
Workshop Meeting of the Town of Carolina Shores 
Board of Commissioners 
August 6, 2018 10:00am 

Call to Order 
I. Administrative Reports 

1. Administrative Reports
a. Administration Department
b. Finance Department
c. Public Works Department
d. Public Safety Department

2. Committee & Volunteer Group Reports
II. New Business

3. Agenda Items:
a. First reading of Ordinance 19-4 Amending the Code of Ordinances to provide 

for Chapter 23: Personnel Ordinance; second reading to occur Thursday, 
August 9, 2018

III. Public Comment
IV. Mayor and Board of Commissioner Comments
V. Closed Session: None 

Adjournment 
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Regular Meeting of the Town of Carolina Shores 
Board of Commissioners 
August 9, 2018 2:00pm 

Pledge of Allegiance to the Flag and Moment of Silence 

Call to Order 

I. Agenda Adjustments  
1. Adjustments to the agenda and approval thereof

II. Public Comment
2. Public Comments – agenda items only

III. Consent Agenda
3. Consent Agenda Items:

a. Approval of Minutes: Regular Meeting July 9 and 12, 2018
IV. Administrative Reports

4. Administrative Reports
V. Public Hearings: None 
VI. Old Business: None
VII. New Business:

5. Second reading and adoption of Ordinance 19-4 Amending the Code of 
Ordinances to provide for Chapter 23: Personnel Ordinance

VIII. Public Comment
IX. Mayor and Board of Commissioners Comments

 X. Closed Session: None 

Adjournment 
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Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

Item: Agenda Adjustments 

Contact: Ms. Joyce Dunn, Mayor 

Location: Agenda Adjustments 

“Adjustments to the agenda and approval thereof” 

Follow-up: None 

Requested Action: Board Action: Approve/Disapprove 

Budgetary Impact: None 

Narrative: 

This item presents for the Board’s consideration adjustments to the agenda from the time the 
time the agenda was created to allow for flexibility in deliberations of the Board. 
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Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

Item: Public Comment 

Contact: Ms. Joyce Dunn, Mayor 

Location: Public Comment 

“Public Comment” 

Follow-up: None 

Requested Action: Allow time for public comment. 

Budgetary Impact: None 

Narrative: 

This item presents for the Board’s consideration those citizens that have comments pursuant to 
GS 160-81.1. 

§ 160A-81.1.  Public comment period during regular meetings.
The council shall provide at least one period for public comment per month at a regular meeting of the council. The 
council may adopt reasonable rules governing the conduct of the public comment period, including, but not limited 
to, rules (i) fixing the maximum time allotted to each speaker, (ii) providing for the designation of spokesmen for 
groups of persons supporting or opposing the same positions, (iii) providing for the selection of delegates from 
groups of persons supporting or opposing the same positions when the number of persons wishing to attend the 
hearing exceeds the capacity of the hall, and (iv) providing for the maintenance of order and decorum in the conduct 
of the hearing. The council is not required to provide a public comment period under this section if no regular 
meeting is held during the month. (2005-170, s. 3.) 

Time Limit: 5 minutes 

August 2018 Town of Carolina Shores
Board of Commissioners Agenda Packet

Page 4 of 120



Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

Item: Consent Agenda 

Contact: Ms. Joyce Dunn, Mayor 

Location: Consent Agenda 

“Consent Agenda” 

Follow-up: None 

Requested Action: Pass all items with one motion, second, vote. 

Budgetary Impact: Possible subject to items. 

Narrative: 

This item presents for the Board’s consideration an expedited, omnibus action item for non-
controversial, pro-forma, and routine items. 
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 Town of Carolina Shores 

Board of Commissioners 

Pre-Agenda Meeting Minutes 

July 9, 2018 

10:00 a.m. 

DRAFT 

Members Present: Mayor Joyce Dunn and Commissioners:  Joseph J. Przywara, Bill Brennan, 
Greg Davis, Gere Dale and Beverly Mayhew. Also, present:  Jon Mendenhall, Town 
Administrator and Sara Hammonds, Office Assistant. 

Members Absent:  None 

Absent:  Nicole Hewett, Town Clerk. 

Call to Order: 

At 10:00 a.m. Mayor Joyce Dunn called to order the Board of Commissioners Workshop 
Meeting.   Mayor Dunn said that she would normally begin with the Administrative Reports but 
for the sake of time, she’d like to have someone make a motion to move up item 3b on the 
agenda.   

