pay the full cost 

of such insurance. 

 

B. Employees must submit beneficiary information and subsequent changes to VRS.  

Employees are urged to keep beneficiary information current. 

 

VI. RETIREMENT  

 

A. As of August 1, 1999, the Town participates in the Virginia Retirement System (VRS).  All 

full-time employees hired on or after this date, are enrolled in the Virginia Retirement 

System based on the date of enrollment or hire.  VRS coverage begins on the first day of the 

month following the date of hire, except if an employee is hired on the first business day of 

the month, coverage begins that day.  Coverage normally ends on the last day of the month of 

separation.  

 

B. VRS is the State of Virginia’s retirement system and all rules and regulations regarding 

contributions and retirement benefits are made by the General Assembly.  The Town, as a 

member employer, must comply with all regulations as set forth by the legislature. 
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C. VRS currently identifies Plan 1, Plan 2 and Hybrid plans based on date of initial enrollment.  

Sworn public safety employees are enrolled in Plan 1 or Plan 2 based on date of hire and all 

other employees are enrolled in Plan 1 or Plan 2, if enrolled or hired before January 1, 2014, 

and are enrolled in the Hybrid Plan if the initial membership in VRS is on or after January 1, 

2014. 

 

D. Newly hired employees with active VRS membership retain their previous Plan enrollment.  

For example, a newly hired Town employee who has active Plan 1 VRS service retains Plan 

1 membership even if hired by the Town of South Hill on or after January 1, 2014. 

 

E. The Town currently shares the cost of VRS coverage with employees as dictated by Virginia 

Code.  The Town’s contribution is based on a rate determined bi-annually by the VRS Board 

and the employee’s contribution is set by Virginia Code at a minimum of 5% of annual pay. 

 

F. Members of the VRS Hybrid Plan may make additional voluntary employee contributions of 

up to 4%.  These elections may be elected and/or changed prior to each quarter. 

 

G. Details of eligibility and other features of the Virginia Retirement System are covered in the 

Handbook for VRS Members, available in the Human Resources Department and on-line at 

www.varetire.org 

 

H. An employee may be eligible for a refund of the member contribution portion of retirement 

contributions upon termination from employment in accordance with VRS regulations. 
 

I. The Town reserves the right to participate in another retirement system should it deem 

appropriate. 

 

VII. SHORT TERM/LONG TERM DISABILITY 

 

The Town offers Short Term Disability and Long-Term Disability benefits for non-public safety, 

full-time employees at no cost to the employee.  Coverage varies depending on the length of 

employment and whether the disability is work-related or non-work related.  Eligibility becomes 

effective following thirteen months of full-time employment.  Employees are encouraged to 

consult Human Resources for details on the disability benefits.  Coverage continues to the last 

day of the month during which the employee leaves Town employment, or changes status from 

full-time to part-time, seasonal or temporary. 

 

VIII. WORKERS’ COMPENSATION 

 

A. Coverage for Workers’ Compensation is funded by the Town for all employees and payment 

for claims will be made in accordance with state law.  All on-the-job injuries must be 

reported immediately, and no later than 24-hours, to the employee’s supervisor.  Failure to 

promptly report an injury may result in non-payment.  Illness or injury that is not work 

related is not covered by Workers’ Compensation. 

B. Employees are required to immediately, and no later than 24-hours, report, preferably in 

writing, ALL workplace injuries, conditions, or illnesses, to their immediate supervisor.  All 

incidents shall be reported no matter how insignificant, and regardless of whether medical 

http://www.varetire.org/
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treatment is necessary or sought.  If the immediate supervisor is not available, the employee 

must report the incident to the next person in the chain of command in the department, or the 

Human Resources Manager.  Late reporting by the employee may result in delayed or denied 

workers’ compensation benefits. 

 

C. The Town has an approved Panel of Physicians for treating workers’ compensation injuries 

and illnesses.  The Human Resources Manager shall, immediately upon notification of a 

work-related injury or illness, provide the employee with a copy of the Panel of Physicians. 

 

D. An employee is not entitled to lost wage compensation for the first 7 days of incapacity 

resulting from a work-related disability.  The Act includes weekends/holidays in this count, 

and these days do not need to be consecutive.  The employee may use accrued leave for 

absences from work in the first 7 days.  If the employee chooses not to use accrued leave, this 

will be excused leave without pay.  It is the employee’s responsibility to notify their 

supervisor regarding how they would like to charge the first 7 days missed from work.  If a 

designation is not made, the employee’s accrued leave will be used.  

 

E. Workers’ Compensation pays lost wages for a compensable injury at two-thirds of the 

employee’s average pay.  An employee who is absent from work because of a Workers’ 

Compensation compensable injury may use PTO to supplement any workers’ compensation 

benefits they are receiving; however, the combination of workers’ compensation and PTO 

cannot exceed 100% of the employee’s regular pay.  The employee will not accrue PTO time 

while on workers’ compensation.  PTO accrual will resume 30 days after the employee 

returns to active employment. See Attachment 3: Workers’ Compensation Procedures 

 

IX. UNEMPLOYMENT COMPENSATION 

 

The Town of South Hill fully funds unemployment coverage in accordance with state 

requirements.  Unemployment provides temporary income for workers when they lose their job 

for a qualifying reason.  Eligibility and the amount and duration of unemployment compensation 

payments are governed by the provisions and laws of the Commonwealth of Virginia.  

Applications for benefits must be completed through the Virginia Employment Commission 

(VEC). 

 

X. SUPPLEMENTAL INSURANCE 

 

A. At the Town’s discretion, other supplemental insurance such as enhanced vision coverage, 

additional life or medical insurance, accidental insurance, short-term disability coverage, 

long term care, etc. may be available to employees to purchase through payroll deduction.  

Employees are responsible for the full cost of the premiums of these policies, which will be 

paid through payroll deduction on either a pre-tax or after-tax basis depending upon the 

product.  

B. Employees must complete enrollment forms as soon as possible after employment to meet 

plan enrollment requirements.  Open enrollment is normally offered in June each year.  

During the contract year only those changes for reasons of a qualifying event may be made. 

 



Town of South Hill Employment Policies and Procedures 

 

28 

 

C. The Human Resources Department maintains an updated list of supplemental insurance 

offerings and points of contact. 

 

XI. CREDIT UNION 

 

The Town offers full-time employees the opportunity to deposit any amount they choose to their 

Virginia Credit Union account through payroll deduction.  The Finance Department maintains 

applications and points of contact. 

 

XII. UNIFORMS 

 

A. The Town provides uniforms or a uniform allowance to employees as is deemed necessary 

by the Town to enhance uniformity of appearance and the ability of the public to recognize 

Town employees.  Typically, employees in the Police, Public Works, and Code Compliance 

Departments are provided uniforms, subject to Town Manager approval. 

 

B. When an employee leaves the employment of the Town, it is their responsibility to return all 

uniforms to the supervisor prior to the receipt of their final check.  In the case of an employee 

who transfers into a position that does not require uniforms, they must return all uniforms to 

the supervisor by the first day of the new assignment. 
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CHAPTER FIVE – PERSONAL TIME OFF AND OTHER ABSENCES  
 

I. PERSONAL TIME OFF (PTO) 

 

A. Personal Time Off (PTO) is accrued on the last day of each full month when the employee is 

actively employed with the Town.  If, at any time during employment, an employee has any 

unpaid leave during the month the employee will not earn PTO for that month.  Unpaid leave 

situations include but are not limited to personal leave without pay, suspension without pay, 

and administrative leave without pay.  

 

B. Full-time employees accrue Personal Time Off (PTO) according to years of service as 

follows: 

 

 

 

 

 

 

 

 

 

 

 

C. Total creditable service for full-time paid time off accrual purposes is calculated from the 

date of appointment or conversion to a full-time position.  Promotion, demotion, transfers, or 

reassignment to a different full-time position does not affect the amount of accumulated paid 

time off. 

 

D. Employees must request Personal Time Off from their supervisor in advance.  PTO approval 

is at the discretion of the supervisor and may be denied in situations such as when necessary 

to keep an operation or shift adequately staffed or when an employee has been absent from 

work for significant periods of time for other reasons.  Employees may be called back to 

work from approved leave for valid service delivery reasons such as an emergency.  Such 

time will also be recorded by the employee’s time reporting method.  PTO must be used in 

one-hour increments. 

 

E. Full-time employees start earning PTO at the end of the month following thirty calendar days 

of employment and may accrue without limit throughout the calendar year.  However, the 

maximum number of hours that may be carried forward into the new calendar year are 

capped as noted above and unused paid time off hours over the maximum as of December 31 

of each calendar year will be forfeited. 
 

F. An employee who is absent from work because of Short-Term Disability (“STD”) may use 

PTO to supplement any disability benefits they are receiving; however, the combination of 

PTO and STD cannot exceed 100% of the employee’s regular pay.  The employee will not 

Years of 

Service 

Hours PTO 

Accrued per 

Month 

PTO Hours 

Per Year 

Maximum Hours 

Carried Over from 

Year to Year 

Maximum Hours 

Paid Upon 

Separation 

Less than 3 12 144 720 360 

3 - 10 14 168 720 360 

10 - 17 16 192 720 360 

17 - 25 18 216 720 360 

25+ 20 240 720 360 
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accrue PTO time while on disability leave.  PTO accrual will resume thirty calendar days 

after the employee returns to active employment. 

 

G. PTO may not be used to cover tardiness to work.  If a non-exempt employee is late, the 

employee may be docked for whatever time is missed. The employee may also be subject to 

disciplinary action. 

 

H. A certification of illness or incapacity from a medical provider may be required for PTO 

usage due to an illness. 

 

I. Upon resignation from employment with the Town, if the employee gives proper notice of at 

least two weeks for non-exempt and 4 weeks for exempt employees, the employee will be 

paid at their current regular rate of pay for accumulated PTO hours up to the maximum pay 

out limit of 360 hours.   

 

J. During the probationary period the employee is entitled to fringe benefits. However, if an 

employee is separated from employment within the six (6) month probationary period he/she is 

not entitled to compensation for accrued annual leave. 
 

K. If an employee is terminated by the Town for cause (disciplinary, attendance, violation of 

Town policy, poor performance, etc.), or if an employee resigns without proper notice, all 

accrued, unused PTO will be forfeited and not paid out. 

 

II. LEAVE OF ABSENCE 

 

A leave of absence is defined as time away from work of two (2) weeks or more, with or 

without pay, and may be approved by the Town Manager, upon recommendation by the 

employee’s supervisor and department head.  To be eligible for a leave of absence, the 

employee must have been employed for at least 6 months.  Failure to return to work at the 

end of the leave may be cause for dismissal.  An unpaid leave of absence is considered Leave 

Without Pay. 

 

III. HOLIDAYS 

 

A. All full-time employees of the Town receive paid holiday benefits.  Paid holiday time is eight 

(8) hours regardless of the employee’s normally scheduled work hours. Failure by a non-

exempt employee to report to work on the day before or after a holiday, unless the employee 

has scheduled time off in advance, will result in loss of holiday pay. 

 

B. The following list includes the holidays observed by the Town.  The Town Manager may 

follow the Commonwealth of Virginia holiday schedule or award additional holidays, at their 

discretion. 

  

New Year’s Day    Martin Luther King, Jr. Day 

Presidents’ Day    Memorial Day   

Juneteenth     Independence Day  
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Labor Day      Columbus Day 

Veterans Day     ½ day Before Thanksgiving 

Thanksgiving     Friday after Thanksgiving 

Christmas     TWO (2) Floating Holidays 

  

C. All full-time employees hired prior to October 1st of the calendar year are eligible for the 

Floating Holidays.  The Floating Holidays must be approved in advance by the employees’ 

supervisor and must be used within the current calendar year.   

 

D. An employee who is normally off work and is required to work on an observed holiday shall 

be paid eight hours for the holiday and the employee’s regular hourly rate for the hours 

worked. 

 

E. A holiday falling within a period of pre-approved paid leave shall not require the use of paid 

leave for that day. 

 

F. POLICE DEPARTMENT HOLIDAY PAY 

 

1. If an employee of the Police Department works on an observed holiday, they will be paid 

for hours worked at regular pay and 8 hours of holiday pay regardless of when the shift 

begins or ends. 

 

2. If the holiday is the employee’s regularly scheduled day off, the employee will be paid 

for 8 hours at their regular rate of pay. 

 

IV. FAMILY AND MEDICAL LEAVE ACT (FMLA) 

 

In accordance with the provisions of the Family and Medical Leave Act (FMLA), as amended, 

eligible employees are entitled to take up to twelve (12) weeks of  job protected leave during any 

12-month period for specified family and medical reasons.  Employees, supervisors, and the HR 

Manager shall engage in interactive discussions about the need for FMLA, to coordinate 

absences, and related matters.  In some cases, other employment laws such as the American with 

Disabilities Act and the Virginia Local Disability Program may work with the FMLA to impact 

the duration of job protected leave available to an employee. 

 

A. Qualifying FMLA Events: 

 

1. The birth of the employee’s child or the placement of a child with the employee for 

adoption or foster care; or 

2. To care for an immediate family member (spouse, child, or parent) with a serious health 

condition; or 

3. To take medical leave when the employee is unable to work because of a serious health 

condition; or 

4. Because of any qualifying exigency, i.e. an urgent need, as defined below and in 

applicable Federal regulations, arising out of the fact that the employee’s spouse, son, 

Commented [KM5]: Chapter Five - Holidays - added 2nd 
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daughter, or parent is a covered military member on covered active duty or has been 

notified of an impending call to covered active duty in the Armed Forces; or 

5. To care for a military family member injured in the line of duty (Note: see section L 

“Military Caregiver FMLA Leave” below for specific guidelines.) 

 

B. Serious Health Condition: an illness, injury, impairment or physical or mental condition that 

involved either an overnight stay in a medical care facility or continuing treatment by a 

health care provider for a condition that either prevents an employee from performing the 

functions of the employee’s job or prevents an employee’s qualified family member from 

participating in school or other daily activities. 

 

C. Qualifying exigencies: 

 

1. Short notice deployment; 

2. Military events and related activities; 

3. Childcare and school activities; 

4. Financial and legal arrangements; 

5. Counseling; 

6. Rest and recuperation; 

7. Post-deployment activities within 90 days of termination of active duty;  

8. Parental care; and 

9. Additional activities agreed on by the Town and the employee. 

 

D. Employee Eligibility: An employee is eligible for FMLA leave when: 
 

1. The employee has worked for at least 12 months for the Town.  The twelve months need 

not have been consecutive so long as no break in service exceeds seven years. (If the 

employee was on the payroll for part of a week, the Town will count the entire week. The 

Town considers 52 weeks to be equal to twelve months.) 

2. The employee has performed at least 1,250 hours of work for the Town over the previous 

12 months before the leave would begin, not including paid or unpaid leave. 

3. When both spouses are employed by the Town, they are jointly entitled to a combined 

total of 12 workweeks of family leave for the following events: 

a. The birth or placement with the employee of a child for adoption or foster care. 

b. To care for a parent who has a serious health condition. 

4. In some cases, an employee who does not meet the eligibility criteria for FMLA may be 

entitled to paid time off as an accommodation for a qualifying disability. 

 

E. Calculation of Leave: 

 

Eligible employees can use up to 12 weeks of the leave described above during a 12-month 

period.  The Town will use a rolling 12-month period measured backward from the date an 

employee uses FMLA leave.  Each time an employee uses FMLA leave, the Town computes 

the amount of leave the employee has taken under this policy, subtracts it from the 12 weeks, 

and the balance remaining is the amount the employee is entitled to take at that time.  For 

example, if an employee has taken five weeks of leave in the past 12 months, he or she has 

an additional seven weeks available under this policy.  Note that the FMLA also entitles 
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eligible employees to take time off for “Military Caregiver Leave”.  The amount of time 

available for Military Caregiver Leave and the method by which such leave is calculated is 

described in Section L below. 
 

 

F.   

Paid Family Leave:   

 

 

As part of its commitment to supporting healthy families and promoting family-life balance, 

the Town will provide eligible employees with up to six (6) workweeks, or 240 hours, of paid 

family leave per rolling twelve-month period with the provisions of above FMLA policy 

(IV). This Leave works in conjunction with IV Family Medical Leave Act (FMLA), and 

Chapter Four VII Short- Term Disability Coverage.  Each week of paid family leave is 

compensated at one hundred percent of the employee’s regular, straight time weekly base pay 

for their applicable hours (e.g., 40 hours per week for Full-Time (2080 hours per year) – not 

to exceed 240 hours of paid family leave.  

 

G.  Use of Paid Time Off: 

 

Paid time off, if available, must be used concurrently with FMLA following the Paid Family 

Leave Benefit (six (6) workweeks or 240 hours).  Paid time off includes PTO and holiday 

time.  If an employee has less than 6 weeks of accrued paid time off, the employee must use 

appropriate paid leave first and take the remainder approved FMLA as unpaid leave.   

 

H.  Maintenance of Benefits: 

 

Employees on FMLA leave will continue to receive, if eligible, health, dental, vision, and life 

insurance benefits up to the maximum twelve workweeks allowed.  These benefits will 

continue on the same basis as an active employee during the 12-week period.  

 

1. If any part of the approved FMLA becomes unpaid,  the employee must arrange with the 

Finance  Department to pay applicable member shares of health, dental, and vision 

premiums.  Those on unpaid leave must also arrange with the Finance Department to 

continue other deductions, such as deferred compensation, and flexible spending 

accounts.  Leave accrual will be suspended during periods of unpaid leave. 

2. If the employee informs the Town that they do not intend to return to work at the end of 

the leave period, the employee’s rights to any health care benefits will continue to the 

extent provided by the Town’s health care plan. 

3. If the employee chooses not to return to work for reasons other than a continued serious 

health condition, the Town may require the employee to reimburse the amount the Town 

contributed towards the employee health coverage during the leave period. 

4. Paid time off will not accrue during the leave period if the employee is in an unpaid 

status.  The use of family or medical leave will not be considered a break in service for 

vesting or benefits program purposes. 
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H. Job Restoration: 

 

An employee who uses family or medical leave under this policy will be restored to the same 

job or a job with equivalent status, pay, benefits, and other employment terms in accordance 

with the situation at the start of FMLA.  Use of FMLA leave cannot result in the loss of any 

employment benefit that accrued prior to the start of the employee’s leave.  However, use of 

FMLA will not alter employment decisions, such as disciplinary action or reassignment, 

made prior to the start of the leave. 

 

I. Intermittent Leave and Reduced Work Schedules: 
 

In certain cases, intermittent use of the 12 weeks of family or medical leave, or a reduced 

work schedule may be allowed by the Town.  The employee may request intermittent leave 

or reduced work schedule for their own serious health condition or to care for a seriously ill 

family member, where the need for leave is foreseeable and based on planned medical 

treatment.  Employees are responsible for meeting with their supervisor and scheduling 

treatments, so they do not unduly disrupt the Town’s operations.  In some cases, the Town 

may temporarily transfer an employee who is using intermittent leave or a reduced work 

schedule to a different job with equivalent pay and benefits if another position would better 

accommodate the intermittent or reduced work schedule. 

 

J. Procedures for Requesting Leave: 

 

Employees requesting leave under this policy must provide 30 days advance notice to their 

supervisor if the need for FMLA leave is foreseeable, such as in the case of the expected 

birth, adoption, or foster care placement of a child, or planned medical treatment for a serious 

health condition of the employee or a family member.  An employee undergoing planned 

medical treatment is required to make a reasonable effort to schedule the treatment to 

minimize disruptions to the Town’s operations.  If the need for FMLA leave is not 

foreseeable, employees must notify the Town of the need for leave as soon as possible, 

ordinarily within one or two business days.  An employee’s failure to give timely notice may 

delay their eligibility and/or prevent approval of FMLA leave. 

 

1. Regardless of whether an employee requests FMLA leave, the Town normally designates 

leave as FMLA leave as soon as it becomes apparent that the employee is out of work for 

a reason that meets the requirements of the law.  Typically, an absence will be designated 

FMLA leave when the employee has been or is anticipated to be absent for five or more 

workdays, or their equivalent, due to a qualifying situation. 

2. Upon receiving an employee’s request for leave (or upon learning of a need for leave that 

appears to meet the requirements of the law), the Town will provide the employee with a 

Notice of Eligibility, and Rights and Responsibilities.  The employee must submit an 

appropriate certification form. 

3. An employee requesting (or determined to need) leave because they are unable to work 

due to a serious health condition must provide, at his or her own expense, a complete and 
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sufficient Certification of Health Care Provider for Employee’s Serious Health 

Condition. https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/WH-380-E.pdf 

4. An employee requesting (or determined to need) leave to care for an immediate family 

member with a serious health condition must provide, at his or her own expense, a 

complete and sufficient Certification of Health Care Provider for Family Member’s 

Serious Health Condition. https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/WH-

380-F.pdf 

5. An employee requesting leave because of a qualifying exigency must submit a complete 

and sufficient Certification of Qualification Exigency for Military Family leave. 

https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/WH-384.pdf  

6. The required certification must be provided within fifteen calendar days unless the 

employee provides a reasonable explanation for the delay.  If the employee fails to 

provide complete and sufficient certification, the Town may deny the request for FMLA 

leave and possibly the request for paid time off.  Management, other than the employee’s 

first line supervisor, may request clarification or additional information from the medical 

provider regarding the medical certification. 

7. After the Town has received the required notice and certification, it will inform the 

employee within five business days whether the leave will be designated FMLA leave.  

The employee will receive a Designation Notice indicating the amount of leave that will 

be counted against the employee’s FMLA entitlement, if determinable at that time. 

8. Departments will maintain appropriate information including the dates that each 

employee has taken FMLA leave; the number of hours of FMLA leave taken by each 

employee if leave is granted in increments smaller than a day; and records of any disputes 

between the employer and any employee over the designation of leave as FMLA leave.  

To track FMLA leave hours, payroll clerks will use the appropriate hours’ codes when 

processing payroll to have the leave designated as FMLA leave. 

9. Copies of the written notice and certification, and designation, along with all medical 

information, will be sent to the Human Resources Department. 

 

K. Employee Responsibilities: 

 

1. While on FMLA leave, employees are required to keep their supervisor informed 

regarding their status and their intent to return to work.  A recertification of the medical 

necessity for FMLA may be requested every thirty days or when circumstances change 

significantly. 

2. Employees are required to give at least two business days’ notice if their anticipated date 

of return-to-work changes. 

3. Employees may be required to provide a Fitness for Duty certification from their medical 

professional prior to their return to work.  Notice of this requirement will be given to 

employees with the Designation Notice. 

 

L. Military Caregiver FMLA Leave: 

 

1. An eligible employee who is the spouse, son, daughter, parent or next of kin of a covered 

service member or qualifying veteran may take up to 26 weeks of leave in a 12-month 

period to care for such service member or qualifying veteran with a serious injury or 

https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/WH-380-E.pdf
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/WH-384.pdf
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illness incurred in the line of duty on active duty for which the covered service member 

or qualified veteran is undergoing medical treatment – either inpatient or outpatient – or 

is otherwise in outpatient status or on the temporary disability retired list. Such leave is 

designated “Military Caregiver Leave.” 

2. Leave is permitted to care for current members of the Regular Armed Forces, National 

Guard, Reserves, veterans having left active service within the previous five years and 

those on the temporary disability retired list. 