COMMISSIONER DAVIS MADE A MOTION TO MOVE UP ITEM 3B ON THE AGENDA.  
COMMISSIONER BRENNAN SECONDED THE MOTION.  MAYOR DUNN CALLED FOR 
A VOTE AND MOTION CARRIED BY UNANIMOUS VOTE. 

Mayor Dunn stated that there would be a reading of the proposed Ordinance 19-1 that was 
included in the board packets.  Mayor Dunn stated that she’d like to open the floor for 
comments, but that there wouldn’t be time to hear from everyone.  She asked that each side 
identify 2-3 people to get up and make brief remarks, because the board would like to hear both 
sides.  Mayor Dunn asked Mr. Mendenhall to do the 1st reading of Ordinance 19-1 and stated that 
this is the 1st reading and that a 2nd reading would occur on Thursday.  Mayor Dunn said this will 
not be a rush job and that there will be time for discussion.  Mr. Mendenhall stated that there are 
two ordinance options in the packet but that he will be reading Option B. After the reading, 
Mayor Dunn opened up the floor and asked that everyone that will be speaking to come to the 
podium and state their name and address for the record. 

Anthony Masi, 1054 Waterview Lane:  Mr. Masi stated that he has been a resident of the town 
for 2 years.  He was previously a resident of New York where he had permitted pot-bellied pigs, 
even elected officials had them.  They are smart, clean, they make no noise, the cause no 
problems.  He has had 2 pot-bellied pigs, one for 14 years and one for 16 years, and they are 
great pets and companions.   

Robert McDougal, 1090 Clubview Lane:  Mr. McDougal stated that he received a letter from 
Walter Goodenough that said that all pigs are allowed, this isn’t what’s being done?  Mayor 
Dunn says, that’s correct. 

Anthony Masi, 1054 Waterview Lane:  Mr. Masi stated that he wanted it to be known that he 
bought his home in The Village at Calabash in 2013 and that he currently has a pot-bellied pig. 
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Gail McBride, 827 Watson Ave:  Ms. McBride stated that she had a question.  She said she 
understands that the change was previously made that did not allow pot-bellied pigs.  What made 
the board do that then, what changed?  If it was because it was petitioned, what’s to stop other 
animals and other petitions?  When will it end?  Mayor Dunn stated that circumstances change 
and arise because something is considered, and this one is being considered because an issue 
came up.  Commissioner Dale said he was not on the board when it was done in 2014, the people 
who voted for it then may not be the majority now.  Commissioner Brennan said Walter 
Goodenough was the Mayor then and it was inserted into the ordinances because nothing was 
there, it was done with no thought.  Commissioner Brennan said point being, domestic animals 
were not considered and other towns weren’t considered, other towns don’t have this.  
Commissioner Brennan said if this became a legal case, the town would lose, we are human. 
Commissioner Przywara said other animals were added to the ordinance because we wanted to 
keep property values up and keep it residential.  Commissioner Davis said it was added in with 
many other ordinances and was put as just “swine” and no thought or discussion was made about 
pets, it was glossed over.  Commissioner Davis said there were no complaints; Pork Chop has 
been here since 2015 and the first I heard of it was last month.   

Mayor Dunn asked if anyone would like to speak against the ordinance. 

Wayne Hock, 911 Wedge Court:  Mr. Hock asked how the discussion is reached, is it by vote?  
Do each of you represent each community in the Town?  Mayor Dunn stated no.  Mr. Hock 
asked if this will represent all communities.  Mayor Dunn stated yes.  Mr. Hock said I’m against 
it, you’re setting a precedence, I already have a neighbor who doesn’t pick up their garbage.  Mr. 
Hock said I came here for rules, 1 person can’t control hundreds.  Mayor Dunn said you did raise 
a question.  Mayor Dunn says when you move here you have POA rules and you have Town 
rules.  The POA cannot be less restrictive, the Town takes precedence, but the POA can be 
stricter.  Mr. Hock said I used to drive a tractor, where can I park it?  Mayor Dunn said it’s up to 
the POA, each POA has different rules.  Commissioner Davis said it depends on where you live.  
Mr. Hock thanked the board. 

Barbara Hertline, 1055 Waterview Lane:  Ms. Hertline said many nights I’ve been woken up by 
a barking dog, but never by a squealing pig.   

Jennifer Gerald, 971 Waterview Lane:  Ms. Gerald said Pork Chop is a pleasure, he is friends 
with her dog. 

Sandra Leffinfield, 8 Pinewood Drive:  Ms. Leffinfield said this ordinance will allow 
domesticated pigs in house but it doesn’t allow them to be a nuisance, and no one should have to 
deal with a nuisance, this ordinance won’t allow that.   

At this time, Mayor Dunn asks for board input. 

Commissioner Przywara- Commissioner Przywara said the Planning Board reviewed and 
considered this ordinance, and their review isn’t binding, but they decided to keep things as is.   

At this time, Planning Board member Greg Hapner went back to the podium and said that the 
Planning Board came to a consensus that the ordinance didn’t need to be amended.  Mayor Dunn 
asked if anyone gave public input, and Mr. Hapner stated that Walter Goodenough stated his 
opinion.  Commissioner Przywara said no one else attended the Planning Board meeting because 
it wasn’t intended to be a public input session. 

August 2018 Town of Carolina Shores
Board of Commissioners Agenda Packet

Page 7 of 120



3 

Commissioner Davis- none 
 
Commissioner Mayhew- none 
 
Commissioner Przywara- Commissioner Przywara said that he comes from a farm community.  
He said that there are people who will be clean or not.  Commissioner Przywara added that this 
may be a great pig, but the next may not. 
 
Commissioner Brennan- Commissioner Brennan stated that his feeling is that the household pet 
category fell through the cracks.  No other towns have any swine ordinance.  Commissioner 
Brennan said as for the issue of a nuisance, they’ve been there, I wasn’t aware until last year and 
at that point it was still a rumor.  Commissioner Brennan said I’ve never seen Pork Chop except 
for on TV, there’s been no complaints until now, that’s 3.5 years.  Commissioner Brennan asked 
the audience if any of them feel like Pork Chop makes their property values go down and the 
audience answered with “no” as a group.  Commissioner Brennan said wouldn’t pigs be overrun 
by now?  There’s no economic disruption, so it’s a no-brainer. 
 
Commissioner Dale- Commissioner Dale said that he grew up in rural Iowa and his recollection 
is that a lot of pigs were domesticated and had names.  Commissioner Dale said he had been 
somewhat on the fence, so the Dolans were kind enough to allow him to come over and meet 
Pork Chop and he was very nice.  Commissioner Dale said he’s seen lots of dogs and cats loose 
in the neighborhoods and he has a problem with that.  Commissioner Dale said that there’s no 
problem with domesticated pigs and Pork Chop has fine parents and is a family member. 
 
Mayor Dunn- Mayor Dunn said that she was on the fence about changing the ordinance but when 
she found out that there are no other rules, and there are so many unmanageable dogs and cats, 
that if a household pet is well-managed, then it doesn’t matter what kind of pet it is.   
 
Mayor Dunn said with that in mind, she’d like to hear a vote on the 1st reading of Ordinance 19-
1.   
 
COMMISSIONER DAVIS MADE A MOTION TO APPROVE THE FIRST READING OF 
ORDINANCE 19-1.  COMMISSIONER DALE SECONDED THE MOTION.  MAYOR DUNN 
CALLED FOR A VOTE AND COMMISSIONER DAVIS, COMMISSIONER MAYHEW, 
COMMISSIONER DALE AND COMMISSIONER BRENNAN VOTED IN FAVOR OF THE 
FIRST READING OF ORDINANCE 19-1 AND COMMISSIONER PRZYWARA VOTED 
AGAINST IT.  THE MOTION CARRIED. 
 
Commissioner Przywara said this is what the democratic process is and it’s nothing personal.  
Mayor Dunn said that the 2nd reading of Ordinance 19-1 will be at Thursday’s regular meeting.  
Commissioner Davis said for any of those who are worried about the legislative body changing 
rules, that’s what we do.  Mayor Dunn said that the Weigelmann’s called everyone on the board 
before 7 am this morning to tell them that they were opposed very rudely, it was very nasty and 
very inappropriate.  Commissioner Brennan said if the HOA decides to be more restrictive, the 
Town cannot intervene.  Commissioner Przywara said he didn’t get a phone call this morning.   
 
Robert McDougal, 1090 Clubview Lane- If the POA says no pigs, would people be 
grandfathered?  Commissioner Davis says they may or may not.  67% of every property owner 
must vote in favor of changing an HOA rule. 
 

COMMISSIONER DAVIS MADE A MOTION FOR A 5 MINUTE RECESS FOR THOSE 
WHO WERE HERE FOR PORK CHOP TO LEAVE THE MEETING WITHOUT BEING A 
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DISRUPTION.  COMMISSIONER BRENNAN SECONDED THE MOTION.  MAYOR 
DUNN CALLED FOR A VOTE AND THE MOTION CARRIED BY UNIANIMOUS VOTE. 
 