3. The service member or qualified veteran must have a serious injury or illness incurred in 

the line of duty, as determined by the U S Department of Defense, that may render 

him/her medically unfit to perform the roles of his office, grade, rank, or rating and for 

which they are undergoing medical treatment, recuperation, therapy or outpatient 

treatment. 

4. To care for a covered service member or qualified veteran, an eligible employee must be 

the spouse, parent, son or daughter or next of kin of the covered service member or 

qualified veteran.  “Next of kin” is defined as the covered service member’s or qualified 

veteran’s nearest blood relative – other than the service member’s or qualified veteran’s 

spouse, parent, son, or daughter – in this order of priority: 

a. Blood relatives who have been granted legal custody. 

b. Brothers and sisters 

c. Grandparents 

d. Aunts and uncles 

e. First cousins 

f. Another blood relative designated in writing by the service member or qualified 

veteran as his or her next of kin. 

5. Employees eligible for Military Caregiver leave may use up to 26 weeks of leave during 

a single 12-month period.  The 12-month period begins on the first day the employee 

takes leave for this purpose and ends 12 months thereafter. 

6. Policies regarding Paid Family Leave, Maintenance of Benefits, Job Restoration, Use of 

Paid and Unpaid Leave, and Intermittent Leave and Reduced Work Schedules are the 

same as other FMLA leave. 

7. As with other FMLA leave, employees must provide 30 days advanced notice if the need 

for Military Caregiver leave is foreseeable.  If the need is not foreseeable, employees 

must notify their supervisor of the need for leave as soon as possible. 

8. Upon receiving the employee’s request for leave, the Town will provide the employee 

with a Notice of Eligibility and Rights and Responsibilities Form. 

9. An employee requesting Military Caregiver leave must submit a complete and sufficient 

Certification for Serious Injury or Illness Leave of Covered Service member 

https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/WH-385.pdf  or qualified 

veteran https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/wh-385-V.pdf . 

10. The required certification must be returned within fifteen calendar days, or the employee 

must provide a reasonable explanation for the delay.  If the employee fails to provide 

complete and sufficient certification, the Town may deny the request for Military 

Caregiver leave and possibly the request for paid leave for the time off. 

11. After the Town has received the required notice and certification, it will inform the 

employee within five business days whether the leave will be designated Military 

Caregiver leave.  The employee will receive a Designation Notice indicating the amount 
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of leave that will be counted against the employee’s FMLA entitlement, if determinable 

at that time. 

12. Employees have the same responsibilities under Military Caregiver leave as they do 

under other FMLA leave.  They are required to keep their supervisor informed regarding 

their status and their intent to return to work and they are required to give at least two 

business days’ notice of their anticipated date of return to work. 

 

V. ORGAN DONATION LEAVE 

 

A. The Town provides unpaid, job protected leave to eligible employees for the purpose of 

organ and bone marrow donation.  Employees who have worked for the Town for at least 12 

months and physically worked 1,250 hours during the preceding 12 months, are eligible for 

up to 60 business days per 12-month period of unpaid organ donation leave and up to 30 

business days per 12-month period of bone marrow donation leave.  Organ donation leave 

will not run concurrent with Family Medical Leave (FML) and does not impact an 

employee's ability to take leave under FML within the same year. 
 

B. To receive organ donation leave, the eligible employee shall provide written physician 

verification to the employer that: 
 

1. the eligible employee is an organ donor or a bone marrow donor, and 

2. there is a medical necessity for the donation of the organ or bone marrow. 

 

VI. BEREAVEMENT LEAVE 

 

A. A full-time employee shall be granted up to 24 hours of bereavement leave upon the death of 

a member of the employee’s immediate family defined as father, mother, sister(step), 

brother(step), children(step), spouse (domestic partner), grandchildren, grandparents, or 

spouse's parents. 

 

B. The eligible time must include the day of the funeral or service. 

 

C. Employees must notify their department head of their need for bereavement leave, prior to 

taking time off.  If additional time is needed, or if leave is requested for a death other than 

those listed above, the employee must use PTO, subject to department head approval. 

 

D. Bereavement leave is not deducted from any accrued leave.  Paid bereavement leave requires 

that the employee is not on leave without pay.  The Town may require verification of the 

need for bereavement leave. 

 

VII. CIVIL LEAVE 

 

A. An employee's absence from work for jury duty or for attending court as a witness shall be 

considered Civil Leave.  The employee must submit a copy of the official summons for jury 

duty or witness subpoena to their supervisor or department head prior to the beginning date 
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of such service.  Any employee appearing in court either as a defendant or plaintiff in a case 

shall not be eligible for Civil Leave. 

B. An employee who has been granted civil leave shall be compensated at their regular rate of 

pay during jury duty or court appearances and may retain compensation received from the 

court. 

C. If an employee is released by the Court in less than four hours, they must contact their 

supervisor about whether they need to report to work.  Employees will be expected to report 

to work on any day that the Court does not require their physical presence. 

VIII. MILITARY LEAVE 

A. Military Leave is an employee’s approved absence from work due to the performance of 

military duty on a commission or non-commission status, on a voluntary or involuntary basis 

in a uniformed service, including active duty, active duty for training, initial active duty for 

training, inactive duty training, full-time National Guard duty, funeral honors duty by 

National Guard or reserve members, or for an examination to determine a person’s fitness for 

any of the above forms of duty. 

 

B. Employees shall notify their supervisor immediately when they learn of an upcoming need 

for military leave and shall provide a copy of the official military orders as soon as possible. 

C. In accordance with state law, there shall be no loss of regular employer pay during such 

absence, except that paid leaves of absence for federally funded military duty, to include 

training duty, shall not exceed 21 workdays per federal fiscal year, and except that no 

officers or employees shall receive paid leave for more than 21 workdays per federally 

funded tour of active military.  Employees called to military duty may use accrued paid time 

off at their discretion and are not bound by the usual Town policy that requires use of all 

appropriate paid leave prior to approved for “leave without pay.” 

 

D. For the purposes of paid military leave, a “workday” is defined as 1/260 of the total working 

hours an employee would be scheduled to work during an entire federal fiscal year. For full-

time employees, 21 “workdays” equals 168 hours per year.  Weekends are included to the 

extent that they are part of an employee’s regularly scheduled work time.  Whenever possible 

employees shall try to schedule their military leave at those times that have the least impact 

on the departments’ service delivery needs. 

 

E. Employees may take other appropriate paid leave when paid Military Leave is exhausted, at 

the employee’s discretion. 

 

F. An employee whose absence does not exceed five years and is released from service under 

honorable conditions is eligible for reemployment rights and employment benefits as 

described under the Uniformed Services Employment and Reemployment Rights Act of 1994 

(USERRA). 

 

IX. LEAVE WITHOUT PAY 
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A. When all paid leave is exhausted, an employee may be granted, for reasonable cause, leave of 

absence without pay for a specified period.  Department heads may grant up to two (2) days’ 

leave without pay.  The Town Manager may approve additional leave without pay, at their 

discretion.  Regardless of the situation, time sheets must be completed for the period of 

absence. 

 

B. An employee on leave without pay at any time during the pay period, does not accrue 

personal time off for that pay period and does not earn paid holidays.  Other benefits 

continue so long as the employee pays the employee portion of benefit cost.  If the employee 

fails to return to work following the leave without pay, their employment will be terminated. 

 

X. UNAUTHORIZED ABSENCE 

 

A. An absence from the job during a scheduled work period when the employee has not 

received prior approval for the absence from their supervisor will be considered an 

unauthorized absence.  Employees will not be paid for unauthorized absences and will not 

earn paid time off for the pay period in which the absence occurs.  In addition, the employee 

may be subject to disciplinary action up to and including dismissal. 

 

B. An employee in an unauthorized absence status who fails to contact his or her supervisor for 

three consecutive workdays shall be deemed to have abandoned his or her position and to 

have voluntarily resigned. 
 

C. When emergency conditions exist during a period other than the normal work period, for 

example, before or after the normal work shift, and the emergency has been communicated to 

employees, any employee who leaves the work site or fails to return to the work site without 

the approval of his or her supervisor or department head shall be in an unauthorized absence 

status. 
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CHAPTER SIX – DEVELOPING EMPLOYEES 
 

I. TRAINING AND DEVELOPMENT 

 

A. The Town fully supports ongoing professional development, education and training programs 

to enhance the ability of employees to perform their duties in a safe and effective manner.  

Attendance will be required at safety training sessions.  Hourly employees will be reimbursed 

for time required by their attendance beyond scheduled working hours, in accordance with 

the Fair Labor Standards Act and Town policies. 

 

B. With the approval of the Town Manager or department head, the employee may be granted 

authorized absence during duty hours to attend training sessions and professional conferences 

sponsored or participated in by the Town.  Likewise, with the approval of the Town Manager 

or department head, reimbursement may be provided for reasonable expenses incurred in the 

participation in short courses, seminars, conferences, meetings, etc., pertaining to the 

employee’s responsibilities with the Town. 

 

II. EDUCATION ASSISTANCE 

 

A. The Town may offer tuition reimbursement for other job-related educational courses/classes.  

The employee must discuss, and obtain approval for, the courses from the department head 

and Town Manager prior to starting the course to be eligible for reimbursement of the costs 

and expenses of the course by the Town. 

 

B. If approved, the cost of the course will be reimbursed provided the employee successfully 

completes the course. (This does not include the costs of books.)  Successful completion is 

defined as: 

 

1. A certificate of completion for a certificate course. 

2. “PASS” for a “PASS/FAIL” course. 

3. “B” or better for a course in which a grade is earned. 

 

C. Prior to enrollment and/or the start of an education program, an Education Assistance 

Agreement Form must be completed by the employee and signed by the employee’s 

immediate supervisor, Human Resources and the Town Manager. See Attachment 4: 

Education Assistance Procedures. 

 

III. PERFORMANCE MANAGEMENT 

 

A. Performance management is a process of identifying, evaluating and further developing 

employee skills and knowledge that support Council’s goals.  At the same time, effective 

performance feedback promotes employees’ job satisfaction and morale by supporting their 

progress and development as well as providing regular feedback. 

 

1. The Town uses performance evaluations to assess the employee’s ability to complete the 

responsibilities of their position as defined by the job description, and to assess the 
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employee’s compliance with the Town’s policies and procedures.  Every employee will 

receive a copy of their performance evaluation. 

2. Evaluation processes and tools are developed and implemented by the Human Resources 

Manager to provide the methods and means of identifying what the organization expects 

of employees, of communicating the expectations to employees, and of holding 

employees accountable for meeting the expectations. 

3. A formal evaluation must be completed at the end of the six-month introductory period 

and after one year of employment.  Thereafter, formal evaluations will be conducted 

annually. 

4. The introductory period does not modify the employment-at-will status that applies to the 

Town’s employment relationship with all employees. 

5. Employees who are moved to another position will be formally evaluated after the first 6 

months in the new position to evaluate performance since assuming the new position. 

 

B. ANNUAL EVALUATIONS 

 

1. Annual performance evaluations will be prepared by the employee’s immediate 

supervisor, and then reviewed by the employee’s department head and Human Resources.  

The employee’s immediate supervisor and department head will meet with the employee 

in person to discuss the performance evaluation, and the employee may make a written 

response on the evaluation.  Human Resources will participate in the meeting to discuss 

the evaluation if the overall result requires a written Performance Improvement Plan. 

2. The Police Department evaluates all employees annually, on the same schedule as other 

Town employees. 

3. If an employee has been employed in a different department and/or position and served in 

the new position for less than 3 months, the employee’s current supervisor may take into 

consideration the performance in the previous position. 

4. Employees are encouraged to discuss their work performance with their immediate 

supervisor at any time. 

 

C. UNSATISFACTORY PERFORMANCE EVALUATION 

 

An employee who receives an unsatisfactory performance evaluation rating will not receive a 

merit increase and must meet the following criteria: 

 

1. Complete a Performance Improvement Plan and meet objective performance goals 

identified by the supervisor within the time established in the Plan. 

2. The Town Manager or Police Chief must concur with the supervisor’s recommended 

performance goals and the time frame of the performance plan. 

3. Failure to complete the Performance Improvement Plan in a timely manner may result in 

an extension of the Plan or termination of employment, as determined by the Town 

Manager or Police Chief. 

4. If the employee meets the goals set by the supervisor and maintains satisfactory 

performance, the employee may be granted a merit increase at the discretion of the Town 

Manager or Police Chief. 
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CHAPTER SEVEN – EMPLOYEE RESPONSIBILITIES AND 

COMMITMENT 
 

Effective and efficient service to the citizens relies on employees and management working 

together for the good of the community.  Individual responsibility is critical to maintaining an 

effective working relationship.  The following guidelines comply with Virginia State Code, 

govern employee behavior and include the procedures for addressing problems that might arise. 

 

I. CODE OF CONDUCT  

 

To ensure orderly operation and provide a positive work environment, the Town expects 

employees to follow standards of conduct designed to protect the interests and safety of all 

employees and the Town.  The following standards may be described in more detail elsewhere in 

these policies.  They are not all-inclusive and are illustrative of the minimum expectations for 

acceptable work performance and workplace behavior: 

 

1. Report to work as scheduled. 

2. Complete assigned and apparent duties in a satisfactory or better manner. 

3. Report circumstances that affect work performance. 

4. Comply with all Town and departmental policies. 

5. Follow prescribed workplace safety practices. 

6. Demonstrate the Town’s Core Values on a continual basis. 

 

II. CONFLICT OF INTEREST 

 

A. Employees are in a position of public trust; therefore, they may not engage in any activity, 

either privately or officially, where a conflict of interest may exist.  Employees are not 

allowed to accept gifts, gratuities, or rewards of material value for any services which they 

perform in their jobs.  Additionally, Town employees are prohibited from using information 

gained while performing their job to influence or further their own personal interests. 

 

B. All employees are subject to the Virginia Conflict of Interest Act, § 2.2-3100 et. Seq. of the 

Code of Virginia, which prohibits an employee from engaging in a transaction or a contract 

in which the employee has a financial interest which comes to him or her directly or through 

an immediate family member. 

 

C. No person seeking employment with, or promotion in the Town’s service shall either directly 

or indirectly give any money, thing, or service of value to any person for or in connection 

with his or her appointment, proposed appointment, promotion, or proposed promotion. 

 

III. POLITICAL ACTIVITY 

 

All Town employees are encouraged to exercise their right to vote and may privately support 

candidates.  To ensure and to maintain employees’ individual rights free from interference or 

solicitation by fellow employees, supervisors, or officials, political activities during working 

hours or when officially representing the Town are expressly prohibited as follows: 
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1. An employee shall not be asked or coerced to support a political activity. 

2. An employee shall not engage in political activity on work premises, during work hours, 

while on duty, or while in uniform. 

3. An employee shall not use Town-owned equipment, supplies or resources, and other 

related material (technology storage devices, paper, computer, social media) when 

engaged in political activities. 

4. An employee shall not discriminate in favor of or against any person or applicant for 

employment based on political activities. 

5. An employee shall not use their title or position while engaging in political activities. 

6. No employee shall seek or attempt to use any political endorsement in connection with 

appointment to preference or advantage in connection with a position in the Town 

service, except as permitted and provided by state law. 

7. Any harassing behavior regarding political activities or candidates will be governed by 

the Town’s Harassment and Bullying policies. 

 

IV. HARASSMENT AND BULLYING 

 

A. The Town of South Hill will not tolerate any form of harassment or bullying of its 

employees.  Allegations of harassment or bullying shall be thoroughly investigated, and 

disciplinary or corrective action taken as warranted.  The Town shall make efforts to protect 

the legitimate interests of all parties concerned in a dispute involving allegations of 

harassment. 

 

B. As set forth in the Town’s Discrimination, Harassment, and Retaliation policy, harassment 

based on a protected classification is prohibited.   

 

C. Bullying is any repeated inappropriate behavior, either direct or indirect, conducted by one or 

more persons against another or others, at the place of work and/or in the course of 

employment including the following: 

  

1. Verbal Bullying: slandering, ridiculing, or maligning a person or their family; persistent 

name calling which is hurtful, insulting or humiliating; using a person as butt of jokes; 

abusive and offensive remarks. 

2. Physical Bullying: pushing, shoving, kicking, poking, tripping, assault, or threat of 

physical assault, damage to a person’s work area or property. 

3. Gesture Bullying: non-verbal threatening gestures, glances which can convey threatening 

messages. 

4. Exclusion: socially or physically excluding or disregarding a person in work-related 

activities. 

 

D. Employees who feel they have been subjected to harassment should utilize the Town’s 

Discrimination and Harassment Complaint Procedure.  Similarly, employees who believe 

they have been subjected to bullying are expected to report the behavior to a supervisor, 

department head, Human Resources, or the Town Manager.  Likewise, any employees 

witnessing harassing or bullying behavior are expected to report such behavior to a 

supervisor, department head, Human Resources, or the Town Manager.   
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V. SECONDARY EMPLOYMENT 

 

A. No employee shall engage in any other employment, or in a private business, or in the 

conduct of a profession during the hours they are employed to work for the Town.  The 

employee shall not engage in other employment outside of such hours to an extent that their 

efficiency as a Town employee will be affected or that such employment will likely be in 

violation of the Virginia Conflict of Interest Act. 

 

B. An employee may take occasional part-time jobs elsewhere if in the opinion of the 

department head there is no conflict with working hours or conflict with interests of the 

Town.  However, the employee’s primary obligation shall be to their Town job and 

scheduled work assignments. 

 

C. Any employee having approval for a second job shall inform the secondary employer that 

they must respond to the Town of South Hill first in the event of an emergency. 

 

VI. PERSONAL APPEARANCE 

 

A. The Town recognizes that appropriate work attire may vary among departments, job 

positions, and nature of work performed. Each department head shall be responsible for 

determining the appropriate dress standards for their department and informing employees of 

those standards.  Employees shall consult their immediate supervisor or department head if 

they have questions as to what constitutes appropriate work attire and appearance.  However, 

standards of attire shall, at a minimum, meet the following guidelines. 

 

B. During work hours, employees are expected to: 

1. Support a professional work environment, 

2. Present a non-distractive, clean, and positive appearance, 

3. Not wear clothing, hairstyles or accessories that present a safety hazard to the employee, 

4. Not wear tank tops, tee shirts, or clothing and/or accessories that include partisan political 

or profane messages. 

5. Avoid extreme hair color, excessive visible piercings, or tattooed images that include 

partisan politics or profanity. 

6. Employees who are provided Town uniforms shall wear them during work hours and 

shall not alter the uniforms in any way. 

 

C. Employees who arrive at work inappropriately dressed shall be sent home and directed to 

return to work in proper attire.  Under such circumstances, non-exempt employees shall not 

be paid for time away from work.  

 

VII. CONFIDENTIALITY 

 

A. In the course of their employment, an employee may have access to confidential Town 

information or activities that have not been released to the public.  Such knowledge must not 

be released, divulged, or discussed with any person other than during the performance of 

official Town duties. 
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B. Employees must safeguard Town information used or accessed while performing their duties 

and must follow all applicable security procedures to ensure confidentiality and security of 

data. 

 

VIII. SMOKING AND TOBACCO USE 

 

Smoking and tobacco use, including vaping, are not allowed in any Town building, including 

administrative offices, Wastewater Treatment Plant, and any Town owned buildings except in 

designated areas.  Smoking, tobacco use, and vaping in Town vehicles is prohibited. 

 

IX. COMMUNICATION DEVICE USE 

A. The computer, internet, email, and fax facilities are Town property restricted to providing, 

documenting, and transmitting Town business and information using technological systems.  

The Town holds exclusive right to email communications to and from Town email accounts.  

Employees must comply with all software licenses, copyrights, and all other state and federal 

laws governing intellectual property and on-line activity. 

 

B. Security of certain computer systems is essential to maintain confidentiality of financial 

records and personnel information.  A special access code to view or search these systems 

must be provided and approved by the department head. 

 

C. A confidential email transmission should have a copy made, if retention for filing is needed 

and the information is to be deleted from the computer. 

 

D. For a fax transmission to be confidential, it must be stated on the cover sheet.  Likewise, the 

receipt of a confidential fax will be indicated on the cover sheet.  In both situations, the fax 

message is intended only for use by the individual or entity named in the fax. 
 

E. The Town has the right to monitor all aspects of the computer, internet, email, and fax 

systems.  Any excessive non-work-related use or a violation of the confidentiality, misuse, or 

sabotage of the facilities are considered serious offenses, and may result in withdrawal of 

access privileges, disciplinary action up to and including dismissal or legal action, depending 

on the nature of the offense. 

 

F. Except in the course of official duties, employees are prohibited from wearing or using any 

type of camera, video or recording device while on Town Property without the express 

written consent of the Town Manager. 

 

X. PERSONAL USE OF SOCIAL MEDIA AND PUBLIC SPEECH 

 

A. The Town respects and honors the First Amendment rights of its employees to speak out as 

citizens on matters of public concern and to post individual comments on the Internet (such 

as, but not limited to, an employee’s own website, blog, Facebook, Instagram, Twitter or 

similar social networking site).  However, Town employees are advised that content posted, 
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on-duty or off-duty, on social media pursuant to their official job duties may not in all cases 

be protected by the First Amendment and may result in disciplinary action, up to and 

including dismissal. 

 

B. Employees must be mindful of these responsibilities and their potential identification as a 

Town employee, even when engaging in personal activities such as blogging and posting on 

websites and social media.  Employees are encouraged to use discretion and courtesy when 

communicating through electronic mail and other social media.  Improper use of email or 

social media (i.e., creating disruption among co-workers, spreading offensive or derogatory 

remarks, jokes, or discriminatory references) is prohibited.  Examples of inappropriate 

remarks would include racist or sexual language, obscenities, or comments referring to a 

person’s age, religious beliefs, national origin, sexual orientation, gender, color, public 

assistance, or physical or intellectual disability. 

 

C. When using electronic communications and social media, users should be clear that their 

communication or posting is personal and is not a communication of the Town. For example: 

1. Users should use their personal email addresses and not those related to their positions 

with the Town when communicating or posting information for personal use.  

2. Users may use a disclaimer when posting opinions or views for personal use such as, 

“The views expressed on this (website, blog, social media site) are my own and do not 

reflect the views of my employer, the Town of South Hill” when appropriate to ensure 

these views are not viewed as official Town communications. 

3. Employees shall not post confidential, sensitive, or copyrighted information to which 

they have access because of their position with the Town. 

4. Employees must refrain from utilizing social media during their workday except when 

necessary to perform their job responsibilities. 

 

XI. TELEPHONE CALLS/PERSONAL MAIL 

 

A. Town telephones are for conducting Town business and personal calls must be kept to a 

minimum and as short as possible. If there is a need to reach a field employee, calls may be 

directed to the Town Manager’s or Police Chief’s office. 

 

B. An employee’s personal mail shall normally be directed to the employee’s home address, 

except with prior supervisory approval. 

 

C. Employees’ use of personal cell phones must be kept to a minimum during work hours and 

shall not distract an employee from their duties. 

 

D. The Town may provide cell phones for official use or to contact an employee who is on call.  

Employees must return the issued phone upon management’s request. 

 

E. Employees shall not use cell phones while operating Town vehicles or equipment unless the 

employee is utilizing a hands-free device. 

 

 



Town of South Hill Employment Policies and Procedures 

 

47 

 

XII. SUSPECTED THEFT AND FRAUD  

 

A. Fraud is an act that is characterized by deceit, concealment, or violation of trust perpetrated 

to obtain money, property or services, to avoid payment or loss of services or to secure 

personal or business advantage or other benefit. 

 

B. An employee who has knowledge of an occurrence of work-related fraud or has reason to 

suspect that a fraudulent action has occurred at work, shall notify their department head, the 

Human Resources Manager or the Town Manager as soon as possible and shall not discuss 

the alleged fraud with others.  Upon receipt of an allegation, the department head or other 

official will notify appropriate authorities, develop an action plan and coordinate all 

investigative processes. 

 

C. In compliance with the Fraud and Whistleblower Protection Act, the Town supports 

employees freely reporting instances of wrongdoing or abuse committed by governmental 

agencies or independent contractors of governmental agencies. 

 

D. Confidentiality is critically important in handling fraud allegations and all participants shall 

keep the details and results of the investigation as well as the identities of involved 

employees confidential to the extent permitted by law.  Information will only be shared on a 

need-to-know basis.  The alleged fraud and investigation shall not be discussed with the 

media.  If the investigation concludes that the allegations of fraudulent activity by an 

employee are founded, the employee is subject to disciplinary action and/or legal action. 

 

E. Retaliation against individuals reporting suspected fraud or for cooperating, giving 

testimony, or participating in any manner in an investigation, proceeding, or hearing is 

unacceptable and will not be tolerated; however, such protection shall not condone 

unfounded or vindictive accusations of others. 

 

F. Department heads, with the assistance of the Town Manager, shall promptly investigate any 

suspicions or allegations of the following prohibited behaviors: 

1. Theft, misappropriation of funds, bribery, unauthorized use, unauthorized removal, 

possession of or vandalism of Town records or property, or employees’ property. 

2. Falsification of or damage to Town records including employment application and 

supporting documents, timekeeping records, safety records and reports, and expense 

reports. 

 

G. Employees found to have committed these acts are normally subject to dismissal from Town 

employment on the first occurrence. See Attachment 5: Fraud and Whistleblower 

Procedures. 

 

XIII. USE OF TOWN OWNED MOTOR VEHICLES 

 

Effective services for the citizens and efficient use of Town resources require safe, accident-free 

operation of all motor vehicles used to perform official duties. 
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A. Town employees may be assigned take-home vehicles at the discretion of Town Manager, 

typically predicated upon the need to be able to respond to emergencies after hours and on 

weekends.  Employees who are subject to 24-hour call-in, stand-by or must respond to 

emergencies may be allowed to take vehicles home.   

 

B. Appropriate Use of Vehicles 

 

1. Town vehicles are to be used for official Town business and are not for personal or 

private use. 

2. Drivers must observe all motor vehicles laws including by not limited to wearing a seat 

belt, stopping at stop signs, parking only in permitted areas, and obeying all speed limits.  

Drivers must always use defensive driving practices to avoid accidents.  Examples 

include situations involving weather conditions, work zones, school zones, etc. 

3. Cell/smart phones, GPS or other electrical devices must be operated via a hands-free 

device or while the vehicle is parked in a safe location. 

4. Individuals not employed by the Town may ride in Town vehicles if directly related to 

official town business or pre-approved by the Town Manager or Police Chief. 

5. Vehicles must be locked when the driver is not present. 

6. Smoking, vaping and electronic cigarettes or other tobacco product use is strictly 

prohibited in all vehicles. 

7. Hitchhikers and pets are not allowed in any Town vehicle. 

8. Employees may not operate a vehicle while under the influence of intoxicating 

beverages, drugs or other substances. 

9. Employees must notify their supervisor of any prescribed medication taken that may 

affect their ability to drive safely. 

10. Employees must report any moving or traffic violation that occurs in a Town owned 

vehicle immediately to their supervisor. 

11. Drivers must inspect the conditions of the vehicles daily and report any defect in the 

operation of equipment when it occurs. 

12. An employee operating a Town vehicle who is involved in an accident or given a traffic 

ticket while using a cell phone will be responsible for all fees or fines associated with the 

incident.  An employee cited for texting while operating a Town vehicle or equipment 

may be subject to disciplinary action up to and including dismissal.  

 

 
C. Driver’s License Requirements 

 

1. Town employees who drive Town vehicles or motor equipment must possess a valid 

Virginia motor vehicle operator’s license and possess an acceptable driving record as 

verified by the Virginia Department of Motor Vehicles (DMV).  Employees must 

immediately notify their supervisor concerning any change in the status of their driver’s 

license. 
2. Driving Record reviews for current Town employees whose job requires them to drive a 

Town vehicle include pre-employment, annual review, for-cause review, periodic review, 
and when an employee seeks reassignment to a position that requires driving a Town 
vehicle.  
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3. Management completes annual driving record reviews for all employees assigned to 
positions that require driving a Town vehicle or to routinely drive a personal vehicle to 
perform the essential functions of their job.  Employees must complete the DMV 
Information Request form when requested. 

4. For-cause reviews may be required at the Town Manager’s discretion in situations when 
an employee is involved in a vehicle accident or receives a traffic citation while operating 
a Town vehicle.  Employees applying for or seeking reassignment to a position covered 
by the Driving Policy shall meet all the requirements of applicants. 

5. Periodic Driving Record reviews may be required, at the Town Manager’s discretion, on 
a case-by-case basis, following notice of violations, citations, or suspensions. 

6. An employee who drives as a part of his or her job must notify his or her supervisor and 
the Human Resources Manager within 24 hours if they receive any on- or off-duty 
citations that might affect their ability to retain a valid driver’s license or has their license 
suspended or revoked for any reason. 

7. A minimally acceptable driving record for a current employee includes the following 
components: 

a. -4 or fewer demerit points. 
b. No DWI/DUI convictions within the last three years. 
c. An overall pattern of safe vehicle operation and driving habits. 

8. The following conditions are unacceptable and normally prevent an employee from 
operating a Town vehicle until the driving record improves to a minimally acceptable 
level or they meet other specific requirements established by the Town Manager: 
a. -5 or more demerit points 
b. DWI/DUI conviction within the last three years, subject to Human Resources 

Manager review 
c. A suspended license due to driving violations, or accidents, unless the employee has 

completed two full years with no subsequent moving violations, at-fault accidents, or 
penalties. 

 
D.  Consequences 

 

1. An employee charged with an on-or off-duty DWI/DUI is normally prohibited from 
driving a Town vehicle, or a personal vehicle in lieu of a Town vehicle, until a decision 
regarding the charge is rendered by the Courts.  Assignment to a non-driving position, if 
available, is at the discretion of departmental management.  If a non-driving position is 
not available, the employee may be required to take appropriate leave or be placed on 
administrative leave without pay pending the outcome of court proceedings. 

2. An employee that drives or is found to have knowingly driven a Town vehicle, or a 
personal vehicle to perform essential functions of the job, with a suspended or revoked 
driver’s license is subject to appropriate disciplinary action.  In addition, the employee 
may be subject to quarterly Driving Record review for a period of one year. 

3. Disciplinary action, up to and including termination from employment with the Town, 
may be initiated if an employee has an unacceptable driving record and/or loses his or her 
driver’s license or driving privileges.  Disciplinary action may also be taken if an 
employee engages in misconduct or demonstrates poor performance relative to operating 
a Town vehicle as determined by their supervisor. 
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E. Accident Reporting 
 

1. All accidents involving Town owned vehicles or equipment, regardless of the amount of 
damage, must be reported to the immediate supervisor and/or department head and HR 
immediately following the accident/incident if possible and no later than within 24-hours. 

2. Post-accident testing may be required as outlined in Section XIV, below. 
3. The accident shall be investigated by the immediate supervisor and/or department head 

and, in the case of a vehicle accident, by the South Hill Police Department. The report(s) 
shall be submitted to the Human Resources Manager and Town Manager. 

4. All employee injuries resulting from any accident shall be reported to their immediate 
supervisor immediately.  The report shall be filed no later than 24 hours after the 
accident.  The supervisor will fill out the accident/injury report, retain one copy and 
forward a copy to the Human Resources Manager and Town Manager. 

5. Failure of the employee to report an accident within 24 hours, as described in the above 
policy, may result in disciplinary action up to and including dismissal.  If it is determined 
the accident was due to gross negligence on the part of the employee, the employee may 
be subject to disciplinary action, up to and including dismissal. 

 

XIV. DRUG AND ALCOHOL POLICY  

 

A. The Town of South Hill is committed to the safety and well-being of its employees and the 

public it serves.  It is the Town’s intent to establish and maintain a work environment free 

from the adverse effects of drugs, alcohol and other controlled substances.  Employees 

reporting to work must be able to perform their assigned duties safely and competently; free 

from impairment due to drugs, alcohol or controlled substances, which influence judgment 

and job performance and may result in accident or injury to self, other employees, or the 

public. 

 

B. This policy applies to all applicants, employees, contractors, subcontractors, suppliers and 

vendors.  Its provisions are required as a condition of employment, continued employment, 

and/or a condition of doing business with the Town of South Hill.  It establishes guidelines 

and procedures for drug and alcohol screening, as well as rehabilitative measures and 

potential disciplinary actions. 

 

C. With the Town Manager’s approval, individual departments may establish additional 

procedures to further support and maintain a drug and alcohol-free workplace and to comply 

with department specific laws and regulations. 

 

D. The Town seeks to: 

1. Ensure that employees are not impaired in their ability to perform assigned duties in a 

safe, productive, and healthy manner. 

2. Create a workplace environment free from the adverse effects of drug abuse and alcohol 

misuse. 

3. Prohibit the unlawful manufacture, distribution, dispensing, possession, or use of 

controlled substances. 
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4. Encourage employees to seek professional assistance anytime personal problems, 

including alcohol or drug dependency, adversely affect their ability to perform their 

assigned duties. 

5. Comply with all applicable Federal regulations governing workplace anti-drug and 

alcohol programs including The Federal Transit Administration (FTA), the U.S. 

Department of Transportation (DOT) standards for Commercial Drivers’ License (CDL) 

holders, and the federal government’s "The Drug-Free Workplace Act of 1988", as 

amended. 

 

E. Definitions.  For the purpose of this Policy, the specified terms are defined as follows: 

 

1. “Adulterant” means any chemical additive or foreign substance that blocks or 

is intended to block marijuana, cocaine, and other drugs from being detected 

in a urine drug screening.  

 

2. “Alcohol” means ethyl alcohol as ethanol, and includes any substance 

containing alcohol that is for consumption. 

 

3. “Town property” includes all property, facilities, offices, buildings, structures, 

fixtures, trailers, equipment, automobiles, trucks, all other vehicles, and 

parking areas, whether owned, leased, used or under the control of the Town. 

This may also include other work locations, or to and from such locations 

while in the course and scope of employment by the Town. 

 

4. “Controlled Substance” means a controlled substance in Schedules I through 

V of Section 202 of the Controlled Substances Act (21 U.S.C. § 812). 

 

5. “Conviction” means a finding of guilt (including a plea of nolo contendere) or 

imposition of sentence, or both, by any judicial body charged with the 

responsibility to determine violations of the Federal or State criminal drug 

statutes. 

 

6. “Criminal Drug Statute” means a criminal statute involving manufacture, 

distribution, dispensation, use, or possession of any controlled substance. 

 

7. “Drug or alcohol test” means and includes urine drug tests, blood tests, urine 

alcohol tests, blood alcohol tests, and breathalyzer alcohol tests. 

 

8. “Drug Related Paraphernalia” means any unauthorized material, equipment, 

or item used or designed for use in testing, packaging, storing, selling, 

weighing, injecting, ingesting, inhaling, or otherwise used in introducing into 

the human body illegal or unauthorized drugs. 

 

9. “Employee” means any individual who is hired or performs work for the Town. 

 

10. “Illegal or Unauthorized Drug” means any drug that is not legally obtainable 
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or that is legally obtainable, but has not been legally obtained. This term 

includes marijuana and related products, regardless of whether legally 

obtained. This term also includes prescription drugs for which the employee 

has no prescription, or that the employee is using in a manner other than as 

prescribed by the employee’s physician, and over-the-counter drugs not being 

used according to the manufacturer’s directions. 

 

11. “Legal Drug” includes any prescribed drug or over-the-counter drug that has 

been legally obtained and is being used for the purposes for which it was 

prescribed or manufactured. 

 

12. “Medical Review Officer” means a licensed physician responsible for 

receiving laboratory results generated by the Town’s drug testing program who 

has knowledge of substance abuse disorders and has appropriate medical 

training to interpret and evaluate an individual's confirmed positive test result 

together with his or her medical history and any other relevant biomedical 

information. 

 

13. “Under the Influence” means that the employee is affected by any illegal or 

unauthorized drug or alcohol, or the combination of these, in any detectable 

manner. A determination of such influence can be established by professional 

opinion, a scientifically valid examination or, in some cases, by a layperson's 

opinion. For the purposes of this policy, a person with an alcohol blood level 

of 0.04 is deemed under the influence and in violation of this policy. 

 

F.  General Policy Statement.  The unlawful manufacture, use, possession, sale, purchase, 

dispensation, distribution, or being under the influence of controlled substances, illegal 

or unauthorized drugs, marijuana, or alcohol while on Town property including parking 

lots, in Town vehicles, at the site for performance for any work for the Town, or while on 

Town time off premises is strictly prohibited. Violation of this policy, as well as 

conviction under any drug statute including, but not limited to, conviction for drug use, 

possession, or sale, anywhere by an employee will be reason for disciplinary action up to 

and including termination. The refusal to submit to a drug or alcohol test prescribed by 

this policy is grounds for disciplinary action up to and including termination.  As a 

condition of employment with the Town, employees must abide by the terms and 

conditions of this Drug and Alcohol Policy and further must notify the Town in writing 

of any criminal drug statute conviction involving a violation occurring at the workplace, 

no later than five (5) days after such conviction.  Legal prescription drugs and “over the 

counter” medications must be used in accordance with the medication directions and 

consistent with this policy. 
 

 

 

 

 

G. Drug and Alcohol Testing Program 
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a. Reasonable Suspicion.  All employees are subject to reasonable suspicion testing.  

The determination for testing should be made by a trained supervisor, with 

corroboration by a witness if possible.  Reasonable suspicion is a belief based on 

objective facts sufficient to lead a prudent supervisor or manager, who has been 

trained previously in detecting drug and alcohol use, to suspect that the employee, 

or other person, is using a prohibited drug, alcohol, or substance. The facts that 

lead to the reasonable suspicion must be based on specific, contemporaneous, 

articulate observations concerning the appearance, behavior, speech, or body odor 

of the employee. Reasonable suspicion includes (a) inappropriate behavior or 

performance problems on the job, (b) observable indications of substance use, or 

(c) actual observance of the individual taking drugs or alcohol. Such conduct must 

be witnessed by at least two trained supervisors or other trained Town officials if 

feasible. If not feasible, then only one such witness will be sufficient. 

b. Post-Accident Testing.  The Town may conduct post-accident testing when the 

employee is on Town business and directly involved in a vehicle or on-the-job 

accident in which the circumstances show that the employee either caused the 

accident, or failed to take reasonable measures to avoid the accident; and the 

accident caused/resulted in bodily injury requiring medical treatment away from 

the scene or property damage requiring towing of either vehicle from the scene. 

 

H. Testing Procedures 

 

1. Any employee who refuses to be tested or who attempts to alter or tamper with a 

sample, tests positive for an adulterant, or any other part of the testing process will be 

subject to disciplinary action up to and including termination. 

 

2. All drug or alcohol testing will be performed by a certified laboratory or other licensed 

health care provider chosen by the Town. Additionally, the Town will test for the use 

of adulterants. All positive results for the use of adulterants will be considered positive 

results for illegal or unauthorized drugs. All positive results will be subject to 

confirmation testing. All testing will be performed with concern for each person’s 

personal privacy, dignity and confidentiality. The results of any testing will be 

considered a confidential record disseminated strictly on a need to know basis or as 

may be legally required including the use of the results by the Town in any proceeding 

involving the employee before any administrative agency, court or other trier of fact 

in which the taking and results of such testing becomes an issue, defense or is 

otherwise relevant to action. 

 

3. The test shall be administered so as to preserve and protect the integrity of the test 

sample whether blood or urine and it will be properly handled so as to account for its 

transfer from one individual to the other in the process of taking it to be examined.  

 

 

 

I. Drug Free Awareness Program.   
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1. To assist employees and their families to understand and to avoid the perils of 

drug abuse, the Town has developed a comprehensive Drug Awareness Program. 

The Town will use this program in an educational effort to prevent and eliminate 

drug abuse that may affect the workplace. The Drug Awareness Program will 

inform employees about: (1) the dangers of drug abuse in general and in the 

workplace; (2) the terms of this policy; (3) the availability of treatment and 

counseling for employees who voluntarily seek such assistance; (4) sanctions for 

violations of the Town’s Drug and Alcohol Policy; and (5) training for managers 

and supervisors. 

 

2. Early recognition and treatment of drug abuse are important for successful 

rehabilitation. Whenever feasible, the Town will assist employees in overcoming 

drug abuse by providing information on treatment opportunities and programs. 

However, the decision to seek diagnosis and accept treatment for drug abuse is 

primarily the individual employee's responsibility.  Employees with drug abuse 

problems should request assistance from the Town.  The Town will treat all such 

requests as confidential and will refer the employee to the appropriate treatment 

and counseling services. Employees who voluntarily request the Town’s 

assistance in dealing with a drug abuse problem may do so without jeopardizing 

their continued employment, provided they strictly adhere to the terms of their 

treatment and counseling program. All costs for this or any program will be paid 

by the individual. At a minimum, these terms include the immediate cessation of 

any use of drugs, and participation, where required by a program, in periodic 

unannounced testing for a 24-month period following enrollment in the program. 
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XV. WORKPLACE VIOLENCE 

 

A. The Town of South Hill prohibits any acts or threats of violence in the workplace against the 

Town’s employees, customers or visitors while engaged in business with or on behalf of the 

Town, on or off the Town’s premises.  The Town is committed to: 

 

1. Providing a safe and healthy work environment in accordance with policies described 

herein. 

2. Proactively training employees on the philosophies and tenets of this policy, conflict 

resolution, and prevention awareness. 

3. Taking prompt remedial action up to and including termination of any employee who 

engages in threatening behavior, acts of violence, or uses obscene, abusive, or threatening 

language or gestures. 

4. Taking appropriate action when dealing with customers, former employees or visitors to 

the Town’s facilities who engage in the above behavior, including notifying appropriate 

law enforcement officials and prosecution of offenders. 

5. Prohibiting customers and visitors from bringing onto Town premises firearms that are 

unauthorized by law. 

6. Enforcing the Weapons in the Workplace policy. 

 

B. All Employees are expected to refrain from fighting, “horseplay,” or other conduct that may 

be dangerous to others.  Acts of violence or threatened violence, including conduct that 

threatens, intimidates, or harasses another employee, customer, or visitor will not be 

tolerated.   

 

C. Employees should report indirect or direct threats of violence, incidents of actual violence, 

and suspicious individuals or activities to their supervisor immediately.  If the threat is 

coming from the employee’s supervisor, the employee must report the situation to Human 

Resources or the Town Manager.  When reporting a threat of or actual violence, employees 

should be as specific and detailed as possible. 

 

D. In the case of an emergency, employees must immediately dial 911 to alert law enforcement.  

Any reported possibility of violence will be promptly investigated with action taken to 

resolve or diffuse the situation.  Consequences may include disciplinary action and/or 

criminal prosecution.  The Town prohibits any form of retaliation against any employee for 

making a report under this policy.  

 

XVI. WEAPONS IN THE WORKPLACE 

 

A. The Town prohibits employees from possessing weapons of any kind (concealed or otherwise), 

or using, threatening to use, or displaying a weapon of any kind or any other object that is used 

for the purpose of injury or intimidation on Town property or while engaged in activities for 

the Town, unless required by official job duties, such as police officers.  For the purpose of 

this policy, weapons include firearms, knives, mace, explosives, any object defined as a 

dangerous weapon by state or federal law, any items with the potential to inflict harm that has 
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no common purpose.  This prohibition applies to firearms openly carried and properly licensed 

concealed-carry firearms. 

 

B. The Town Manager may authorize, in writing, other qualified individuals to possess weapons 

on Town property for security purposes.  Employees have a right to store a lawfully 

possessed firearm and/or ammunition in a locked private motor vehicle. 

 

XVII. WORKPLACE SAFETY 

 

A. Each employee must work safely to protect themself, co-workers, and the property and 

equipment of the Town.  All employees are personally responsible for observing all stated 

and apparent safety practices, utilizing all personal protective equipment required for the job 

and using good judgement as it pertains to operations under their control. 

 

B. Employees shall report all accidents and safety hazards to their immediate supervisor within 

24-hours after an accident occurs, or a hazard is observed.  Employees must keep work areas 

clean and orderly, avoid engaging in horseplay and avoid distracting others, learn to lift and 

handle materials properly, and operate equipment and machinery in a safe and responsible 

manner. 

 

C. Supervisors shall properly attend to each accident or injury and provide the necessary 

information for proper care of injuries and insurance claims information to the individual 

designated for handling those situations. 

 

D. Disregard of safety rules, regulations, and “common sense” safety practices may result in 

disciplinary action, up to and including termination.  An employee who causes or contributes 

to a preventable accident is subject to disciplinary action.  An employee who is found to have 

been negligent shall be subject to disciplinary action up to and including dismissal. See 

Attachment 7: Personal Protective Equipment Procedures. 

 

XVIII. WORKPLACE EXPECTATIONS AND DISCIPLINE 

 

In most circumstances, employees perform at an acceptable or better level and demonstrate 

conduct that reflects credit upon themselves, their co-workers, and the Town of South Hill. 

When employees fail to conduct themselves in such a manner, it may become necessary to 

formally intervene to correct the behavior or end the employment relationship.  The Town 

supports developing and implementing solutions to problems as quickly and effectively as 

possible so that attention is focused on providing quality service to the citizens and creating a 

positive work environment for all. 

 

A. The Town distinguishes between misconduct and unsatisfactory performance, except for acts 

of gross negligence, by defining unsatisfactory performance as the failure to meet 

performance expectations.  Unsatisfactory performance is typically addressed through the 

Town’s performance management program, which identifies the specific actions required 

when an employee demonstrates overall unsatisfactory performance.  Misconduct is 

generally defined as intentional and/or willful disregard for the Town’s standards of conduct 
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and/or departmental rules.  Employee misconduct is typically addressed through a 

progressive discipline approach. 

 

B. A progressive discipline approach establishes a set of guidelines rather than fixed 

disciplinary requirements.  Progressive discipline encourages employees to become more 

productive and to adjust their behavior to Town expectations and standards.  In most cases, 

an employee will have the opportunity to correct problems before more serious disciplinary 

actions are necessary.  The type of disciplinary action is dependent upon the unacceptable 

behavior and the circumstances surrounding the behavior.  It is not necessary that a 

progression of disciplinary actions, from less stringent to more stringent, be followed.  The 

Town reserves the right to administer disciplinary action appropriate to the behavior and will 

consider the overall situation before a decision is made. 

 

C. The following actions describe the system established to address employee misconduct.  The 

Human Resources Department shall assist supervisors, managers, and employees in 

developing approaches to problems that first and foremost serve the Town’s interest and 

meet the overall policy objective.  A performance improvement plan may be substituted for 

disciplinary action or may be developed in conjunction with disciplinary action, based on the 

circumstances.  