The meeting was recessed at 10:30 am.  At 10:40 am, Mayor Dunn called the meeting back to 
order. 
 
Administrative Reports: Town Administrator Report/Jon Mendenhall: 

 
Mr. Mendenhall said that the Admin report starts at page 30 of the packet.  He said that everyone 
is working to close out the fiscal year.   
 
Public Works – Mr. Mendenhall said that grass cutting is on-going and the roadside ditch crew 
has been split into 2 groups for training and within 10 days they can do more. 
 
Inspections – Mr. Mendenhall said there have been moderations in volume. 
 
Code Compliance – Mr. Mendenhall said that Gail is working with Emergency Management and 
will be doing hurricane training soon. 
 
Projects – Mr. Mendenhall said that half of spot improvements are in bidding for the new fiscal 
year 19, Captains Court will be in progress soon.  The drainage study is complete and on the 
website.  Commissioner Brennan asked if spraying was being done and Mr. Mendenhall said it 
will be done in-house.  Mr. Mendenhall said that the stormwater ponds on the Town campus 
grounds are complete.  Mr. Mendenhall said that Sunfield is underway and there will be 2 change 
orders in August.  Mr. Mendenhall said that the street maintenance projects are listed at #4.  
Carolina Shores Drive and Mid Iron are scheduled for sealing, and the Gates will be next.  There 
has been a bid for tree removal, then patching, and then sealing.  Mr. Mendenhall said at this 
time he will pause for questions.  Mayor Dunn asked about the status of the Sunfield/Pinewood 
project.  Mr. Mendenhall said it’s out for bid for hydro seed but almost through.  Commissioner 
Brennan said he hadn’t seen anyone working on it in about a week and a half.  Commissioner 
Przywara said he thought they were still cutting trees 2 weeks ago.  Commissioner Brennan said 
that they are still cutting and removing debris.  Mayor Dunn said it’s good to have an update.  
Mr. Mendenhall said that there still needs to be a berm constructed to hide the entrance at 
Thomasboro Rd.  Mayor Dunn asked if trees would be planted and Mr. Mendenhall said no, did 
you want trees.  Commissioner Davis said yes and Mayor Dunn said yes, and Mr. Mendenhall 
said that he will have trees planted.  Mr. Mendenhall said on pages 31-32 you can see this a buy 
year for asphalt maintenance.  Mr. Mendenhall said it is split in half and you can see what will be 
done.  Mr. Mendenhall says a Gate will be done every season and all of them are scheduled to be 
done.  Mr. Mendenhall says trees are marked for cutting for this project and he’s been getting 
calls about not removing trees.  Commissioner Przywara said this only shows up to Gate 3 and 4.  
Mr. Mendenhall says they are cancelling item #8 to do all under item #5.  Mr. Mendenhall said 
on item #6 they are working on getting a contract on that.  Commissioner Brennan said on item 
#7, there’s a big dip in the road, does the culvert need to be replaced.  Mr. Mendenhall said yes 
and it’s being assigned to DSIP. 
 
Finance- Ms. Munday said that she has the finance report as of May 31st but she is still working 
to close the budget for fiscal year 18.  Expenditures are listed as $2,338,078, which is 76% of the 
budget.  Revenues are listed as $2,561,724, which is 80% of the budget.  The beginning balance 
was $3,971,128.69 and the ending balance was $3,642,968.90.  Ms. Munday added that the 
graphs are all included in the packet.   
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Mr. Mendenhall said that included in the packet is the Brunswick County Multi-jurisdictional 
request for proposals for major debris and staff recommends to participate.  Mr. Mendenhall said 
that there are 3 tiers for debris removal-local is the force account for small debris, moderate 
debris being handled by Brunswick Trucking, and major debris by Brunswick County.  
Commissioner Davis asked if this is the same as what was done in the past and Mr. Mendenhall 
says yes.  Mayor Dunn asked if it had ever been called upon before and Mr. Mendenhall said no.   
 
MAYOR DUNN CALLED FOR A MOTION FOR THE BRUNSWICK COUNTY MULTI-
JURSDICTIONAL REQUEST FOR PROPOSALS.  COMMISSIONER BRENNAN MADE A 
MOTION TO APPROVE THE BRUNSWICK COUNTY MULTI-JURSDICTIONAL 
REQUEST FOR PROPOSALS. COMMISSIONER DAVIS SECONDED THE MOTION.  
MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY UNANIMOUS 
VOTE. 
 