 

1. VERBAL CONFERENCE: Supervisor or department head may discuss conduct in 

private with an employee, with the discretion of keeping notes, with no record generated 

for the personnel files. 

2. VERBAL WARNING: A conference will be held in private with the employee 

explaining the problem, and written documentation will be placed in the personnel file. 

3. INCIDENT REPORT: Supervisor or department head will complete a written Incident 

Report, which will be placed in the employee’s personnel file.  This action may be in 

conjunction with any other action. 

4. WRITTEN WARNING: Supervisor or department head will write a memo discussing the 

problem, expected resolutions, and time frame for the resolutions.  The memo will be 

discussed in a conference with the employee and placed in the employee’s personnel file. 

5. SUSPENSION: An employee may be suspended either with or without pay, in 

accordance with the rules of the Fair Labor Standards Act.  No employee shall be 

suspended without pay for a period longer than 2 weeks.  An employee suspended 

without pay will not accrue PTO (Personal Time Off) for the month in which the 

suspension without pay occurs.  A conference with the employee will be held prior to the 

suspension and will be documented.  The conference may be waived if circumstances 

require an immediate suspension, in which case the circumstances will be documented.  

Department heads have the authority to suspend employees after conferring with the 

Town Manager. 

6. INVOLUNTARY DEMOTION: Under certain circumstances the Town may demote an 

employee to a position in a lower grade.  This action will take place in accordance with 

applicable laws and regulations, and a conference will be held prior to the demotion.  A 

record of the conference will be made, along with the employee’s new position.  The 

Town Manager shall authorize demotions. 
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7. DISMISSAL: In a conference held prior to dismissal, the employee will be informed in 

writing of the reason for the dismissal.  The conference shall be documented.  The 

conference may be waived if circumstances require immediate dismissal, in which case a 

record of the events will be generated.  The Town Manager shall authorize all dismissals. 

 

D. Resignation while charges are pending to dismiss: An employee who wishes to resign from 

their position during the dismissal process may request to do so by submitting a letter of 

resignation to the department head.  The department head may accept the resignation or 

choose not to accept the resignation and proceed with the dismissal.  If a resignation is 

accepted in lieu of dismissal, appropriate documentation to that effect shall be included in the 

employee’s official personnel file.  The department head may elect to include additional 

information at his or her discretion. 

 

E. In the case of dismissals which take place during the employee’s introductory period, 

progressive discipline is not required, and the employee may be dismissed for a first instance 

of misconduct.  In these cases, the employee shall receive a letter notifying them of the 

separation and giving the reason(s) for the action. 

 

F. Actions Required for Suspension: Suspensions shall be expressed in working days and shall 

place the employee in non-pay, non-duty status.  A face-to-face meeting between the 

employee and the department head and/or Town Manager shall take place and the employee 

shall receive written notice of the intent to suspend, including the reasons for the proposed 

suspension in advance of the proposed suspension.  Employees shall be given an opportunity 

to respond either verbally or in writing to show cause why the action should not be taken.  

The employee’s response to the intended action does not constitute a grievance. The 

employee may be eligible to grieve should the action take place.  The employee shall receive 

a letter of final determination at least 24 hours prior to the onset of the suspension. 

 

G. Actions Required for Demotion for Cause: A face-to-face meeting between the employee and 

the department head and/or Town Manager shall take place and the employee shall receive 

written notice of the intent to demote, including the reasons for the proposed demotion, in 

advance of the proposed demotion.  The employee shall be given the opportunity to respond 

either verbally or in writing to explain why the action should not be taken.  The employee’s 

response to the intended action does not constitute a grievance.  The employee may be 

eligible to grieve should the action take place.  The employee shall receive a letter of final 

determination at least 24 hours prior to the effective date of demotion. 

 

H. Actions Required for Dismissal: A face-to-face meeting between the employee and the 

department head and/or Town Manager shall take place and the employee shall receive 

written notice of the intent to dismiss, including the reasons for the proposed dismissal, in 

advance of the proposed dismissal.  In cases where the department head feels the employee’s 

continued presence on the job during the notice period represents a hazard to himself or 

herself or others, adversely affects service delivery, morale or the image of the Town, the 

employee may be suspended from duty and placed on administrative leave, typically with 

pay, pending the proposed dismissal.  The employee shall be given the opportunity to 

respond either verbally or in writing to show cause why the action should not be taken.  The 
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employee’s response to the intended action does not constitute a grievance.  The employee 

may be eligible to grieve should the action take place.  The employee shall receive a letter of 

final determination at least 24 hours prior to the effective date of dismissal. 

 

Example: A department head completes an investigation and determines the intent to 

dismiss an employee for major misconduct.  Prior to the date of dismissal, the director, or 

designee, meets with the employee and provides the reasons for the intended dismissal.  

The employee is given a reasonable amount of time, usually one to three days, to respond 

to the reasons and provide information as to why he or she should not be dismissed.  The 

director considers the response and makes a final determination to dismiss or take another 

action in lieu of dismissal.  The director does not have to wait a full five days if the 

employee’s response is completed within a shorter timeframe.  The director provides the 

employee with a written determination at least 24 hours prior to the actual dismissal. 

 

I. Examples of employee unacceptable behavior and misconduct are outlined below.  The list is 

not all-inclusive nor in order of severity and is a guideline to illustrate unacceptable behavior 

and misconduct and to help supervisors, managers and department heads administer 

discipline in a fair and consistent manner.  The specific circumstances of each case shall be 

considered prior to determining appropriate action. 

 

J. Examples of unacceptable behavior and misconduct: 

1. Violation of the Code of Conduct.  

2. Harassment, Bullying, Fighting or attempting bodily injury to another employee on Town 

property or in the performance of Town duties including engaging in horseplay or 

practical jokes. 

3. Failure to report an accident or injury involving work or use of a Town vehicle or 

equipment within 24-hours. 

4. Unauthorized Absence including failure to report to work or tardiness without proper 

notice, leaving work area, walking off job, or leaving work site without authorization of 

supervisor. 

5. Removal of any Town equipment or material from Town property without permission of 

the Town Manager or department head. 

6. Improper use of time clock, failure to punch in or out, or punching in or out for another 

employee. 

7. Safety violations such as disregarding safety rules and practices, careless or reckless 

driving, failure to wear personal protective equipment, or use of equipment in an unsafe 

manner. 

8. Conviction in a court of law of any offense which makes the employee’s background 

incompatible with Town employment. 

9. Falsifying any Town record or revealing Town information of a confidential nature to 

unauthorized persons. 

10. Refusal to carry out legitimate assignments and instructions as ordered by the supervisor 

including insubordination. 

11. Stealing, willfully damaging, or maliciously hiding any property of another employee of 

the Town. 
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12. Immoral or indecent conduct on Town property or in the performance of Town work or 

services. 

13. Consumption, impairment, or selling of alcohol, marijuana, or controlled substances on 

Town property or during work hours. 

14. Violation of the Weapons policy. 

15. Sleeping or habitual loafing on the job during working hours. 

16. Off-duty misconduct of such major significance that the employee is unable to fulfill job 

responsibilities or there is a significant adverse impact on Town operations. 
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CHAPTER EIGHT - GRIEVANCE PROCEDURE 
 

I. GENERAL INFORMATION  

 

Employees are encouraged to resolve problems and complaints through informal means by 

discussing concerns with their immediate supervisors and upper management.  However, to the 

extent such concerns cannot be resolved informally, the Town has a grievance procedure that 

affords an immediate and fair method for the resolution of disputes which may arise between the 

Town and its employees.  In compliance with Section 15.2-1506 and 1507 of the Code of 

Virginia, the Town of South Hill establishes the following procedures for the hearings of 

grievances of eligible Town employees. 

 

II. COVERAGE OF PERSONNEL 

 

A. All non-introductory full-time and part-time employees are eligible to file grievances with 

the following exceptions: 

 

1. Appointees of Town Council. 

2. Deputies and executive assistants to the Town Manager. 

3. Key officials of the Town i.e., the head of any Town department and their equivalents.  

4. Employees whose terms of employment are limited by law. 

5. Temporary, limited term and seasonal employees. 

6. Law Enforcement Officers covered by the Law-Enforcement Officers Procedural 

Guarantee Act, Chapter 5, Sections 9.1-500 through 9.1-507 of Title 9.1 of the Code of 

Virginia who have elected to proceed pursuant to those provisions in the resolution of 

their grievance. 

 

B. The Town Manager shall determine the officers and employees excluded from the grievance 

procedure and shall maintain an up-to-date list of the excepted positions. 

 

III. DEFINITION OF GRIEVANCE 

 

A grievance is a complaint or dispute relative to an employee’s employment including: 

 

1. Formal disciplinary actions, including disciplinary demotions, transfers and assignments, 

suspensions, and dismissals provided that such dismissals result from formal disciplinary 

action or unsatisfactory job performance. 

2. Concerns regarding the application of written personnel policies, procedures, rules and 

regulations. 

3. Complaints of discrimination based on race, color, sex, religion, age, national origin, 

disability, pregnancy/childbirth or related medical conditions, marital status, sexual 

orientation, gender identity, political affiliation, or military/veteran status. 

4. Acts of retaliation as the result of the use or participation in the grievance procedure or 

because the employee has complied with any federal or state law, has reported any 

violation of such law to a governmental authority, has sought any change in law before 

the Congress of the United States or the General Assembly, or has reported an incident of 
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fraud, abuse or gross mismanagement.  For purposes of this section, there shall be a 

rebuttable presumption that increasing the penalty that is the subject to the grievance at 

any level of the grievance shall be an act of retaliation. 

 

IV. NON-GRIEVABLE MATTERS 

 

A. The Town shall retain the exclusive right to manage the affairs and operations of the Town.  

Accordingly, the following complaints are non-grievable: 

 

1. Establishment and revision of wages or salaries, position classifications, or benefits. 

2. Work activity accepted by the employee as a condition of employment or work activity 

which may reasonably be expected to be a part of the job content. 

3. The contents of ordinances, statutes, or established personnel policies, procedures, rules, 

and regulations. 

4. Failure to promote except where the employee can show that established promotional 

policies or procedures were not followed or applied fairly. 

5. The methods, means, and personnel by which such work activities are to be carried on. 

6. Termination, layoff, demotion, or suspension from duties because of lack of work, 

reduction in workforce, or job abolition, except where such action affects an employee 

who has been reinstated within the previous six (6) months as the result of the final 

determination of a grievance.  In any grievance brought under this exception, the action 

will be upheld upon a showing by the Town that (i) there was a valid business reason for 

the action and (ii) the employee was notified of the reason in writing prior to the effective 

date of the action. 

7. The hiring, promotion, transfer, assignment, and retention of employees within the Town. 

8. The relief of employees from duties of the Town in emergencies. 

9. Voluntary resignation. 

10. Counseling sessions and/or counseling memo. 

 

V. DETERMINATION OF GRIEVABILITY 

 

A. Decisions regarding whether a matter is grievable, including questions of access to the 

procedure, shall be made by the Town Manager at the request of the Town or the grievant.  

The issues of grievability may be raised at any step of the procedure prior to the final 

hearing, but once raised, the issue shall be resolved before further processing of the 

grievance.  The issue of grievability must be resolved prior to the final step hearing or it shall 

be deemed to have been waived.  The decision on grievability shall be made within ten (10) 

calendar days of the request.  The Town Manager shall provide a written ruling about 

grievability and access to the grievant. 

 

B. Decisions of the Town Manager may be appealed to the Mecklenburg County Circuit Court 

for a hearing on the issue of grievability and access.  Proceedings for review of the decision 

of the Town Manager shall be instituted by filing a notice of appeal with the Town Manager 

within ten (10) calendar days from the date of receipt of the decision and giving a copy 

thereof to all other parties.  Within ten (10) calendar days thereafter, the Town Manager shall 

transmit to the Clerk of the Circuit Court a copy of the decision of the Town Manager, a copy 
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of the notice of appeal, and the exhibits.  A list of the evidence furnished to the Court shall 

also be furnished to the grievant.  The failure of the Town Manager to transmit the record 

shall not prejudice the rights of the grievant.  The Court, on motion of the grievant, may issue 

a writ of certiorari requiring the Town Manager to transmit the record on or before a certain 

date. 

 

C. The Court shall hear and decide the appeal within the time frames established by Virginia 

Code § 15.2-1507, as amended.  The Court may affirm the decision of the Town Manager or 

may revise or modify the decision.  The decision of the Court is final and not appealable. 

 

D. The classification of a complaint as “nongrievable” shall not be construed to restrict any 

employee's right to seek or management's responsibility to provide administrative review of 

complaints outside the scope of this grievance procedure. 

 

VI. PROCEDURE  

 

A grievance shall be processed in the following manner: 

 

Step 1 – Supervisor Level 

An employee who has a grievance shall orally present their initial complaint to their 

immediate supervisor within 20 calendar days either after the event giving rise to the 

grievance or the time when the employee reasonably should have known of its occurrence.  

This first step is intended to provide for an informal processing of employee complaints by 

the immediate supervisor through a non-written, discussion format.  The immediate 

supervisor shall have the authority to resolve the complaint if it involves actions within their 

control.  A decision regarding resolution of the grievance by the immediate supervisor shall 

be reached and communicated, in writing, to the grievant within ten (10) calendar days of the 

immediate supervisor’s Step 1 discussion with the grievant.  If the immediate supervisor is 

the Department Head, the grievant shall skip to Step 2 using Step 1 time limits. 

 

Step 2 – Department Head Level 

If the grievant is not satisfied with and does not accept the Step 1 response, or if the 

immediate supervisor fails to respond within the required time frame, the grievant may 

advance to Step 2 of this procedure.  The grievant advances to Step 2 by reducing the 

grievance to writing on a Grievance Form and filing the completed form with the immediate 

supervisors within ten (10) calendar days of receipt of the supervisor’s response or the 

deadline for that response, whichever occurs first.  The written statement must specify the 

alleged wrongful act on which the grievance is based and the resultant harm.  The written 

statement must also include the description of the relief that the grievant is seeking through 

the use of the grievance procedure.  Once the grievance has been reduced to such written 

statement, challenges to additional management actions or omissions cannot be added. 

 

The immediate supervisor shall forward a copy of the Grievance Form immediately to the 

affected Department Head with a copy to the Human Resources Manager.  Upon receipt of 

the Grievance Form, the Department Head shall meet with the employee within five (5) 

workdays of receipt of the Grievance Form.  The persons present at this meeting may include 
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the grievant, the Department Head, appropriate witnesses, and the Human Resources 

Manager.  Witnesses shall be present only while actually providing information concerning 

the grievance. 

 

The Department Head shall give the employee a second step response in writing on the Town 

Employee Grievance Form within five (5) workdays following the date of the meeting.  A 

copy of the response shall be forwarded to the Human Resources Manager. 

 

Step 3 – Town Manager Level 

If the grievant is not satisfied with and does not accept the Step 2 written response, or if the 

Department Head fails to respond within the required time frame, the grievant may advance 

to Step 3.  The grievant advances to Step 3 by completing the appropriate Grievance Form 

within 5 business days after receipt of the Department Head’s response or the deadline for 

that response, whichever occurs first.  Such grievance shall include a description of the 

complaint or dispute which constitutes the grievance, the reasons for rejecting the Step 2 

response, and the specific relief which the grievant expects to obtain. 

 

The Town Manager shall meet with the grievant within 5 days of receipt of the Grievance 

Form.  The grievant may have one representative of his choice present at this meeting.  If 

such representative is an attorney, the Town Attorney may also be present. Witnesses shall be 

present only while providing testimony.  The Town Manager shall render a written response 

to the grievance within five (5) calendar days following the meeting.   

 

Step 4 – Grievance Hearing 

If the grievant is not satisfied with and does not accept the Step 3 written response, or if the 

Town Manager fails to respond within the required time frame, the grievant may advance to    

Step 4 of this procedure.  The grievant advances to Step 4 by completing the appropriate 

Grievance Form and forwarding the completed form to the Human Resources Manager 

within ten (10) calendar days of receipt of the Step 3 response or the deadline for that 

response, whichever occurs first.  

 

The Town Manager shall contact the Executive Secretary of the Supreme Court of Virginia 

to request the appointment of an administrative hearing officer.  The appointment shall be 

made from the list of administrative hearing officers maintained by the Executive Secretary 

pursuant to Va. Code § 2.2-4024 and shall be made from the appropriate geographical region 

on a rotation basis. 

 

The date of the final hearing shall be established according to the availability of the hearing 

officer, the Town Manager, the grievant, and their respective counsel, if any, and shall be set 

as soon as practicable.  The hearing officer shall hold a pre-hearing meeting with the Town 

Manager and the grievant, and their respective counsel, if any, to plan for the final hearing 

and address procedural and pre-hearing matters.  The Town Manager shall provide the 

hearing officer and the grievant with copies of the grievance record at least ten (10) days 

prior to the scheduled final hearing.  The grievant and/or the grievant’s attorney, at least ten 

(10) days prior to the scheduled final hearing, shall be allowed access to and copies of all 

relevant files intended to be used in the grievance proceeding.  Documents, exhibits, and lists 
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of witnesses shall be exchanged between the parties at least ten (10) days in advance of the 

final hearing. 

 

VII. GRIEVANCE HEARING PROCEDURES 

 

The hearing officer is charged with the responsibility of interpreting the application of appropriate 

government policies and procedures in the case.  The hearing officer does not have the prerogative 

or authority to formulate new policies or procedures or to alter existing policies or procedures nor 

to direct subsequent action of management when the hearing officer determines that the action of 

management grieved was inappropriate.  The conduct of the final hearing is as follows:  

A. The hearing officer determines the propriety of attendance at the hearing of persons not 

having a direct interest in the hearing, and, at the request of either party, the hearing shall 

be private. 

B. The hearing officer may at the beginning of the hearing ask for statements clarifying the 

issues involved.  

C. Exhibits, when offered, may be received in evidence by the hearing officer, and when so 

received, are marked and made part of the record.  

D. In matters concerning the grievant’s discharge or other disciplinary action, the Town shall 

present its evidence and witnesses first.  In all other matters, the grievant shall present the 

grievant’s evidence and witnesses first.  All witnesses shall submit to questions or other 

examination or cross-examination.  The hearing officer may, at its discretion, vary this 

procedure but must afford full and equal opportunity to all parties and witnesses for 

presentation of any material or relevant proofs.  

E. The parties may offer evidence and shall produce such additional evidence as the hearing 

officer may deem necessary to an understanding and determination of the dispute.  The 

hearing officer is the judge of relevancy and materiality of the evidence offered.  The 

hearing officer has the authority to determine the admissibility of evidence, without regard 

to the burden of proof or the rules of evidence.  All evidence shall be presented in the 

presence of the hearing officer and the parties, except by mutual consent of the parties.  

Documents, exhibits, and lists of witnesses shall be exchanged between the parties a 

minimum of ten (10) working days in advance of the hearing.  Hearings are not intended 

to be conducted like proceedings in courts.  

F. The hearing officer shall specifically inquire of all parties whether they have any further 

proofs to offer or witnesses to be heard.  Upon receiving negative replies, the hearing 

officer shall declare the hearing closed.  

G. The hearing may be reopened by the hearing officer on its own motion or upon application 

of a party for good cause shown at any time before a decision is made.  

H. The decision of the hearing officer shall be provided in writing to all parties within thirty 

(30) days of the final hearing unless the parties agree otherwise.  The decision of the 
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hearing officer, acting within the scope of the hearing officer’s authority, is final and 

binding in all its determinations, and shall be consistent with existing policies, procedures, 

and law.  

I. Any relief granted by the hearing officer shall not be final if the Town Manager, or 

designee, determines that the relief granted is not consistent with written policy of the 

Town.   

J. Either party may petition the circuit court for an order requiring the implementation of the 

decision of the hearing officer.  The decision shall be filed in writing by the hearing officer 

with the Town Manager not later than ten (10) working days after completion of the 

hearing, unless an extension of time is agreed to by the Town and the grievant.  Copies of 

the decision shall be transmitted to the employee and to the employee's supervisor by the 

Town Manager within five (5) working days after the Town Manager receives it. 

VIII. ADDITIONAL PROVISIONS 

 

A. Time frames may be extended by mutual agreement of the Town and the grievant. 

 

B. After the initial filing of a written grievance, failure of either party to comply with all 

substantial procedural requirements of the grievance procedure without just cause shall result 

in a decision in favor of the other party on any grievable issue, provided the party not in 

compliance fails to correct the noncompliance within 5 workdays of receipt of written 

notification by the other party of the compliance violation.  Such written notification by the 

grievant shall be made to the Town Manager. 

 

C. The Town Manager may require a clear written explanation of the basis for just cause 

extensions or exceptions.  The Town Manager shall determine compliance issues.  

Compliance determinations made by the Town Manager shall be subject to judicial review by 

filing a petition with the circuit court within 30 days of the compliance determination. 

 

D. All time frames refer to calendar days unless specifically stated otherwise.  In the event the 

last day of any time frame falls on a Saturday, Sunday, holiday observed by the Town or a 

day the Town offices are closed, the time frame shall be extended until the next day the 

Town offices are open. 
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Town of South Hill 

Grievance Step Waiver Form 

 
 

Name ____________________________ Current Date ________________ 

 

Department _______________________ Supervisor __________________ 

 

Action Being Grieved________________ Date of Action _______________ 

 

I wish to waive the following step(s) of the Grievance Procedure: 

 

□ First Step (Immediate Supervisor) 

 

□ Second Step (Department Director) 

 

□ Third Step (Town Manager/Police Chief) 

 

I wish to waive the above step(s) for the following reason(s):   

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

 

 

________________________________ 

Employee Signature 

 

 

□ Approved   □ Not Approved 

 

 

___________________________________   _______________ 

Town Manager Signature     Date 
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Employee Grievance Form 
STEP 2: Department Head Level 

To advance your grievance to Step 2, you must submit this completed form to the  
Department Head within 10 workdays of receipt of the Step 1 decision. 

Grievant’s Name (please print) Department 

Mailing Address Date of Occurrence Prompting Grievance __/__/__ 

Phone Date Step 1 Response Received __/__/__  

Grievant’s Signature Date  __/__/__ 

Explain in your own words the nature of your grievance and the event(s) which prompted your original 

complaint. 

 

 

 

Please describe the specific relief (remedy) you are seeking. 

 

 

 

 

Department Head’s Response. 

 

 

 

Grievant’s additional information attached    Yes  No 

Department Head’s additional information attached    Yes  No 

Department Head’s Signature______________________________   Date _____________ 

Please explain why the Step 1 response is unacceptable to you. 
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Employee Grievance Form 
STEP 3: Town Manager Level 

To advance your grievance to Step 3, you must submit this completed form to the  
Town Manager within 5 workdays of receipt of the Step 2 decision. 

 

Please explain why the Step 2 response is unacceptable to you. 

 

 

 

 

Please re-state the specific relief (remedy) you are seeking. 

 

 

 

 

Representative’s Name (if applicable) _______________ Is the representative an attorney?  Yes   No           

 

Grievant’s additional information attached:    Yes    No 

 

Town Manager Response 

 

 

 

 

Town Manager additional information attached:    Yes  No 

Town Manager Signature ________________________   Date __________ 

Grievant’s Name (please print) Department 

Mailing Address 
Date of Occurrence Prompting Grievance 

__/__/__  

Phone Date Step 2 Response Received __/__/__  

Grievant’s Signature   Date __/__/__ 
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Employee Grievance Form 
STEP 4: Panel Hearing  

To advance your grievance to Step 4, you must submit this completed form to the  
Human Resources Manager within 10 workdays of receipt of the Step 3 decision. 

 

Please explain why the Step 3 response is unacceptable to you. 

 

 

Please re-state the specific relief (remedy) you are seeking. 

 

 

Representative’s Name (if applicable) _______________ Is the representative an attorney?  Yes   No           

 

(For Human Resources Use Only) 

Panel Members: Grievant’s Appointed Member 

 Town’s Appointed Member 

 Panel Chair 

 

 

 

Grievant’s Name (please print) Department 

Mailing Address 
Date of Occurrence Prompting Grievance 

__/__/__  

Phone Date Step 3 Response Received __/__/__  

Grievant’s Signature  Date __/__/__ 

Panel Response – Final and Binding 

 

 

 

Grievant’s Appointed Member Signature 

 

 

 

Town’s Appointed Member Signature 

 
Panel Chair Signature 
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ATTACHMENT 1: GLOSSARY OF TERMS 

 

Acting Appointment: When an employee is assigned temporary performance duties of a higher 

vacant position. 

 

Administrative Pay Increase: An increase to employees displaying outstanding performance 

review or new duties that do not qualify for reclassification. 

 

Administrative Workweek: The seven-calendar day work week designated by the Town for the 

purpose of administering the Fair Labor Standards Act 

 

Age Discrimination in Employment Act (ADEA): The federal law prohibits employment 

discrimination against persons forty years of age or older.  

 

Americans with Disabilities Act (ADA): The federal law that prohibits discrimination against 

people with disability in everyday activities. 

 

At-Will Employment: Law doctrine that defines an employment relationship in which either 

party can break the relationship with no liability and without notice for any non-discriminatory 

reason.  Either party may terminate the employment at any time, for any cause or for no cause at 

all. 

 

Bereavement Leave: Paid time off granted to employees upon the death of the spouse, child, 

parent, siblings, grandparent/child, spouse’s parent/sibling, or person for whom the employee is 

the legal guardian, and equivalent step-relations. 

 

Call Back: A situation where an employee is off duty and is called to return to work to deliver 

services required to protect the safety, security and/or well-being of the community. 

 

Civil Leave: Leave for participation in non-work-related required legal processes.  

 

Classification: The assignment of a full- or part-time position on the Town’s pay plan to a pay 

grade or pay band based on an assessment of the duties, the scope and nature of work, the degree 

of responsibility and the relevant labor market. 

 

Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA): A federal Act that 

mandates that the Town offer continued health care coverage for employees enrolled in the 

benefit plan for a certain number of months (usually 18) after they suffer a loss of health care 

benefits. 

 

Code of Conduct: Set of ethics, principles and/or standards governing the conduct of individuals 

within the organization. 

 

Compensatory Time: The practice of awarding paid time off at one and a half hour for every 

hour worked over 40 hours in a designated workweek, or the designated hours in the work cycle 

for employees governed by 207k exemption of the FLSA, instead of overtime pay. 
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Conflict of Interest: An actual or potential conflict occurs when an employee is in a position to 

influence a decision that may result in a personal or professional gain for that employee or for a 

relative as a result of the Town’s business dealings. 

 

Demotion: Movement of an employee either voluntarily or involuntarily to a position in a lower 

pay grade and pay range. 

 

Department Director: Employee responsible for the management and oversight of a Town 

Department and the work of assigned employees, including discipline, hiring and dismissal 

recommendations, as well as the operational, financial, and staffing needs of the Department. 

 

Direct Deposit: The electronic method to deposit employees’ pay directly into the financial 

institution of their choice. 

 

Discipline: Action taken when an employee has not met the standards of conduct or Town rules 

ranging from verbal reprimand to dismissal depending on the severity of the employee’s 

unsatisfactory work performance or misconduct. 

 

Dismissal: An involuntary separation of an individual’s employment initiated by the Town. 

 

Disregard of Public Trust: Actions or conduct during or off working hours, which could impair 

the public’s confidence or trust in the mission or operation of the Town. 

 

Dress Code: Appearance and work clothing standards that ensure compliance with departmental 

expectations and ensure the safety of the employee and department operations. 

 

Drug and Alcohol-Free Workplace: Standards and regulations that protect the safety of the 

employees and citizens of the Town.  The policy establishes the expectations of all employees 

and the rules for drug and alcohol testing including but not limited to Department of 

Transportation requirements, safety sensitive positions, reasonable cause, random testing, and 

post-accident. 

 

Emergency Personnel: Employees who hold certain positions that provide necessary health, 

safety, and emergency Town services, regardless of adverse conditions. 

 

Employee: An individual who, in consideration of wages or salary for the benefit and under the 

control of the Town, is compensated through the Town payroll. 

 

Employee Assistance Program (EAP): Benefit for employees that offers confidential 

assessment, counseling services, referrals and follow-up services to employees and family 

members who have personal and/or work-related problems. 

 

Equal Employment Opportunity (EEO): Practices governed by state and federal law that 

protect an applicant or employee from discrimination based on race, color, religion, sex, 

pregnancy, childbirth, and related medical conditions, gender identity, sexual orientation, 

national origin, disability, age, marital status, military and veteran status, or genetic information. 
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Exempt Employee: Employee who is employed in a position that is exempt from overtime pay 

due to their status as a bona fide executive, administrative, professional or computer employee 

according to Section 13(a)(1) of the Fair Labor Standards Act and payment on a salary basis. 

 

Fair Labor Standards Act (FLSA): Federal law that establishes minimum wage, overtime pay, 

recordkeeping and child labor standards affecting full-time and part-time workers in the private 

sector and in federal, state and local governments. 

 

Family Medical Leave Act (FMLA): Federal law that provides job-protected, leave for eligible 

employees upon a qualifying event.  The Act protects the employee’s job while on FMLA leave, 

maintains their access to health benefits, and makes it unlawful to retaliate or discriminate for 

taking FMLA leave. 

 

FMLA Qualifying Events: Situations that qualify an employee to use Family Medical Leave 

include the birth of a child, adoption or placement of a foster child, care for an immediate family 

member i.e., parent, spouse or child, with a serious health condition, the employee is unable to 

work due to a serious health condition, care for a military family member injured in the line of 

duty, or a qualifying exigency for certain reasons related to a family member’s foreign 

deployment. 

 

Flexible Spending Account (FSA): A voluntary benefit that allows the employee to set aside a 

portion of their pay to be reimbursed for health care expenses, child or elder care expenses, and 

transportation expenses on a pretax basis. 

 

Freedom of Information Act (FOIA): § 2.2-3700 et seq. of the Code of Virginia, which 

guarantees Virginia citizens, including representatives of the media, access to public records held 

by public bodies, public officials, and public employees.  Public records are any writing or 

recording, regardless of format that is prepared or owned by, or in the possession of, a public 

body or its officers, employees or agents in the transaction of public business. All public records 

are presumed to be open, and may only be withheld if a specific, statutory exemption applies. 

 

General Wage Increase: Simultaneous increase of pay normally given to all employees at the 

beginning of the fiscal year. 

 

Grievance: An employee’s dissatisfaction with an employment action, application of Town 

policy or workplace conditions. 

 

Grievance Procedures: A formal process for resolution of an employee’s dissatisfaction with 

eligible employment actions or perceived misapplication of rules and regulations. The Grievance 

Procedures adhere to §§ 15.2-1506 and 15.2-1507 of the Code of Virginia. 

 

Harassment: Harassment is unwelcome verbal and/or physical conduct that is based on race, 

color, religion, sex, sexual orientation, gender identity or pregnancy, childbirth or related 

medical conditions (including lactation), national origin, age, disability, military status, status as 

a veteran, marital status, genetic information or other class protected against discrimination 

https://law.lis.virginia.gov/vacode/22.1-16/
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under Federal or State law.  Harassment becomes unlawful where enduring the offensive conduct 

becomes a condition of continued employment or the conduct is severe or pervasive enough to 

interfere with work performance or creates an intimidating, hostile, or abusive environment. 

 

Health Insurance Portability and Accountability Act (HIPAA): The federal law that requires 

confidentiality of employees’ protected health information and prohibits discrimination against 

employees and dependents based on their health status. 

 

Holidays: Days designated by the Town of South Hill as official days off with pay to observe a 

holiday. 

 

Inclement Weather: Delays or disruption caused by conditions that, in the Town’s opinion, 

make performance of the services and/or operation potentially unsafe or potentially hazardous. 

 

Interactive Discussion: An informal dialogue that clarifies individual needs and appropriate 

reasonable accommodation, following an employee’s request for accommodation due to 

disability, pregnancy, or other limitation. 

 

Introductory Period: A 6-month period of employment that allows the employee an 

opportunity to learn and grow in their knowledge of the Town’s operations, mission, practices 

and culture.  This time provides the Town an opportunity to determine if the employee is suited 

for employment with the Town and able to satisfactorily perform the duties of the position. 

Lateral Transfer: Movement from one job to another in the same pay grade. 

 

Leave Without Pay (LWOP): An approved leave status when an employee has exhausted paid 

leave to cover the absence or to document a disciplinary suspension from duty and pay. 

 

Merit System: Employment actions based on qualification and competences, rather than favor, 

seniority or other unrelated factors. 

 

Military Leave: Absence from work due to the performance of military duty on a commission 

or non-commission status on a voluntary or involuntary basis in a uniformed service capacity. 

Military leave is administered according to Title 10 and 32 of the United States Code and by VA 

Code §§ 44-93 – 44-93.1. 

 

Misconduct: Conduct or behavior by an employee that is inconsistent with Federal, State, or 

Town standards for which specific corrective or disciplinary action is warranted. 

 

Non-Exempt Employee: Employee who is employed in a position that is paid on an hourly 

basis and eligible for overtime compensation according to the Fair Labor Standards Act. 

 

Open Enrollment: The designated period when employees can enroll in or make changes to 

their health insurance or other benefit plans. 
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Overtime Pay: Pay at a rate of time and a half (1½) the employees’ regular rate of pay for all 

hours spent in the performance of assigned duties over 40 hours in a designated workweek or the 

designated hours in the work cycle for employees governed by 407k exemption of the FLSA. 

 

Patient Protection and Affordable Care Act: (PPACA): Health care reform law with the 

primary goals of making affordable health insurance available to more people, expanding the 

Medicaid program and supporting innovative medical care delivery methods designed to lower 

the costs of health care generally. 

 

Pay Plan: An administrative structure that provides pay grades and ranges to which each 

position is assigned.  Assignment to a pay grade is based on the work duties assigned to the 

position, and the relevant labor market. 

 

Personal Time Off (PTO): A benefit that provides pay for approved absences during regularly 

scheduled work hours. 

 

Pregnant Workers Fairness Act (PWFA): The federal law that requires reasonable 

accommodation to an employee’s know limitation related to pregnancy, childbirth, or related 

medical conditions, unless the accommodation causes the employer an undue hardship. 

 

Pre-Tax Deductions: Approved amounts, typically contributions for insurance premiums and 

other benefits, withheld from an employee’s gross pay before income taxes are calculated and 

withheld. 

 

Productive Time: Actual time spent in the performance of the assigned job duties. 

 

Promotion: Movement of an employee to a position in a higher pay grade and salary range. 

 

Reasonable Accommodation: A modification or adjustment to a job, work environment, or the 

hiring process that enables an individual with a disability to have equal opportunity in hiring and 

enables a qualified individual with a disability to perform the essential functions of a job. 

 

Reclassification: The reassignment of a position from one pay grade to another resulting 

from a formal job review. Reclassification may be the result of a significant change in the 

duties and responsibilities of a position, structural changes, a change in the needs of the 

organization or other similar situations. 

 

Recruitment: The process of advertising, accepting applications and filling an open position 

where the comparison and evaluation of credentials are used to screen and select an individual 

for employment.   

 

Reduction in Force (RIF): A temporary or indefinite reduction in the workforce due to 

economic conditions, technological changes, lack of work, or other appropriate reasons, initiated 

by the Town and usually through no fault of the employee. 

 

Resignation: Voluntary separation initiated by an employee who chooses to leave employment. 
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Rules of Conduct: Individual behavior that is exemplified by, but not limited to, any offense 

during or off working hours that could have an adverse effect on the Town’s operation. 

 

Salary Range: The minimum and maximum pay amounts that can be given to an employee in a 

specific job classification. 

 

Solicitation: Any form of requesting money, support or participation for products, groups, 

organizations or causes that are unrelated to the Town. 

 

Stand By: Time that a designated, non-exempt employee must remain available to report to work 

during off-duty hours and is not unduly restricted in his or her freedom to conduct personal 

business. An employee on stand-by is not required to remain at work or home and is free to 

engage in personal pursuits, with the understanding that they must be available to respond and 

report to work if necessary. 

 

Starting Pay: The pay offered to an individual when they begin employment with the Town. 

 

Supervisor: An employee who has the responsibility for directing and evaluating the work of 

other employees. 

 

Unauthorized Absence: Any absence from the job during a scheduled work period without 

approval from the employee’s immediate supervisor, or when an employee does not follow the 

proper request or verification procedure for an absence, is considered an unauthorized absence 

and is subject to disciplinary action up to and including dismissal. 

 

Uniformed Services Employment and Reemployment Rights Act (USERRA): The federal 

law that protects military service members and veterans from employment discrimination based 

on their service and allows them to regain their civilian jobs following a period of uniformed 

service. 

 

Virginia Retirement System (VRS): State of Virginia pension system of which the Town is a 

member. The program is administered by the State of Virginia and the Town of South Hill 

complies with all VRS regulations set forth by the legislature. The cost of VRS is shared by the 

Town and the employee.  Detailed information can be found at http://www.varetire.org. 

 

Whistleblower: A current or former employee who witnesses or has evidence of wrongdoing 

or abuse and who makes or demonstrates by clear and convincing evidence that they are about 

to make a good faith report of, or testifies or is about to testify to, the wrongdoing or abuse to 

an appropriate authority. 

 

Whistleblower Protection: State protection against discharge, threats, discrimination or 

retaliation against a whistleblower. 

 

Workplace Violence: Any act that threatens the safety of an employee, visitor or customer, 

affects the health, life or well-being of an employee, visitor or customer or results in damage to 



Town of South Hill Employment Policies and Procedures 

 

77 

 

Town or customer property. 

 

Workweek: The official workweek established by the Town for all employees.  Certain 

exceptions, such as in public safety, may be established for continuity of operations. 

 

Workers’ Compensation: State governed insurance that provides cash benefits and/or medical 

care for workers who are injured or become ill as a direct result of their job.  The Workers’ 

Compensation insurance carrier must determine the injury/illness to be “compensable” before 

any benefits are received by the employee.
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ATTACHMENT 2: EMPLOYEE TRAVEL REIMBURSEMENT PROCEDURES 

 

Out-of-pocket expenses incurred by an employee will be reimbursed provided the employee 

submits the appropriate form, has valid, original receipts, and the expenses have been authorized 

in advance by the Department Head.  Reimbursement shall follow the Meals, Lodging, and 

Transportation policy adopted by the Town as follows: 

 

A. All travel must be approved in advance by the Department Head. 

 

B. Employees must submit a Travel Expense Voucher to the Department Head.  This voucher 

should include: 

1. Destination/Purpose of Trip. 

2. Beginning and Ending Dates. 

3. Full Amount of any travel advance, including: 

a. Number of nights of lodging and estimated costs; 

b. Number of Meals and estimated costs (not to exceed the approved allowances); 

c. Type of Transportation; 

d. Name and relationship of any non-employee accompanying the employee on the trip; 

and 

e. Signature. 

 

C. The Department Head, upon receipt and approval of request for an advance, should obtain a 

Purchase Order, which will be attached to the Travel Expense Voucher for processing.  This 

Purchase Order and the Travel Expense Voucher should be submitted to the Finance Director 

no later than 2:00 p.m. on the Wednesday prior to the Friday preceding the departure date. 

 

D. Meal Allowances: 

1. Meals are not provided/reimbursed for one-day events. 

2. When eligible, the maximum allowance for meals will follow the current IRS guidelines.  

Location specific rates can be found at www.gsa.gov/perdiem. 

3. When two or more employees are traveling together, if the more senior employee has a 

Town Credit Card, then he/she should take responsibility for paying for the meals and 

submitting receipts for reimbursement.   

4. Receipts are required for reimbursement of meal expenses.  If any meal in conjunction 

with a convention or conference exceeds the per diem meal allowance, that meal will be 

reimbursed provided that a receipt or conference literature is submitted with the Travel 

Expense Voucher. 

5. If meal costs are included with any convention, conference or seminar fees, then that 

meal is deducted from the allowance cited above. 

6. Requests for reimbursement must be submitted no less than five workdays following the 

return to work of the employee. 

7. Consumption of alcohol while on Town time is strictly prohibited.  Alcohol purchases 

while traveling on Town business will not be reimbursed. 
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E. Lodging Allowances: 

1. Lodging expenses are limited to the actual cost of the room, provided that the employee 

seeks reasonably priced lodging, subject to approval by the Department Head or Town 

Manager.  For single-day events, lodging will not be approved for events that are less 

than two hours travel time between the Town and the event site. 

2. Employees sharing a room with a non-employee will be reimbursed at the single 

occupancy rate. 

3. Any personal entertainment purchased (e.g., in-room movies, etc.) will not be 

reimbursed. 

 

F. Transportation Allowances: 

1. The Town will pay reasonable transportation fees in advance to the travel agency, carrier 

or employee.  Employees must provide receipt, ticket stub, or similar documentation. 

2. Any cancellations to pre-paid travel should be reported as soon as possible. 

3. Travel by personal vehicle, if approved, will be reimbursed at the IRS rate in effect at the 

time of the travel. 

4. Mileage from the Town will be calculated using applications such as Apple or Google 

Maps. 

5. Other reasonable mileage is allowed in lieu of taxi fare for travel to and from restaurants, 

etc. at the destination point.  This is not to exceed five miles per day without prior 

approval from the Town Manager. 

6. Parking expenses for parking decks in major cities will be reimbursed by the Town, 

regardless of whether the vehicle used is personal or Town-owned.  A receipt must be 

provided.  For metered parking, a report of the time spent at the meter and the meter rate 

must be included with the Travel Expense Voucher. 

 

G. Reimbursement Procedures: 

1. Employees have five workdays to submit all travel receipts and other documentation 

necessary to complete the Travel Expense Voucher on file.  The employee will receive 

reimbursement within five days of submittal of all necessary documentation.  Employees 

who owe a refund to the Town for advances greater than travel expenses will be required 

to submit this refund within five workdays following the submittal of the travel 

documentation. 

2. Compensation for Travel Time for Non-Exempt Employees: Per the Requirements of the 

U.S. Department of Labor, non-exempt employees traveling to and from out-of-town 

sites are paid for travel time for the amount of time spent in travel that exceeds the 

amount of time the employee spends in normal journey to work.  This limitation only 

applies to employees who leave for training from their home, as opposed to leaving from 

the work site.  Example: An employee of the Wastewater Treatment Plant who lives in 

Boydton usually takes twenty minutes to travel to work.  To travel to Emporia for a 

seminar the employee spends one hour and twenty minutes traveling to the seminar.  The 

employee is owed one hour of wages for time worked as compensation for travel time. 
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ATTACHMENT 3: WORKERS’ COMPENSATION PROCEDURES 

 

I. GENERAL INFORMATION 

 

This Policy is not a substitute for the Virginia Workers’ Compensation Act (“the Act”) as found 

in Title 65.2 of the Code of Virginia.  It is also not a substitute for competent legal advice on 

matters relating to workers’ compensation and employment law in Virginia.  While every effort 

has been made to present the contents of the Act as accurately as possible, it should be noted that 

this document includes information which may be subject to change because of future legislative 

action by the Virginia General Assembly.  Case law rulings related to workers’ compensation 

may also impact the contents and interpretation of the information contained in this Policy.  For a 

more complete resource on workers’ compensation law, employees are referred to the full text of 

the Act. 

 

II. WORKERS’ COMPENSATION PROCEDURES 

 

The Town’s first responsibility is the prevention of occupational injuries and illnesses.  Despite 

our best efforts, injuries and illnesses do sometimes occur.  Workers’ compensation provides 

benefits for an employee in the event of certain occupational illnesses, injuries or death. 

 

A. REPORTING 

 

1. Employees are required to immediately report, and no later than 24-hours, preferably in 

writing, ALL workplace injuries, conditions, or illnesses, to their immediate supervisor.  

All incidents shall be reported no matter how insignificant, and regardless of whether 

medical treatment is necessary or sought.  If written notice is given to the supervisor, the 

employee should retain a copy of the notification.  If the immediate supervisor is not 

available, the employee must report the incident to the next person in the chain of 

command in the department, or the Human Resources Department.  Late reporting by the 

employee can result in delayed or denied workers’ compensation benefits. 

2. The supervisor must submit an incident/accident report to Human Resources as soon as 

possible following the incident and no later than 24-hours.  Once received and discussed, 

the supervisor shall immediately complete an accident report with Contact Compcare 

OnCall (Virginia Risk Sharing Association – VRSA) at 1-877-234-0898.  Delays in 

reporting can jeopardize the employee’s rights under the Act and subject the Town to 

penalties, which can be assessed by the Virginia Workers’ Compensation Commission.  

All accident reports shall be submitted to VRSA within 24 hours of the notification of a 

work-related injury or illness.  If the injury is life or limb threatening, call 911. 

3. The supervisor and/or Human Resources Manager shall provide the employee with a 

copy of the completed accident report and provide the employee with a copy of “What 

Employees Need to Know” (“WENK”) guide.  The WENK is a workers’ compensation 

informational guide published by VRSA.  In lieu of WENK, “A Workers’ Compensation 

Guide for Employees” from the Commonwealth of Virginia may be provided. 

4. In addition, the supervisor shall complete an Incident Report outlining the accident and 

making recommendations, so the accident is not repeated.  Copies of the Incident Report 

shall be distributed to the department head and the Human Resources Department. 
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B. PANEL OF PHYSICIANS 

 

1. The Town has an approved Panel of Physicians for treating workers’ compensation 

injuries and illnesses.  The Human Resources Manager shall, immediately upon 

notification of a work-related injury or illness, provide the employee with a copy of the 

Panel of Physicians.  The employee shall sign and date an acknowledgment of receipt of 

the Panel of Physicians, and the supervisor shall witness the employee’s signature.  The 

Panel of Physicians shall be offered to the employee, regardless of whether the employee 

intends to receive medical attention.  The employee should be provided with a copy of 

the signed Panel of Physicians. 

2. Treatment by a physician or medical facility outside of the Panel of Physicians will be at 

the employee’s expense. 

3. In the event of an emergency, the employee may receive treatment at the closest 

emergency facility.  Once the emergency treatment is completed a Panel physician must 

be chosen for follow-up care.   

 

C. MEDICAL TREATMENT 

 

1. An employee shall not utilize health insurance for situations believed to be work related, 

unless the claim is denied by VRSA. 

2. Immediately upon receipt all medical bills, reports and other medical correspondence 

shall be forwarded to VRSA.  Employees should bring these documents to the Human 

Resources Department to forward to VRSA.  All medical facility inquiries shall be 

referred to VRSA. 