Committee & Volunteer Group Reports: 

 

Recycle Center – Commissioner Dale said the Recycle Center is still short-handed with help 
because the regular attendant is still out.  Waste Industries is looking for a replacement.  
Commissioner Dale said that the number of vehicles in the recycle center is picking up. 
 
Keep Brunswick County Beautiful – Commissioner Dale said that KBCB is continuing their save 
the straw program.  Mayor Dunn said because of Commissioner Dale, she has been carrying a 
reusable straw with her.  
 
Fireworks Committee – Mayor Dunn said that Town staff were involved in helping with the 
fireworks and that the Chair is in debt to Chris and the crew for their time and equipment.  
Mayor Dunn said she also had volunteers from the town assisting with the fireworks.  Mayor 
Dunn said there will be a celebration for the volunteers this Friday at 11 am. 
 
New Business: 

 
Regular Meeting, May 10, 2018 Agenda Items:  
  
Request by Teddy Altreuter for the Town to sponsor a candidate’s forum – Teddy Altreuter, 14 
Sand Dollar Court, thanked the town and Calabash for joining in the fireworks celebration.  Ms. 
Altreuter said she was impressed by the traffic control.  Ms. Altreuter said she has an idea for 
another event.  Ms. Altreuter said the election is coming up in November and it will include 
candidates from our area.  Ms. Altreuter said she’d like to have a non-partisan meet the 
candidates event in the CSPOA meeting room.  Ms. Altreuter said only those running opposed 
would be invited; there are 7 contested offices with 2 or more people running.  Ms. Altreuter said 
each person can have their own time to speak and people can come hear what they have to say 
and learn more about them.  Ms. Altreuter said the forum would be on a Tuesday evening in 
August or September, and she has 15 names and email addresses for them.  Ms. Altreuter added 
that even though town boards are political bodies, they are non-partisan, so a meeting sponsored 
by the town would not be an endorsement of any candidate or party, and she will help.  Mayor 
Dunn asked Ms. Altreuter to explain what she wants the Town to do.  Ms. Altreuter said she 
wants the town to sponsor the forum, write to the 15 candidates to invite them and tell them that 
they have a limited time but time to say their vision.  Ms. Altreuter said she doesn’t want to do it, 
she thinks the Town should do it.  Mayor Dunn said you want the town to do the legwork.  Ms. 
Altreuter said she can write the invitation and help get it put in the CSPOA newsletter.  
Commissioner Przywara asked if the CSPOA is offering the building at no cost and Ms. 
Altreuter said yes.  Commissioner Przywara said you just want the town to sponsor, because 
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board members can’t go.  Commissioner Davis said we can go but we can’t participate.  
Commissioner Davis said you don’t want it to be a debate?  Ms. Alreuter said right, anyone in a 
contest office is invited and given 5 minutes to speak.  Commissioner Brennan said that’s 15 
candidates at 5 minutes each, so it’s 1 hour 15 minutes if they call come.  Commissioner 
Mayhew said about 100 people fit in that room, there’s over 4,000 people in Carolina Shores and 
more in Calabash.  Commissioner Davis said he did a meet the candidates event when he was 
first running for office.  Ms. Altreuter said she doesn’t think 140 people would come.  Mayor 
Dunn said we should go ahead and decide today because we are running out of time.  Ms. 
Altreuter said the publishing deadline would be approaching.  Commissioner Davis said the later 
the better, if it’s in August it’s too early, late September or October would be better.  
Commissioner Mayhew said who would do the work, us?  Mayor Dunn said yes, there’s 
legwork.  Ms. Altreuter said she went to the CSPOA board to see if they would do it but she 
thinks it’s better if the town does it, but it has to be a Tuesday.  Commissioner Brennan 
suggested tabling the item until Thursday.  Commissioner Davis said we need time to consider it.  
Commissioner Przywara said he needs time to think about who is doing the work but this is a 
great chance to get the town name out there.  Commissioner Davis said as long as it’s non-
partisan and everyone is invited, he thinks it’s a good thing.  Commissioner Mayhew asked Ms. 
Altreuter to give the board a list of everything that needs to be done.  Ms. Altreuter gave the 
packet that she made to Ms. Hammonds.  Ms. Altreuter said she hasn’t taken it to Calabash yet 
but she’s willing.  Mayor Dunn said there are space considerations.  Commissioner Davis said 
he’s been a registered independent his whole life and he likes that this is non-partisan.  Mayor 
Dunn said voter apathy is a problem.  Ms. Altreuter said just get back to me.   
 