3. Only VRSA has the authority to authorize treatment, testing, physical therapy, surgery, 

change in physician, or second opinion, etc. 

4. The employee shall cooperate with VRSA.  This includes supplying disability slips, 

medical information, keeping appointments, etc.  Additionally, the employee shall keep 

his/her supervisor and/or Human Resources Department advised of his/her work status 

and cooperate with return-to-work efforts. 

 

D. PRESCRIPTIONS 

 

1. The Human Resources Manager shall complete and provide the employee with an Instant 

Coverage Workers’ Compensation Prescription Program authorization if medication is 

prescribed.  The employee will take this authorization to a participating network 

pharmacy and will be provided with a 7-to-10-day supply of medication at no cost.  This 

authorization is valid for one-time use only.  VRSA must authorize any additional 

medication prescribed beyond the first fill. 

2. Should an employee incur the cost for any medication, a receipt, which includes the 

employee’s name, prescribing physician’s name, date of purchase, name of medication 

and cost of medication, may be submitted to VRSA for reimbursement consideration. 
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E. WAGE LOSS BENEFITS 

 

1. The first seven (7) days after the injury is not covered by Workers’ Compensation 

benefits.  Employees who have PTO available may use their leave for the regular work 

days within this seven day period.  Seasonal, temporary, and part-time employees who 

are not eligible for PTO leave, and employees who do not have earned leave available, 

will not receive pay for absences from work in the first 7 days. 

2. If the absence is longer than 7 days, the employee will receive compensation benefits 

from VRSA in accordance with the provisions of the Act. 

3. If an employee is out of work for over 21 days for a covered injury/illness for which 

disability is authorized by a Panel physician, the employee will receive compensation 

from VRSA for the first 7 days.  The employee has the option of signing this check over 

to the Town and, in return, his/her accrued leave will be restored, or the employee can 

keep the compensation and the accrued leave will not be reinstated. 

4. Workers’ Compensation carrier pays for compensable injuries at 66.2/3% of the average 

weekly wage on the 8th day of a compensable injury.  An employee who is absent from 

work because of Workers’ Compensation may use PTO to supplement any workers’ 

compensation benefits they are receiving; however, the combination of workers’ 

compensation and PTO cannot exceed 100% of the employee’s regular pay. 

5. The employee will not accrue PTO time while on workers’ compensation.  PTO accrual 

will resume 30 days after the employee returns to active employment. 

6. If the work-related disability constitutes a “serious health condition,” it will be designated 

under the Family Medical Leave Act, (“FMLA”) which will run concurrently with 

workers’ compensation benefits. 

7. While receiving workers’ compensation benefits, any voluntary deductions are the 

responsibility of the employee.  Premiums for Town-provided benefits will be paid for by 

the Town for a maximum of 12 weeks. 

8. Accrued leave may be used for a disability resulting from a denied workers’ 

compensation claim and, if the disability constitutes a “serious health condition,” the 

disability will be designated under FMLA. 

 

F. RETURN TO WORK – LIGHT/MODIFIED DUTY 

 

1. The Town shall make every effort to provide light/modified duty, where practical, for 

employees with temporary restrictions resulting from a work-related disability.  Light 

duty must be defined by the employee’s physician and, therefore, all light/modified 

assignments will be within the employee’s medical capability and will adhere to the 

treating physician’s recommendations.  The light/modified assignment may or may not be 

in the same occupation, department, pay scale, hours, etc. as the employee was 

performing prior to the work-related injury or illness. 

2. If an employee refuses a light/modified assignment that has been approved by his/her 

treating physician and is within his/her capabilities, the employee’s workers’ 

compensation lost time wages benefits may be jeopardized. 

3. Additional information concerning worker’s compensation coverage, regulations, and 

entitlements is available from the Human Resources Department, at VRSA website and 

the website for the Code of VA Workers’ Compensation Act.
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ATTACHMENT 4: EDUCATION ASSISTANCE PROCEDURE  

 

A. The Town supports ongoing education and training programs that enhance employees’ 

abilities to perform their duties in a safe and effective manner.  Attendance will be required 

at safety training sessions.  Hourly employees will be reimbursed for time required by their 

attendance beyond scheduled working hours, in accordance with the Fair Labor Standards 

Act and Town policies. 

 

B. The Town Manager, upon recommendation of the department head, may approve authorized 

absence during duty hours to attend training sessions sponsored or participated in by the 

Town.  Reimbursement may be provided for reasonable expenses incurred in the 

participation in courses, seminars, conferences, meetings, etc. 

 

C. The Town may offer tuition reimbursement for other job-related educational courses/classes.  

The employee must discuss and obtain approval for the courses from the department head 

and Town Manager prior to starting the course to be eligible for reimbursement of the costs 

and expenses of the course. 

 

D. If approved, the cost of the course will be reimbursed provided the employee successfully 

completes the course.  The Town will pay for approved, job-related certification testing up to 

three attempts.  Reimbursement does not include the costs of books.  Successful completion 

is defined as: 

1. A certificate of completion for a certificate course. 

2. “PASS” for a “PASS/FAIL” course. 

3. “B” or better for a course in which a grade is earned. 

 

E. Prior to enrollment and/or the start of an education program, an Education Assistance 

Agreement Form must be completed by the employee and signed by the employee’s 

immediate supervisor, Human Resources and the Town Manager.  If an employee receives 

education reimbursement and the employee terminates their Town employment the following 

repayment schedule will apply: 

 

Time Elapsed from Education 

Assistance Payment Date to 

Termination Date 

Percentage of Repayment Required 

12 Months or Less 100% 

More than 12 Months but less than 18 

Months 66% 

More than 18 Months but less than 24 

Months 33% 

 

  

Commented [KM9]: Attachment 4:  Education Assistance 

Procedures 

D.  Added language to cap the number of approved, job-related 

certification testing up to three attempts. 
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TOWN OF SOUTH HILL 

EDUCATION ASSISTANCE  

 

EDUCATION ASSISTANCE AGREEMENT 

 

The Town agrees to pay/reimburse the following education assistance expenses: 

 

Name of Employee: __________________________________________________ 

 

Course: ____________________________________________________________ 

 

Sponsor or College/University: _________________________________________ 

 

City, State: _________________________________________________________ 

 

Date of Attendance______________________ to __________________________ 

 

Total Expense Amount Approved: $_______________ 

 

In consideration of payment of these expenses by the Town of South Hill, you agree to the 

following: 

• If you are unable to complete this course due to what the Town of South Hill considers 

extenuating circumstances (illness or the illness of a family member; emergency situation, etc.) 

and you receive a tuition or materials refund from the school, you agree to reimburse the full 

refund to the Town of South Hill. 

 

• If you voluntarily or involuntarily terminate employment with the Town of South Hill prior to 

completing the course, you agree to refund the entire amount of the educational reimbursement 

back to the Town of South Hill. 

 

• If you voluntarily or involuntarily terminate employment with the Town of South Hill after 

completion of the course, you agree to repay the tuition expenses in the following manner: 

 

Time Elapsed from Education Assistance 

Payment Date to Termination Date 

Percentage of Repayment Required 

Less than 12 Months 100% 

12 Months but less than 18 Months 66% 

18 Months but less than 24 Months 33% 

 

If any legal action is brought to enforce any provision of this agreement by the Town of South 

Hill, you must pay all costs associated with the action as well as any costs of litigation, including 

reasonable attorney fees. 

 

The Education Expense Agreement creates no contract of employment between you and the 

Town of South Hill.  You may terminate your employment with the Town at any time with or 
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without cause and the Town of South Hill may terminate your employment at any time with or 

without cause. 

 

 

Name of Employee (print name):  __________________________________________________ 

 

Agreed to by: __________________________________________________________________ 

              (Signature of Employee) 

 

Today’s Date: __________________________________________________________________ 

 

 

TOWN OF SOUTH HILL 

 

Supervisor/Department Head:____________________________________________________ 

 

Date: ________________________________________________________________________ 

 

Human Resources Manager: ______________________________________________________ 

 

Date: _________________________________________________________________________ 

 

Town Manager: ________________________________________________________________ 

 

Date: _________________________________________________________________________ 

 

 

 

Copy to:   

Employee File 

Finance Department 



Town of South Hill Employment Policies and Procedures 

 

 

ATTACHMENT 5: FRAUD AND WHISTLEBLOWER PROCEDURES 

 

I. FRAUD POLICY AND PROCEDURE  

 

A. Responsibilities  

 

1. Fraud is defined as the intentional, false representation or concealment of a material fact 

for the purpose of inducing another to act upon it producing detrimental results.  This 

policy applies to any fraud or suspected fraud involving any Town employee or elected 

official, as well as vendors, consultants, contractors, funding sources, and/or any other 

parties with a business relationship with the Town.  Any investigative activity required 

will be conducted without regard to the suspected wrongdoer’s length of service, 

position/title, or relationship with the Town. 

 

2. Elected officials, the Town Manager, department heads, and superintendents are 

responsible for the detection and prevention of fraud, misappropriations, and other 

irregularities.  Each member of the management team must be familiar with the types of 

improprieties that might occur within their area of responsibility and be alert for any 

indication of irregularity. 

 

3. Fraud that is detected or suspected must be reported immediately to the Town Manager 

who will coordinate investigations. 

 

4. The Town legal counsel must be notified immediately of any detected or suspected fraud 

involving an elected official.  The method of investigation is at the discretion of the Town 

legal counsel.  

 

B. ACTIONS CONSTITUTING FRAUD 

 

The terms fraud, defalcation, misappropriation, and other fiscal irregularities refer, but are 

not limited, to: 

 

1. Any dishonest or fraudulent act. 

2. Forgery or alteration of any document or account belonging to the Town. 

3. Forgery or alteration of a check, bank draft, or any other financial document. 

4. Misappropriation of funds, securities, supplies, equipment, or other assets of the Town. 

5. Impropriety in the handling or reporting of money or financial transactions. 

6. Disclosing confidential or proprietary information to outside parties. 

7. Accepting or seeking anything of material value from contractors, vendors, or persons 

providing goods or services to the Town.  Exception: gifts less than a nominal $50 in 

value as customary event gifts (such as holiday, retirement, etc.). 

8. Destruction, removal, or inappropriate use of records, furniture, fixtures, and equipment. 

9. Any similar or related irregularity. 
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C. FRAUD INVESTIGATION  

 

1. The Town Manager and/or the Town legal counsel have free and unrestricted access to all 

Town records and premises, whether owned or rented; and the authority to examine, 

copy, and/or remove all or any portion of the contents of files, desks, cabinets, and other 

storage facilities on the premises without prior knowledge or consent of any individual 

who may use or have custody or any such items or facilities when it is within the scope of 

his/her investigations. 

2. The Town Manager/Town legal counsel may utilize whatever internal and/or external 

resources they consider necessary in investigating.  If an investigation substantiates that 

fraudulent activities have occurred, the Town Manager/Town legal counsel will issue 

reports to Town Council and/or the appropriate Town Council Committee. 

3. Decisions to prosecute or refer the examination results to the appropriate law 

enforcement and/or regulatory agencies for independent investigation will be made in 

conjunction with Town legal counsel and Town Council, as will final dispositions of the 

case. 

4. If suspected fraud or other wrongdoing involves programs funded in whole or in part with 

federal funds, additional responsibilities, such as special reporting and disclosure to the 

awarding agency, may apply to the Town.  The Town will fully comply with all additional 

reporting, disclosure and requirements pertaining to suspected acts of fraud as described 

in award documents. 

 

D. CONFIDENTIALITY 

 

1. Staff and elected officials will treat all information confidentially in a case of fraud or 

investigation of irregularity.  Any employee who suspects dishonest or fraudulent activity 

will notify the Town Manager immediately and should not attempt to personally conduct 

investigations or interviews/interrogations related to any suspected fraudulent act.  Any 

elected official who suspects dishonest or fraudulent activity will notify the Town legal 

counsel immediately. 

2. Investigation results will not be disclosed or discussed with anyone other than those who 

have a legitimate need to know.  This is important to avoid damaging the reputations of 

persons suspected, but subsequently found innocent, of wrongful conduct, and to protect 

the Town from potential civil liability. 

 

E. FRAUD REPORTING PROCEDURES 

 

1. Great care must be taken in the investigation of suspected improprieties or irregularities 

to avoid mistaken accusations or alerting suspected individuals that an investigation is 

under way. 

2. An individual who discovers or suspects fraudulent activity will report their suspicions 

immediately.  The reporting individual or other complainant may remain anonymous.  All 

inquiries concerning the activity under investigation from the suspected individual(s), 

their attorney or representative(s), or any other inquirer should be directed to the Town 

Manager or Town legal counsel.  No information concerning the status of an investigation 

will be given out.  The proper response to any inquiry is “I am not at liberty to discuss 
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this matter.”  Under no circumstances should any reference be made to “the allegation,” 

“the crime,” “the fraud,” “the forgery,” “the misappropriation,” or any other specific 

reference. 

a. The reporting individual shall be required to refrain from contacting the suspected 

individual to determine facts or demand restitution. 

 

b. The reporting individual shall not discuss the case, facts, suspicions, or allegations 

with anyone unless specifically asked to do so by Town legal counsel, the Town 

Manager, the appropriate Town Council Committee or unless required by law. 

 

II. WHISTLEBLOWER COMPLIANCE AND PROTECTION  

 

A. The Town is subject to the Fraud and Whistleblower Protection Act, which is set forth in 

Code of Virginia sections 2.2-3009 to 2.2-3014.  Any changes to the Fraud and 

Whistleblower Protection Act made by the General Assembly will take precedence over any 

policies written here.  The Town supports employees being freely able to report instances of 

wrongdoing or abuse committed by governmental agencies or independent contractors of 

governmental agencies. 

 

B. “WHISTLEBLOWER” DEFINITIONS 

 

1. "Abuse" means an employer's or employee's conduct or omissions that result in 

substantial misuse, destruction, waste, or loss of funds or resources belonging to or 

derived from federal, state, or local government sources. 

2. "Appropriate authority" means a federal, state, or local agency or organization having 

jurisdiction over criminal law enforcement, regulatory violations, professional conduct or 

ethics, or abuse, or a member, officer, agent, representative, or supervisory employee of 

the agency or organization. The term also includes the Office of the Attorney General, the 

Office of the State Inspector General, and the General Assembly and its committees 

having the power and duty to investigate criminal law enforcement, regulatory violations, 

professional conduct or ethics, or abuse. 

3. "Employee" means any person who is regularly employed full time on either a salaried or 

wage basis, whose tenure is not restricted as to temporary or provisional appointment, in 

the service of and whose compensation is payable, no more often than biweekly, in whole 

or in part, by a governmental agency. 

4. "Employer" means a person supervising one or more employees, including the employee 

filing a good faith report, a superior of that supervisor, or an agent of the governmental 

agency. 

5. "Good faith report" means a report of conduct defined in this chapter as wrongdoing or 

abuse that is made without malice and that the person making the report has reasonable 

cause to believe is true. 

6. "Governmental agency" means (i) any agency, institution, board, bureau, commission, 

council, or instrumentality of state government in the executive branch listed in the 

appropriation act and any independent agency; (ii) any county, city, or town or local or 

regional governmental authority; and (iii) any local school division as defined in Virginia 

Code § 22.1-280.2:2. 
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7. "Misconduct" means conduct or behavior by an employee that is inconsistent with state, 

local, or agency standards for which specific corrective or disciplinary action is 

warranted. 

8. "Whistleblower" means an employee who witnesses or has evidence of wrongdoing or 

abuse and who makes or demonstrates by clear and convincing evidence that he is about 

to make a good faith report of, or testifies or is about to testify to, the wrongdoing or 

abuse to one of the employee's superiors, an agent of the employer, or an appropriate 

authority. "Whistleblower" includes a citizen of the Commonwealth who witnesses or has 

evidence of wrongdoing or abuse and who makes or demonstrates by clear and 

convincing evidence that he is about to make a good faith report of, or testifies or is about 

to testify to, the wrongdoing or abuse to an appropriate authority. 

9. "Wrongdoing" means a violation, which is not of a merely technical or minimal nature, of 

a federal or state law or regulation, local ordinance, or a formally adopted code of 

conduct or ethics of a professional organization designed to protect the interests of the 

public or employee. 

 

C. PROHIBITED ACTIONS 

 

1. The Town may not discharge, threaten, or otherwise discriminate or retaliate against a 

whistleblower whether acting on their own or through a person acting on their behalf or 

under their direction. 

2. The Town may not discharge, threaten, or otherwise discriminate or retaliate against a 

whistleblower, in whole or in part, because the whistleblower is requested or subpoenaed 

by an appropriate authority to participate in an investigation, hearing, or inquiry by an 

appropriate authority or in a court action. 

3. To be protected by the provisions of this chapter, an employee who discloses information 

about suspected wrongdoing or abuse shall do so in good faith and upon a reasonable 

belief that the information is accurate. Disclosures that are reckless or the employee knew 

or should have known were false, confidential by law, or malicious shall not be deemed 

good faith reports and shall not be protected. 

4. Nothing in this chapter shall prohibit the Town from disciplining or discharging a 

whistleblower for his or her misconduct or any violation of criminal law. 

 

D. REMEDIES 

 

1. In addition to the remedies provided in Virginia Code section 2.2-3012, any 

whistleblower may bring a civil action for violation of this section in the Circuit Court of 

Mecklenburg County. In a proceeding commenced against the Town under this section, 

the court, if it finds that a violation was willfully and knowingly made, may impose upon 

the Town, whether a writ of mandamus or injunctive relief is awarded or not, a civil 

penalty of not less than $500 nor more than $2,500, which amount shall be paid into the 

Fraud and Abuse Whistleblower Reward Fund. The court may also order appropriate 

remedies, including (ii) reinstatement to the same position or, if the position is filled, to 

an equivalent position; (ii) back pay; (iii) full reinstatement of fringe benefits and 

seniority rights; or (iv) any combination of these remedies. The whistleblower may be 

entitled to recover reasonable attorney fees and costs. No action brought under this 
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subsection shall be brought more than three years after the date the unlawful discharge, 

discrimination, or retaliation occurs. Any whistleblower proceeding under this subsection 

shall not be required to exhaust existing internal procedures or other administrative 

remedies. 

2. A whistleblower disclosing information of wrongdoing or abuse under this policy and 

procedure that results in a recovery of at least $5,000 may file a claim for reward under 

the Fraud and Abuse Whistleblower Reward Fund established in Virginia Code section 

2.2-3014. 

 

E. APPLICATION OF TOWN GRIEVANCE PROCEDURE 

 

A whistleblower may initiate a grievance pursuant to the Town’s Employee Grievance 

Procedure if they believe they have experienced retaliation. 
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ATTACHMENT 6: PERSONAL PROTECTIVE EQUIPMENT 
 

I. PURPOSE 

 

A. Employees shall use and maintain the required Personal Protective Equipment (PPE) when 

performing the essential functions of the job.  PPE is any material or device worn to protect a 

worker from exposure to, or contact with, any harmful substance or force. 

  

B. The Town shall ensure that all Town-provided equipment is appropriate for the hazards 

employees face, and that the equipment is kept in a sanitary and reliable condition.  The 

Town shall also ensure that all Town-provided equipment meets or exceeds federal or state 

safety standards and regulations.  Employees must receive written department director 

approval prior to using their own equipment while performing Town-related work. The 

employee must demonstrate that their equipment is appropriate for the hazards the employee 

faces, meets federal and state safety standards and regulations, and is kept in a sanitary and 

reliable condition. 

 

II. EYE PROTECTION 

 

A. All employees are required to wear eye or face protection when exposed to hazards from 

flying particles, molten metal, liquid chemicals, acids or caustic fluids, chemical gases or 

vapors, or potentially injurious light radiation. Employees faced with hazards from flying 

particles shall wear eye protection with side protectors. Employees required to wear 

prescriptive lenses to correct vision must either wear eye protection with the prescription 

incorporated into the lens, or wear eye protection that can be worn over the prescription 

lenses without disturbing the position of either the safety lenses or the prescription lenses. 

The Town will provide non-prescription safety lenses for all qualifying employees and/or 

circumstances.  Employees may be required to provide certification that their regular 

eyewear meets safety standards if so claimed.  A doctor’s certification will be required for 

any exception to this policy. 

 

B. Employees faced with the hazard of injurious light radiation shall follow the shade number 

guidelines enumerated in OSHA Standard CFR § 1910.133 (a) (5), et. seq.   

 

C. All eye and protective devices shall comply with ANSI Z87-1-1989 “American National 

Standard Safety Requirements for Industrial Head Protection,” as stated in OSHA Standard 

CFR § 1910.135 (b) (2).  Later standards issued by ANSI will be acceptable. 

  

III. HEAD PROTECTION 

 

A. All employees working in construction environments, or who are otherwise faced with 

hazards, must wear a protective helmet (hard hat).  If an employee is faced with an electrical 

shock hazard, a helmet that protects against shock hazards must be worn.  Examples of such 

situations include, but are not limited to, working in and around heavy equipment; taking 

down trees; any overhead work; and working in excavation sites.  Protective helmets will not 
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be required if the worker is more than 30 feet away from an active job site.  The Town will 

provide the appropriate protective helmets for all qualifying employees and/or circumstances. 

 

B. All protective helmets shall comply with ANSI Z87-1-1986 “American National Standard 

Practice for Occupational and Educational Eye and Face Protection,” as stated in OSHA 

Standard CFR § 1910.133 (b)(1).  Later standards issued by ANSI will be acceptable.  In 

addition, eye and face protection must be distinctly marked to facilitate identification of the 

manufacturer.  Employees may be required to provide certification that their personal 

headgear meets safety standards if so claimed.  A doctor’s certification will be required for 

any exception to this policy. 

 

IV. FOOT PROTECTION 

 

A. All employees working in areas where heavy materials or equipment are used, or where 

falling objects present a hazard, are required to wear shoes with steel toe protection.  Most 

Public Works employees fall into this category. 

 

B. Foot shields that can be worn over shoes will be provided for employees who may be faced 

with occasional job hazards where foot protection will be required. Crew supervisors, 

superintendents, or department heads will be responsible for ensuring that the employee 

obtains foot shields, when necessary, from the Safety Officer. The Safety Officer is 

responsible for seeing that the foot shields are worn properly. 

 

C. All protective footwear shall comply with ANSI Z41-1991 “American National Standard 

Personal Protection-Protective Footwear,” as stated in OSHA Standard CFR § 1910.136 (b) 

(1).  Later standards issued by ANSI will be acceptable. 

 

D. The Town, in its efforts to ensure that workers are provided adequate foot protection, will 

reimburse each worker for their purchase of personal protective footwear that meets ANSI 

standards.  The maximum amount reimbursed to each employee each fiscal year will be 

determined by Town Council as part of the budget setting process.  The Safety Officer, 

superintendent, or department head will ensure that the footwear meets the standards before 

approving reimbursements under this policy.  Receipts and tags to support the purchase must 

be provided by the employee.  

 

V. SAFETY VESTS 

 

Safety vests that meet federal and state regulations must be worn when workers are working in 

and around public streets.  These vests will incorporate reflective material such that the workers 

can be seen either in a work zone or working along the streets.  Workers are required to secure 

the vests and any loose straps, so the vests do not pose a hazard for getting caught in equipment 

or machinery in use on the job.  The Town will provide the appropriate safety vests for all 

qualifying employees and/or circumstances.  Other OSHA approved attire may be substituted for 

vests as deemed appropriate by the Town Manager. 
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VI. HEARING PROTECTION 

 

Employees are required to wear hearing protection in required situations in accordance with 

federal and state regulations.  The Town will provide the appropriate hearing protection for all 

qualifying employees and/or circumstances. 

 

VII. RESPIRATORY PROTECTION 

 

Employees are required to wear respiratory protection in required situations in accordance with 

federal and state regulations.  The Town will provide the appropriate respiratory protection for all 

qualifying employees and/or circumstances. 

 

VIII. TRAINING 

 

A. Employees will be trained in the use of any PPE they will be required to use.  Employees 

shall know when PPE is necessary, what types of PPE to use, how to properly use the PPE, 

limitations of the PPE, and the proper care, maintenance, useful life, and disposal of PPE. 

 

B. Employees must demonstrate that they understand the training given to them prior to 

performing work requiring PPE.  Training sessions will be documented, with the record to 

include attendance, date, time, duration, and subject of the training. 

 

IX. PPE MAINTENANCE 

 

A. Employees are required to wear PPE whenever appropriate to comply with all federal and 

state regulations.  PPE should fit properly.  If PPE does not fit, return the ill-fitting PPE to the 

Safety Officer for replacement. 

 

B. Prior to each use, employees must check all PPE issued to them to ensure that there are no 

obvious defects.  If a PPE becomes defective, the employee should return the defective PPE 

to the Safety Officer for replacement. 

 

C. Loss or misplacement of PPE is no excuse for not wearing PPE.  Each employee is 

responsible for the PPE assigned to them and shall make sure the PPE is always available for 

use at all times. 
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RECEIPT OF EMPLOYMENT POLICIES AND PROCEDURES  

 

EMPLOYEE ACKNOWLEDGMENT FORM 

 

The Employment Policies and Procedures Manual contains important employment information 

about the Town of South Hill, and I agree that I will consult my supervisor, the Town Manager, 

or Human Resources regarding questions not answered in the Manual. 

 

I have entered my employment relationship with the Town of South Hill voluntarily and 

acknowledge that there is no specified length of employment.  Accordingly, either I or the Town 

of South Hill can terminate the relationship at will, with or without cause, at any time, so long as 

there is no violation of applicable federal or state law. 

 

The information, policies, and benefits described here are subject to change and I acknowledge 

that revisions to the Manual may occur, except to the Town’s policy of employment-at-will.  All 

such changes will be communicated through official notices, and I understand that revised 

information may supersede, modify, or eliminate existing policies.  Revisions to the policies in 

this Manual will be first approved by the Town Manager and subsequently adopted by the Town 

Council. 

 

I understand that the Town will engage in an interactive discussion about reasonable 

accommodations for me if I need that accommodation because of a disability or pregnancy. 
 

I acknowledge that this Policies and Procedures Manual is neither a contract of employment nor 

a legal document. I have received the Manual, and I understand it is my responsibility to read 

and comply with the policies contained in this Manual and any revisions made to it. 

 

 

 

 

_________________________________________ ______________________________ 

Employee Signature     Date 

 

 

 

_________________________________________ 

Employee’s Name (typed or printed) 

 

 

 

_________________________________________ ______________________________ 

Witness Signature     Date 

 



Reports to Accept as Presented 
South Hill Town Council Meeting 

July 14, 2025 

1. Police Report 
 

2. Fire Department Report 
 

3. Municipal Services Report 

4. Parks, Facilities, and Grounds Report 

a. Facilities Reservation Calendar 

5. Code Compliance Report 

a. Monthly Report 
b. Dilapidated Properties 

 
6. Business Development Report 

7. Human Resources Report 

 

 

 

 

 

 

 

 

 



 

 
 
 
 
 
 
 
 
 
 

 
 

                 
                 
                 
  
 

Activity:      Jun 25  Jun 24  May 25 

 

• Traffic Stops     272  244  213 

• Traffic Summons Issued    185  199  128 

• DUI Arrests     7  8  9 

• Reportable/Non-Reportable Vehicle Crashes 24  38  28 

 

Criminal Reports: 
 

o Larcenies Reported    16  21  5 

o Larcenies Cleared    8  15  2 

 

o Assaults Reported    8  8  4 

o Assaults Cleared    7  7  3 

 

o Murders     0  0  0 

o Clear      0  0  0 

 
o Break Ins Reported    0  3  0 

o Break Ins Cleared    0  3  0 

 

o Rapes Reported     0  0  0 

o Rapes Cleared     0  0  0 

 
o Robberies (Attempts) Reported   0  0  0 

o Robberies Cleared    0  0  0 

 
o Arsons Reported    0  0  0 

o Arsons Cleared     0  0  0   

 

 

Calls for Service:     Jun 24  Jun 23  May 24 
 

• Alarms      19  29  26 

• Animal Complaints    26  31  21 

Other Reportable Offenses   18  33  38 

434-447-3104 

  Pride 

434-955-2101 

 

    
103 S. Brunswick Avenue 
South Hill, Virginia 23970 

     

Police Report 
June 2025 



 

 

o All Other Reportable Offenses   26  18  27 

o All Other Reportable Offenses Cleared  12  12  23 

 

       Jun 25  Jun 24  May 25 

• Alarms       36  19  31 

• Animal Complaints     18  26  19 

• Disturbance Calls     28  30  32 

• Police Escorts Business/Funeral    15  25  8 

• 911 Hang Up Calls/Open Lines    32  24  28 

• Vehicle Unlockings     28  3  39 

• Vandalisms      3  2  5 

• All Other Calls for Service    636  955  687 

• Total Calls for Service     742  1119  849 

• Property Reported Stolen    $25003  $25003  $7046 

• Property Recovered     $12523  $12523  $387 

 
Miscellaneous: 

 

• Court       23  30.5  37 

• Training Hours      203  52  174 

• Warrants Issued/Served     63  90  33 

• Inoperative Vehicles Tagged    2  1  4 

• Inoperative vehicles Tagged YTD   12  10  32 

 
Administrative News 

The following completed various trainings: 
 

• Chief Greg Geist, Lt. Chris Parrott, Sgt. Tyler Spillane – Virginia FBI National Academy Annual Conference – Virginia 
Beach 

• Cpls. Russ Inge and Ricky Spence – 51st Annual Vehicle Crimes Conference – Nashville, TN 

• Det. Amanda Parker – Virginia Gang Investigators Training – Hopewell 

• Lt. Tony Solomon – Taser Energy Weapons Instruciton – training academy – Lynchburg 

• Officer Dante Taylor – Intoxilyzer Certification – Richmond 

• Deputy Chief Ryan Durham – VCIN Security and Privacy – General and VCIN Limited Access Recertifcation – online 
 
Sgt. Paul Jones instructed First Aid and CPR at the training academy in Lynchburg. 

 



South Hill Volunteer Fire Department 
114 N. Brunswick Ave, South Hill, Virginia 23970 

(434) 447-8227 
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★ Service ★ Honor ★ Valor ★ Fortitude ★ Dedication ★ 
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Year End 24-25 Fire Report 

 
Activity     _______April-June           YTD 

• Total Alarms        183  879 
• In Town        90  424 
• County District       93  436 
• Out of County        4  19 
• Mutual Aid Given       22  109 
• Automatic Aid Received      36  177 
• Calls Responded to on I -85      31  187 
• Current Volunteer Roster      44  45 
• Average Member Per Call Response     15  15 
• Calls Involving Fire (Structures, Vehicles, Brush, etc.)  23  118 
• Assisting EMS       7  20 
• MVC’s        62  378 
• Haz-Mat        11  36 
• Rescue Unlocking       2  8 
• Severe Weather       17  80 
• Other (good intent, wrong location, smoke scares etc.)  18  155 
• False Alarms        43  124 

 
Training 

Category   Hours Personnel  Volunteer Hours 
• Live Fire Training      8  24    192 
• Roof Ventilation      4  21     84 
• Hose Deployment      4  17    68 
• Aerial Operations      8  19    152 
• Cascade Systems      4  21    84 

 
Fundraising 

• T-Shirt Sales. 
• Hop N Shop April 2025. 
• Letter Drive Fundraiser April 2025. 
• Spring Gobbler Raffle 2025. 



Administrative News 
• 2005 Pierce 75’: Aerial (used) Members poured their hearts into a special project and we 

have successfully placed into service a new to us, reserve Aerial. Pumper or blocking unit 
in Ladder 7. This was made possible by you, the members and this great community in 
which we live. This is the first reserve Aerial in the History of SHVFD.  

• Engine 71: (Town Purchased Engine) Update Delivery moved up to September of 
2026. (Approximate Cost $1,336,000) (preconstruction meeting January 2026) 

• Engine 72: Update: was out of service for a total of 64 days with various issues. 
Cummins Atlantic has the unit repaired and its currently in service. Total cost of repairs 
were a little over $58,000.  

• Deputy Chief 7: We are happy to share we have replaced our DC7 truck with a new 
2025 Ford F-150 from Hardee Ford. We hope to place it into service around mid to late 
August 2025.  

• Station 7: We have several small roof leaks that have been addressed. The Main AC unit 
upstairs has been repaired an dis back in operation. All curbs and parking lots have been 
repainted. Our digital sign went down for a couple weeks and since has been repaired at a 
cost of $2,200.  

• Nutrien Fire Cost: We are at a standstill and have received no funding from Nutrien to 
cover cost or damages.  

• Grants: We have received two additional grants to replace (5) five sets of PPE and 
purchase two new 4 Gas Monitors for our apparatus. These have been completed and we 
are happy to share we have received two additional grants for Prevention and Education 
supplies and a new Thermal Imagining Camera for Ladder 7.  

• Large Scale Incidents: A Year of Challenges and Triumphs 
This year, our volunteers have truly been tested, and they have excelled each time. We 
have responded to three confined space entry calls, two large Haz-Mat incidents, multiple 
large scale structure fires, an increased amount of entrapment calls and the Nutrien Fire. 
Our Technical Rescue Calls for Service have increased tremendously over the last two 
years, a testament to our dedication and the purchase of Rescue 7. Our commitment to 
excellence and providing you with the best possible services will never change. We are 
truly blessed by your continuous support. As you can see, your South Hill Volunteers are 
remarkably busy. We have accomplished so many wonderful things this year because of 
YOU. Our call volumes are steadily increasing, and continued training, fundraising, and 
community events continue to strain our volunteers. We want you to know that we will 
continue to strive for excellence and push to stay successful with you by our side. We 
know that changes will need to be made very soon to sustain our agency and protect our 
town. We are willing to work together with you to provide the highest levels of service. 
Our volunteers continue to say thanks and want to show our gratitude for the support you 
give this agency daily. We cannot do it without you. 
 
Thank You! 



South Hill Volunteer Fire Department Annual Budget 

2024-2025 Actual Q1-Q4
Account Number EXPENSES July Q1 Q2 Q3 Q4 TOTALS Remaining

Department 1,209,272.00$   52,490.22-$        -4%
10-1-0122-1000 Salaries & Wages FT (3) 184,804.00$      (62,000.00)$       (46,201.00)$       (36,301.00)$       (37,302.00)$       3,000.00$          2% Nutrien Fire
10-1-0122-1004 Salaries & Wages PT (2) 98,000.00$        (33,000.00)$       (26,400.00)$       (34,600.00)$       (26,690.00)$       22,690.00-$        -23% Nutrien Fire
10-1-0122-1002 Salaries Overtime 1,000.00$          (127.62)$            (304.20)$            (500.00)$            (176.60)$            108.42-$             -11%
10-1-0122-2001 Federal & FICA 25,554.00$        (8,600.00)$         (6,388.00)$         (5,960.40)$         (4,460.50)$         145.10$             1%
10-1-0122-2003 Retirement 39,644.00$        (13,000.00)$       (6,500.00)$         (7,500.00)$         (7,500.00)$         5,144.00$          13%
10-1-0122-2005 Medical Plans 31,760.00$        (7,106.16)$         (7,386.32)$         (7,136.96)$         (7,385.30)$         2,745.26$          9%
10-1-0122-2006 Group Life Insurance 3,500.00$          (3,100.00)$         400.00$             11%
10-1-0122-2007 Disability Insurance 2,000.00$          (1,480.00)$         520.00$             26%
10-1-0122-2009 Unemployment Insurance  1,010.00$          (1,000.00)$         10.00$               1%
10-1-0122-2010 Workers Compensation 21,000.00$        (14,864.00)$       (816.00)$            (2,186.80)$         3,133.20$          15%
10-1-0122-2011 Cell Phone Allowance  1,000.00$          (240.00)$            (240.00)$            (240.00)$            (240.00)$            40.00$               4%
10-1-0122-2012 Uniforms  8,000.00$          (3,657.89)$         (3,442.14)$         (590.17)$            (229.71)$            80.09$               1%
10-1-0122-3004 Repairs/Maintenance Station 35,000.00$        (5,022.32)$         (12,650.10)$       (9,270.38)$         (7,726.25)$         330.95$             1%
10-1-0122-7005 Vending Expense 2,000.00$          (625.85)$            (712.82)$            (407.40)$            (318.27)$            64.34-$               -3%
10-1-0122-7000 Volunteer Supplies 2,500.00$          (477.59)$            (364.78)$            (814.52)$            (301.63)$            541.48$             22%
10-1-0122-2014 Gym Repairs/Maintenance  2,500.00$          (112.52)$            (304.11)$            (711.23)$            (211.64)$            1,160.50$          46%
10-1-0122-3006 Office Equipment/Maintenance 12,000.00$        (3,802.02)$         (2,574.73)$         (4,020.74)$         (1,105.67)$         496.84$             4%
10-1-0122-7047 Personal Protective Equipment  45,000.00$        (14,952.68)$       (16,164.72)$       (5,880.60)$         (5,409.96)$         2,592.04$          6% Nutrien Fire
10-1-0122-5505 PPE Testing  6,500.00$          (8,887.88)$         (225.31)$            (36.00)$              (640.52)$            3,289.71-$          -51% Nutrien Fire
10-1-0122-5506 Medical Supplies 2,500.00$          (440.72)$            (314.78)$            (914.27)$            (488.57)$            341.66$             14%
10-1-0122-4010 Profesional Services  12,000.00$        (2,750.40)$         (2,250.00)$         (4,350.20)$         (1,207.67)$         1,441.73$          12%
10-1-0122-3012 Legal 1,500.00$          (320.00)$            (311.74)$            (304.75)$            (120.00)$            443.51$             30%
10-1-0122-2014 Bank Fees 1,200.00$          (165.50)$            (285.40)$            (360.72)$            (140.00)$            248.38$             21%
10-1-0122-5100 Electrical Service  22,000.00$        (4,101.03)$         (8,139.84)$         (7,158.45)$         (4,064.10)$         1,463.42-$          -7%
10-1-0122-5102 Heating/Natural Gas 3,800.00$          (495.11)$            (509.64)$            (1,585.40)$         (609.77)$            600.08$             16%
10-1-0122-5203 Telecommunications 3,800.00$          (825.54)$            (1,269.68)$         (939.64)$            (594.00)$            171.14$             5%
10-1-0122-5309 Property Insurance  49,000.00$        (45,226.00)$       (123.40)$            (607.54)$            3,043.06$          6%
10-1-0122-5310 Accident & Sickness 10,000.00$        (7,124.00)$         2,876.00$          29%
10-1-0122-5405 Cleaning/Janitorial Supplies  4,000.00$          (1,156.25)$         (1,014.03)$         (1,411.90)$         (318.11)$            99.71$               2%
10-1-0122-5408 Vehicle & Equipment Maintenance  100,000.00$      (38,322.12)$       (55,478.82)$       (34,844.32)$       (26,107.48)$       54,752.74-$        -55% Nutrien Fire
10-1-0122-7007 Shop Tools/Equipment  3,500.00$          (2,780.30)$         (576.14)$            (11.57)$              (44.39)$              87.60$               3%
10-1-0122-7010 Haz-Mat Supplies 5,000.00$          (11,982.33)$       (425.00)$            (1,557.28)$         (2,450.63)$         11,415.24-$        -228% Nutrien Fire
10-1-0122-5411 Fuel Expense  30,000.00$        (4,989.11)$         (5,070.15)$         (9,874.63)$         (7,568.06)$         2,498.05$          8% Nutrien Fire
10-1-0122-5504 Travel/Meetings & Education 5,000.00$          (2,975.57)$         (1,225.28)$         (340.00)$            (180.00)$            279.15$             6%
10-1-0122-5807 J.E. Crowder Scholarship 1,500.00$          (100.00)$            1,400.00$          93%
10-1-0122-5604 Contribution Fire Calls 140,000.00$      (62,910.00)$       (71,595.00)$       (1,056.00)$         4,439.00$          3%
10-1-0122-5803 Annual Physicals/Testing  8,500.00$          (430.22)$            (250.00)$            (100.00)$            7,719.78$          91%
10-1-0122-5804 Departmental Supplies/Mailing  2,000.00$          (183.71)$            (553.84)$            (442.41)$            (1,322.64)$         502.60-$             -25%
10-1-0122-5201 Office Supplies  2,500.00$          (525.82)$            (317.64)$            (784.60)$            (332.64)$            539.30$             22%
10-1-0122-5805 Safety 2,500.00$          (438.07)$            (1,071.91)$         (967.26)$            22.76$               1%
10-1-0122-6504 Training 6,000.00$          (2,100.00)$         (643.22)$            (2,189.74)$         (515.00)$            552.04$             9%
10-1-0122-1010 Prevention/Public Education  8,000.00$          (4,198.00)$         (940.14)$            2,861.86$          36%
10-1-0122-5808 Communications Equipment  10,000.00$        (699.78)$            (3,774.75)$         (2,982.70)$         2,542.77$          25%
10-1-0122-7008 Apparatus Payments  180,000.00$      (180,000.00)$     -$                   0%
10-1-0122-7009 Capital Outlay 50,000.00$        (40,628.24)$       (6,487.28)$         (14,000.00)$       11,115.52-$        -22% Nutrien Fire 
10-1-0122-6803 DirecTV 2,500.00$          (552.72)$            (558.14)$            (562.35)$            (560.73)$            266.06$             11%
10-1-0122-5801 Dues/Subscriptions 1,500.00$          (189.91)$            (1,294.55)$         (80.00)$              (40.00)$              104.46-$             -7%
10-1-0122-6807 Ladies Auxiliary 1,200.00$          (504.00)$            (340.17)$            (742.11)$            386.28-$             -32%
10-1-0122-6809 Childrens Party/Events  2,800.00$          (404.24)$            (2,199.71)$         196.05$             7%
10-1-0122-6811 Christmas/Awards/Banquet  12,000.00$        (4,000.00)$         (8,801.49)$         801.49-$             -7%
10-1-0122-5407 Billing Services Haz-Mat 2,200.00$          (112.20)$            (342.40)$            (440.32)$            (110.23)$            1,194.85$          54%



Agenda Item A 
 

To:  Mayor and Town Council 

From: Director of Municipal Services 

Date:   July 14, 2025 

Re:  Municipal Services Projects 

   

 

The paving is completed and all of the painting of the lines is completed.   

 

The stormwater work at the intersection of Windsor and Franklin Streets began the first of May 

and was completed before June 30th.    

 

The obtaining of easements for several utility projects continues to progress. 

• Northeast Waterline- four of the landowners have not signed the easement agreements  

• Sycamore/Howerton project - easement agreements have been signed, project is ready to 

go to bid 

 

Attended a webinar sponsored by the Virginia Department of Health concerning the new laws 

and  requirements adopted by the Commonwealth about reporting of incidents within the water 

system and the new Monthly Operating Reports that are being required.  Other key members of 

the staff have also taken the training on the new laws and procedures.  The Commonwealth 

changed the laws due to several incidents over the past year that left residents without adequate 

drinking water.  The top of the list included the warehouse fire in South Hill, and the Richmond 

water plant incident. 

 

DEQ has approved the Town’s ordinance that was enacted at the June 2025 Town Council 

meeting.   

 

 

  

This item is for Council information only. No action is required. 



Agenda Item A 
 

To: Mayor and Town Council 

From: Parks/Facilities 

Date:   July 14, 2025 

Re: Monthly Update 

 

• The Dog Park fountains are being repaired or replaced by the company. One fountain has 

been repaired and we are waiting on parts for the second fountain to be repaired. 

 

• The new basketball Court at Parker Park is completed. We will have a ribbon cutting 

ceremony July 16th at 4pm. The court has been packed daily and we have gotten a very 

positive response. 

 

• The roof repairs at Town Hall are 95% completed. We are still waiting on Southern Air to 

begin the installation. We received the drawings for the complete system and they were sent 

to the structural engineer for approval. Once this is done, it should be a smooth process. 

 

•  B&B and Kilian Engineering is still in the process of writing a bid proposal for the interior 

and exterior of town hall. This is now moving forward and we will hopefully have a bid 

ready soon. At this point we are waiting on the exterior portion of the bid to be completed, 

 

• A vehicle drove into the Library on Saturday July 5th and did significant damage to the 

exterior and interior of the build. We first had an engineer look at the damage on July 8th to 

confirm there was no structural damage to the main supports. We received a letter later in 

the day for our records and for the contractor who will be doing the work. Most of the 

damage is cosmetic but will be costly to repair. We are working to get this addressed as 

soon as possible.  

 

• The Parks crew has been preparing for the Dixie Boys Minor league State Tournament that 

will be held July 11-17 at Parker park. Many minor things have been accomplished such as 

fraze mowing out the lips, repairing the irrigation pump, and adding sod in areas of the 

fields. 

 

• The small trailer has been disposed of at the park and the area was cleaned up for future 

use. A huge thanks to the South Hill Volunteer Fire Department who used the trailer for 

training exercises. Not only did it help our volunteers, it also saved the Town approximately 

$7,000 that it would have cost to remove the trailer. Thank You! 

 

                       This item is for Council information only. No action is required. 



South Hill Facilities Reservation Record 2025

DATE GROUP PURPOSE ATTENDANCE TIME VENUE 

7/10/2025 SHERMECO PULLIAM RETIREMENT PARTY 100 6PM CENTENNIAL PAVILION

7/11/2025 MECKLENBURG COMMUNITY BAPTIST ONE DAY OF VBS 50 8AM-3PM CENTENNIAL PAVILION

7/19/2025 WHITTLE GROVE BAPTIST CHURCH CHURCH OUTING 75-100 10AM CENTENNIAL PAVILION

7/23/2025 FUNERAL HOME ASSOCIATION MEETING CENTENNIAL PAVILION

8/2/2025 ALKEGEN COMPANY (CAROLYN COOKE) COMPANY FUN DAY 75 8AM-4PM CENTENNIAL PAVILION

8/3/2025 TOMASINA COOK FAMILY REUNION 75 9AM CENTENNIAL PAVILION

8/9/2025 KAREN SULTON FAMILY REUNION 120 9AM CENTENNIAL PAVILION

8/16/2025 JANET JONES-JAMISON FAMILY GATHERING 30 11AM CENTENNIAL PAVILION

8/23/2025 PEGGY ROBINSON ROBINSON'S REUNION 50 9AM-6PM CENTENNIAL PAVILION 

8/30/2025 IDA FOUNTAIN/RASELA ZIPPARO FAMILY REUNION APPROX. 100 9AM CENTENNIAL PAVILION

9/6/2025 SOUTHSIDE YOUTH DEVELOPMENT GROUP YOUTH PROGRAMS ??? ALL DAY CENTENNIAL PAVILION

9/12/2025 LAKE COUNTRY ARE AGENCY ON AGING SENIOR PICNIC 80 ALL DAY CENTENNIAL PAVILION

9/13/2025 WHITTLE GROVE BAPTIST CHURCH CHURCH OUTING 75 ALL DAY CENTENNIAL PAVILION 

9/13/2025 FREEDOM HOUSE MINISTRIES LADIES EVENING OUT 300-500 2PM-8PM SOUTH HILL EXCHANGE

9/18/2025 SOUTHSIDE VA QUAIL FOREVER BANQUET SETUP 200 PM SOUTH HILL EXCHANGE

9/19/2025 SOUTHSIDE VA QUAIL FOREVER BANQUET 200 ALL DAY SOUTH HILL EXCHANGE

9/20/2025 PAMELA REESE REUNION 20-40 10AM-4PM CENTENNIAL PAVILION

9/27/2025 DANCE IT OUT CHILDREN'S ART FESTIVAL 75 10AM CENTENNIAL PAVILION

10/4/2025 ALANA TUCKER FAMILY GATHERING 50 8AM CENTENNIAL PAVILION

10/18/2025 SOUTH HILL CHAMBER OF COMMERCE JARED STOUT BAND - SUMMER CONCERT CENTENNIAL AMPHITHEATER & SOUTH HILL EXCHANGE

11/6/2025 SOUTH HILL CHAMBER OF COMMERCE JOB FAIR SOUTH HILL EXCHANGE

11/13/2025 R.T. ARNOLD LIBRARY HOLIDAZY BAZAAR ??? ALL DAY SOUTH HILL EXCHANGE

11/14/2025 R.T. ARNOLD LIBRARY HOLIDAY BAZAAR ??? ALL DAY SOUTH HILL EXCHANGE

11/15/2025 R.T. ARNOLD LIBRARY HOLIDAY BAZAAR ??? ALL DAY SOUTH HILL EXCHANGE

11/19/2025 SOUTH HILL CHAMBER OF COMMERCE SEAFOOD FESTIVAL SOUTH HILL EXCHANGE

12/5/2025 SOUTH HILL CHAMBER OF COMMERCE HOMETOWN CHRISTMAS ALL DAY SOUTH HILL EXCHANGE

12/6/2025 SOUTH HILL CHAMBER OF COMMERCE HOMETOWN CHRISTMAS ALL DAY SOUTH HILL EXCHANGE



South Hill Facilities Reservation Record 2025

DATE GROUP PURPOSE TIME VENUE 

7/5/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

7/7/2025 VCU HEALTH (JACKIE DANIEL) CAHN VAN 8:30AM-3PM MARKET SQUARE

7/7/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

7/12/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

7/14/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

7/14/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

7/18/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

7/19/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

7/21/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

7/26/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

7/28/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

8/1/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

8/2/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

8/4/2025 VCU HEALTH (JACKIE DANIEL) CAHN VAN 8:30AM-3PM MARKET SQUARE

8/4/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

8/9/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

8/11/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

8/15/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

8/16/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

8/18/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

8/23/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

8/25/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

8/29/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

8/30/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

9/1/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

9/6/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

9/8/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

9/12/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

9/13/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

9/15/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

9/20/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

9/22/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE

9/26/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

9/27/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

9/29/2025 BEER FED BEEF DINNER 5PM-7:30PM MARKET SQUARE



South Hill Facilities Reservation Record 2025

10/4/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

10/10/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

10/11/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

10/18/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

10/24/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

10/25/2025 FARMER'S MARKET 8AM-12PM MARKET SQUARE

11/7/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

11/21/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE

12/5/2025 SOUTH HILL CHAMBER OF COMMERCE HOMETOWN CHRISTMAS MARKET SQUARE/PARKING LOT

12/6/2025 SOUTH HILL CHAMBER OF COMMERCE HOMETOWN CHRISTMAS MARKET SQUARE/PARKING LOT

12/7/2025 SOUTH HILL CHAMBER OF COMMERCE HOMETOWN CHRISTMAS MARKET SQUARE/PARKING LOT

12/19/2025 DESTINATION THERAPY MASSAGES 9AM-5PM MARKET SQUARE



PERMIT AND INSPECTION REPORT FOR : June 2025

INSPECTIONS PERMITS FEES

BUILDING 21 11 $39,393.82

MECHANICAL 4 11 $806.78

PLUMBING 10 7 $276.42

ELECTRICAL 12 10 $916.98

FIRE PROT 1 1 $316.20

SIGN 4 4 $474.30

LAND DIST 0 0 $0.00

TOTALS 52 44 $42,184.50

RECAP OF EXEMPT PERMITS:

TYPE OF PERMIT $ THIS MONTH $ YTD

UEZ $0.00 $0.00

REHAB $0.00 $438.78

GENERAL $0.00 $1,083.70

WORK VALUE $95,834,296.55 $112,323,503.55

FYTD Fees $112,617.53 Work Value $116,110,552.92



NEW BUSINESSES IN TOWN OF SOUTH HILL  

6/1/2025 –6/30/2025  

  

Emma Gutierrez – 935 W. Atlantic St. – Flea Market Vendor  

Rolinda Gill – 935 W. Atlantic St. – Flea Market Vendor  

S & H Deli – 827 N Mecklenburg Ave. – Deli 

 Myrna’s Creations – 935 W. Atlantic St. – Flea Market Vendor  

OGR – 935 W. Atlantic St. – Flea Market Vendor  

Re-Uz-It – 935 W. Atlantic St. – Flea Market Vendor  

Mindalign Counseling Group – 101 N Brunswick Ave. – Outpatient therapy  

Lump’s Look-N-Shop – 935 W. Atlantic St. – Flea Market Vendor  

Imperfectly Planned, LLC – 116 Glenwood Circle – Online retail  

 

 

 

 

 

 

 

























DILAPIDATED PROPERTY LISTING

ADDRESS OWNER DESCRIPTION LAST CONTACT FOLLOW UP VACANT (Y/N) RENTER OR OWNER OCCUPIED

416 North Mecklenburg Avenue House/Smith rot, peeling paint, damaged rain gutters 05/2025 07/2025 NO OWNER OCCUPIED

911 East Atlantic Street Days Inn electrical and plumbing issues Hotel has been shut down for repairs 06/2025 09/2025 YES HOTEL

1287 West Danville Street R. Thomas roof, chimney, rotting woodwork, foundation masonry 06/2025 09/2025 YES IN COURT

513 North Mecklenburg Avenue Crutchfield rot in fascia and windows 05/2025 07/2025 YES RENTAL

202 Windsor Street D. Helms fascia, porch ceiling, porch columns 04/2025 07/2025 NO OWNER OCCUPIED

416 Fairview Avenue R. & A. Soyars overgrowth, carport, trash/debris 06/2025 07/2025 NO RENTAL

701 Virginia Street Revis rot in fascia and windows 06/2025 09/2025 YES DECEASED OWNER NO WILL

104 East Virginia Street S. & M. Townes rot in fascia and windows, broken windows, fallen gutters 04/2025 07/2025 YES RENTAL

106 East Virginia Street S. & M. Townes rot in fascia and windows, broken windows, fallen gutters 04/2025 07/2025 YES RENTAL

326 West Atlantic Street W. Hines; SOLD collapsed roof, siding, fascia, rake boards, door & window woodwork 06/2025 07/2025 YES FOR SALE

904 West Main Street A. Harris & Others rot in porch, fascia and windows. Roof issues. 05/2025 07/2025 YES RENTAL

228 Clay Street C. Purcell rot in porch, fascia and windows, broken windows, missing siding 03/2025 06/2025 YES RENTAL

808 Virginia Avenue K. Kelly missing shingles, outbuildings, rotten siding, peeling paint 05/2025 07/2025 YES RENTAL

211 East Atlantic Street P. Duffer painting windows/scraping paint 06/2024 08/2025 YES RENTAL

400 Goodes Ferry Road P. Duffer rot in fascia and windows, peeling paint 06/2025 08/2025 NO OWNER OCCUPIED

402 Goodes Ferry Road P. Duffer rot in fascia and windows, peeling paint 06/2024 08/2025 YES RENTAL

315 West Danville Street P. Duffer building posted as unsafe 06/2025 08/2025 YES RENTAL

1214 Plank Road P. Duffer/Lake Gaston Soccer Association, Inc. rot, front porch foundation, roof, unstable structure 06/2025 08/2025 YES RENTAL

901 Goodes Ferry Road W. Rook siding and paint, roof, fascia, rake board, chimney 05/2025 07/2025 YES RENTAL

510 Moseley Lane B. Ashworth; sold over grown lot, peeling paint, broken windows, wood rot 06/2025 09/2025 NO OWNER OCCUPIED

110 North Mecklenburg Avenue H. & S. Squire; SOLD peeling paint, damaged awning covers 04/2025 07/2025 YES FOR SALE

704 Robertson Street S. Allen peeling paint, rot in fascia and windows 06/2025 08/2025 NO RENTAL

706 Robertson Street S. Allen peeling paint, rot in fascia and windows 06/2025 08/2025 NO RENTAL

103 West Third Street S. Allen peeling paint, rot in fascia and windows 06/2025 08/2025 NO RENTAL

101 West Third Street S. Allen peeling paint, rot in fascia and windows 06/2025 08/2025 NO RENTAL

110 East Third Street S. Allen peeling paint, rot in fascia and windows 06/2025 08/2025 YES RENTAL

108/110 East Second Street S. Allen peeling paint, rot in fascia and windows 06/2025 08/2025 NO RENTAL

106 East Second Street S. Allen peeling paint, rot in fascia and windows 06/2025 08/2025 NO RENTAL

456 Old Hwy 58 W. Thomas roof, rot and paint, overgrowth 06/2025 07/2025 YES MULTIPLE HEIR

212 Windsor Street B. Jeffries overgrowth, trash and debris, porsh, trim and shutters 05/2025 07/2025 YES RENTAL

509 Pleasant Street M. Schooler; foreclosure tarp on roof, rot in fascia and windows, peeling paint 06/2025 07/2025 YES RENTAL

1225 Plank Road P. Duffer broken windows, wood rot, porch damage, roof issues, peeling paint 06/2025 08/2025 YES RENTAL

1217 Plank Road P. Duffer broken windows, peeling paint 06/2025 08/2025 YES RENTAL

213 West Danville Street P. Duffer wood rot, peeling paint, broken windows 06/2025 08/2025 NO LOST TREASURES

1003 Plank Road Plank Property, LLC peeling paint 04/2025 07/2025 NO NEWMART BUILDERS

703 North Mecklenburg Avenue Rainey peeling paint 05/2025 07/2025 NO OWNER OCCUPIED

909 Plank Road Windy Hills Property; J. Hayes peeling paint 04/2025 07/2025 YES RENTAL WAREHOUSE

701 Forest Hill Drive Paul Duffer collapsed rear deck, rot in fascia and windows, peeling paint 06/2025 08/2025 NO RENTAL

507 North Mecklenburg Crutchfield Broken windows, roof leaks, peeling paint, wood rot, porch damage 06/2025 08/2025 NO RENTAL

210 Park Lane Taylor Peeling paint, rotten wood, damaged chimneys 04/2025 07/2025 NO VACANT

800 Goodes Ferry S&S Mecklenburg rusty water tanks, collapsed roof on out buildings 04/2025 07/2025 NO OLD BGF BUILDING

607 Franklin Street B. Champlain Peeling paint, rotten wood, missing fascia metal, oxidation 02/2025 07/2025 NO OWNER OCCUPIED

509 North Mecklenburg Hope Estates Damaged block foundation, peeling paint, rust/corrosion 06/2025 08/2025 NO RENTAL

103 North West Street ELDAGBEAR LLC tarp on roof, rot in fascia and windows, peeling paint 06/2025 08/2025 NO RENTAL

209 East Atlantic J. Stanley Rotten wood, peeling paint 06/2025 08/2025 NO RENTAL

1524 West Danville J. Stanley Rotten wood, peeling paint, broken windows 06/2025 08/2025 YES COMMERCIAL BUILDING



DILAPIDATED PROPERTY LISTING

ADDRESS OWNER DESCRIPTION LAST CONTACT FOLLOW UP VACANT (Y/N) RENTER OR OWNER OCCUPIED

804 Plank Road AMN Rentals Broken windows, peeling paint, rotten wood 06/2025 09/2025 NO RENTAL

914 West Main W. Tisdale Peeling paint, rotten wood 06/2025 09/2025 NO OWNER OCCUPIED

808A West Main R. Walker Peeling paint, rotten wood 06/2025 09/2025 NO OWNER OCCUPIED

As of June 2025

SECTION 106 UNSAFE STRUCTURES OR STRUCTURES UNFIT FOR HUMAN OCCUPANCY

106.3.1 Vacating unsafe structure. If the code 

official determines there is actual and immediate 

danger to the occupants or public, or when life is 

endangered by the occupancy of an unsafe 

structure, the code official shall be authorized to 

order the occupants to immediately vacate the 

unsafe structure. 

106.8 Emergency repairs and demolition. 



Completed Dilapidated Properties

Program Start Date:  4-16-2016

Address Owner Notes

412 South Hill Avenue Twanda Feggins Walker House removed/Lot cleared

207 North Mecklenburg Avenue Debra Jeffries House removed/Lot cleared

304 North Lunenburg Avenue Charles Crowder/Joanne Bacon Singlewide removed/Lot cleared

115 Coleman Lane Stanley T Baskerville House removed/Lot cleared

215 Dortch Lane Roger & Patsy Poythress House painted

1109 Halifax Street Ola M Holmes Life Est House removed/Lot cleared

1108 Halifax Street Earnestine Hart House removed/Lot cleared

209 East Atlantic Street Judith Stanley House painted

106 North Matthews Street W O Hines House removed/Lot cleared

635 West Virginia Street G Rowley & Mary E Ferguson House removed/Lot cleared

510 Ridgewood Avenue Allen Lambert & Others House repaired/Lot cleaned

103 East Third Street Sam Allen House repaired

802 West Atlantic Street William Wills House repaired

505 East Atlantic Street Virginia Triplette Lot cleaned

205 East Atlantic Street Judith Stanley House  painted

209 East Atlantic Street Judith Stanley House repaired/ painted

132 Bedford Street Jose Martinez House removed  

1106 Goodes Ferry Road David Williams Lot cleaned

1228 Halifax Street Ronald Valentine Singlewide removed

111 South Mecklenburg Avenue Gwendolyn Williams Work completed

307 Moseley Lane Jeremiah Perry Lot cleaned
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Completed Dilapidated Properties

Program Start Date:  4-16-2016

513 North Mecklenburg Avenue Melvin Crutchfield House painted

110 South Main Street George Brown Building removed

114 North Matthews Street Herbert Newman Building removed

 515 Meadow Street Timothy Cooke Work complete

 305 Windsor Street Herman Connell House removed

 1200 Halifax Street Dorothy Talley House removed

 103 West Third Street Sam Allen House repaired

 101 West Third Street Sam Allen House repaired

 128 South Mecklenburg Avenue Jimmy Martin Building repaired

132 Bedford Street Jose Martinez Garage repaired

122 Clay Street GTC Properties Lot cleaned and cut

302 West High Street Elleana Fielding Lot cleaned and cut

935 West Atlantic Street Shirley Williams Property cleaned

115 Clay Street Walter McClenney Property cleaned

660 Lombardy Street Joe Cappaert Singlewide removed

117 Clay Street Larry Cook Lot cleaned

507 Moseley Lane Leroy Cook Lot cleaned

923 West Atlantic Street Tammy Ochodnicky House repaired

510 Moseley Lane Barry Ashworth Lot cleaned

609 West Danville Street Charles Lynn Building painted

227 Circle Drive Circle Drive LLC House removed
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Completed Dilapidated Properties

Program Start Date:  4-16-2016

154 Buena Vista Circle Daniel Hightower House repaired

422 East Atlantic Street Kenneth Evans Overgrowth removed

806 West Virginia Street Kuy Kelly House removed

210 Park Lane Jon Taylor House painted

112 Center Lane Alex Graham Building painted

418 Old Highway Fifty-eight Willie Smith House removed

911 East Atlantic Street Bobby Shah Lot cleaned

930 West Danville Street Delores Taylor House removed

932 West Danville Street Barbara Jefferson House removed

906 Plank Road Ivory Joyner House painted

118 South Lunenburg Avenue Loretta  Avent Building repaired and painted

208 Pennington Street Brent Richey Repairs complete

114 C Clay Street Michael Robinson Trailer removed

1179 Country Lane Alfred Bracey House removed

201 East Atlantic Street Francis Clark House painted

112 East Atlantic Street William Robbins House removed

403 North Mecklenburg Avenue William Wills House painted

109 East Third Street Sam Allen House repaired

101 East Third Street Sam Allen House repaired and painted

706 Brooke Avenue Sam Allen House repaired and painted

103 East Third Street Sam Allen House repaired and painted
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Completed Dilapidated Properties

Program Start Date:  4-16-2016

506 Moseley Lane F. Holden House removed

609 Grazier Street M. Shearin House removed

117 Clay Street L. Cooke Repairs complete

302 W. High Street Stepping Stones Properties, LLC Repairs complete

704 Brook Avenue S. Allen Repairs Complete

202 North Brunswick Oscar Cruz trash removed

101 West Second Street S. Soyars Repairs Complete

419 East Atlantic T. Stanley Repairs Complete

Corner of Dortch & Main Butts Repairs Complete

704 Brooke S. Allen Repairs Complete

505 North Mecklenburg L. Ogburn Repairs Complete

617 North Mecklenburg Kumar Repairs Complete

103 South Mecklenburg Jenkins Repairs Complete

108 East 1st Street Windy Hills Repairs Complete

110 East 1st Street Windy Hills Repairs Complete

112 East 1st Street Windy Hills Repairs complete

112 Raleigh Ave B. Pearce Repairs Complete

500 West Danville B&P Enterprises LLC. Repairs Complete

501 West Danville Crop Production Services LLC Repairs Complete

639 West Virginia Avenue Dortch/Rudolph Repairs Complete

502 North Mecklenburg Moore Repairs complete

212 North Mecklenburg Crowder Repairs Complete

101 West 2nd Soyars Repairs Complete
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Completed Dilapidated Properties

Program Start Date:  4-16-2016

609 West Atlantic Bellewood LLC Repairs complete

514 Pleasant Street KC&J Properties Repairs complete

603 Franklin Street Exit Reality Repairs complete

1248 West Danville Thomas Repairs complete

605 Franklin Street Exit Realty Repairs complete

728 North Mecklenburg Janson Repairs complete

702 North Mecklenburg Taylor Repairs complete

410 East Ferrell Taylor House demolished

508 Brook Avenue Brown Repairs complete

642 Northington Jones Repairs complete

125 Clay Street Maddux Repairs complete

509 Franklin Exit Reality Repairs complete

Fox Run Apartments South Hill Associates LLC Repairs complete

810 West Main Rose Walker Repairs complete

505 Franklin Hayes Repairs complete

113 East Pine Windy Hills To be demolished

115 East Pine Windy Hills To be demolished

119 East Pine Windy Hills To be demolished

915 West Danville Maitland Repairs complete

402 South Hill Ave Windy Hills Repairs complete

800 Goodes Ferry S & S Mecklenburg LLC Repair Complete

516 East Atlantic Windy Hills Repair Complete

518 East Atlantic Windy Hills Repair complete
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Completed Dilapidated Properties

Program Start Date:  4-16-2016

410 West Atlantic Powell Repair complete

621 Northington Conner Repair complete

410 Circle Drive Newmart Repairs Complete

702 Brook Ave Allen Repairs Complete

704 Brook Ave Allen Repairs Complete

703 Robertson Allen Repairs Complete

705 Robertson Allen Repairs Complete

109 East 3rd Allen Repairs Complete

107 East 3rd Allen Repairs Complete

112 Windsor Street Windy Hills Repairs Complete

617 West Danville Luddy Repairs Complete

225 Circle Drive Circle Drive LLC Repairs Complete

110 Windsor Street Windy Hill Repairs Complete

107 NORTH WEST ELDAGBEAR LLC Repairs Complete

719 East Ferrell South Hill Partners LLC Repairs Complete

409 South Hill Ave Feggins Funeral Home Inc. Repairs Complete

120 A/B Matthews AAR Investments Repairs Complete

607 Franklin B. Champlain Repairs Complete

704 Goodes Ferry K. Bugg Repairs Complete
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Agenda Item A 
 

To: Mayor and Town Council 

From: Business Development Manager 

Date:    July 14, 2025 

Re: Monthly Update 

 

• We completed the Enterprise Zone reporting for 2024.  

• Reviewed a new hotel study with Mecklenburg County Economic Development office. This 

was a study implemented by the County to determine the demand for new hotels throughout the 

County.  

• Provided commercial sites, infrastructure information and traffic counts to the Ryan Company 

to share with their clients. We are continuing communications as additional questions come up.  

• Working on land acquisition and due diligence for property connected to Market Square.  

• Continuing to work with Retail Strategies on target marketing retailers and restaurants that 

would be a good fit in South Hill.  

• We are working on developing new marketing materials that would be used in the recruitment 

of new businesses.  

  

This item is for Council information only. No action is required. 

 

 



Agenda Item A 
 

To: Mayor and Town Council 

From: Human Resources Manager 

Date: July 1, 2025 

Re: HR Report for July 2025 

 

HR PROJECTS/ACCOMPLISHMENTS: 

 

NEOGOV’s Learning Management System (LMS) - Update 

 

We officially went Live and launched an online training course to all managers to review and 

begin to learn the many training courses and programs available.   Following, we will launch an 

online training course to all employees to review and utilize for their ongoing professional 

development and training needs.   

 

LEARN supports compliance, professional development, and skill-building through a centralized 

platform where employees can access online courses, certifications, and custom training paths. It 

also integrates seamlessly with PERFORM, our performance evaluation tool introduced last 

year, to support continuous growth and improved performance.   

 

Transition from NOVAtime to UKG (Ultimate Kronos Group) - Update 

 

We are currently Live with new UKG system.   The first pay period took effect June 14 through 

June 27th and payroll will be processed for July 3, 2025.   

Open Enrollment 2025 

Open enrollment benefits meetings were held to educate employees of the upcoming health 

benefit plans which will take effect July 1st.  HR has been busy assisting employees with 

questions and benefit rollouts, and is very pleased to announce 100% of employee enrollments.   

This ensures Anthem can complete enrollment changes, and process new cards and prepare 

updates on the billing side to generate timely reports back to the Town.   Thank you to all 

employees for helping to meet this timeline.     

 

 



EMPLOYMENT NEWS: 

 

Congratulations to Officer Julio Alarcon on his graduation from the Central Virginia Criminal 

Justice Academy! 

Julio now begins the next step in his career as he completes field training alongside a certified 

officer. During this time, he will continue to learn, grow, and develop the skills necessary to 

serve our community with excellence. 

We are extremely proud of his achievement and wish him continued success in his mission to 

serve and protect the community. 

Please join us in celebrating this milestone in Officer Alarcon’s journey! 

 

Please join us in welcoming Jennifer Pamplin to the Finance Team as our new Accounting 

Technician! 

Jennifer initially joined us as a temporary team member in March and later applied for the 

permanent position. We are thrilled to have her officially on board and look forward to her 

continued contributions. 

We wish Jennifer much growth and success in her role here at the Town of South Hill! 
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