First reading of Ordinance 19-2 Amending the Text of the Unified Development Ordinance for 
Flood Regulations- Mr. Mendenhall said this item starts on page 66 of the packet and it’s very 
long so he won’t read all of it.  Mr. Mendenhall said in summary, this takes the state modeled 
ordinance for all flood damage prevention so property owners can get flood insurance.  Mr. 
Mendenhall said Community Rating System points for the town gets homeowners’ discounts on 
their flood insurance.  Mr. Mendenhall said regarding page 96, section 3, we have met 8-9 times 
with various neighborhoods in the town on flooding, and these meetings are also points.  Mr. 
Mendenhall said these problems aren’t unique to the Town of Carolina Shores and he found a 
template to use, and that this would address the issues.  Commissioner Przywara asked if this is 
only for the CSPOA area.  Commissioner Davis said the planned communities already had 
limitations on building.  Mr. Mendenhall said this is geared more towards the CSPOA, The 
Village at Calabash, Carolina Shores North, and Ocean Forest.  Mr. Mendenhall says this 
establishes a status quo.  Mr. Mendenhall says Oakbark Court isn’t in the new flood zone but it’s 
flooded more than once, and other areas that haven’t flooded are in the new flood zone.  Mr. 
Mendenhall said we are adopting the low-lying flood prone areas as if they are in a flood zone so 
they are held to a higher regulatory standard.  Mr. Mendenhall said for example, on Court 2 there 
are 2 lots that are low lying and the builder has to elevate the lot before building and build a 
swale.  Commissioner Davis said had this been in place before, many problems with flooding 
wouldn’t have happened.  Commissioner Brennan said on page 90 section 2, we need to make 
sure the language doesn’t get thrown out.  Mr. Mendenhall said we will make the editorial 
change.   
 
COMMISSIONER DAVIS MADE A MOTION TO APPROVE THE 1ST READING OF 
ORDINANCE 19-2 WITH CORRECTIONS TO THE APPENDIX.  COMMISSIONER 
BRENNAN SECONDED THE MOTION.  MAYOR DUNN CALLED FOR A VOTE AND 
MOTION CARRIED BY UNANIMOUS VOTE. 
 
First reading of Ordinance 19-3 Amending the Zoning Map for Adoption of FEMA NFIP Flood 
Insurance Rate Maps- Mr. Mendenhall stated that there is very little local control, these are 
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FEMA produced maps.  Commissioner Davis said we didn’t request or ask for this, this was 
done without any input from the town.  Mayor Dunn said passing this is required by law so 
people can get flood insurance.   
 
COMMISSIONER BRENNAN MADE A MOTION TO APPROVE THE 1ST READING OF 
ORDINANCE 19-3.  COMMISSIONER DALE SECONDED THE MOTION.  MAYOR DUNN 
CALLED FOR A VOTE AND MOTION CARRIED BY UNANIMOUS VOTE. 
 
Commissioner Przywara asked if Horry County was challenging the maps.  Mr. Mendenhall said 
yes.  Commissioner Przywara asked if they can still get flood insurance, and Mr. Mendenhall 
said yes, they can.  Commissioner Davis said he hopes the state of SC steps in.   
 
COMMISSIONER DAVIS MADE A MOTION TO REMOVE THE 1ST READING OF 
ORDINANCE 19-4 AMENDING THE CODE OF ORDINANCES TO PROVIDE FOR 
CHAPTER 23:  PERSONNEL ORDINANCE AND TABLE THE DISCUSSION UNTIL NEXT 
MONTH SO THE HR COMMITTEE CAN GO OVER IT FIRST.  COMMISSIONER 
BRENNAN SECONDED THE MOTION.  MAYOR DUNN CALLED FOR A VOTE AND 
MOTION CARRIED BY UNANIMOUS VOTE. 
 
Review of Resolution 19-1 adopting the Comprehensive Plan- Mr. Mendenhall said Dale 
Holland is scheduled to be here Thursday.   
 
COMMISSIONER DAVIS MADE A MOTION TO APPROVE REVIEW OF RESOLUTION 
19-1 ADOPTING THE COMPREHENSIVE PLAN.  COMMISSIONER BRENNAN 
SECONDED THE MOTION.  MR. MENDENHALL ASKED THAT COMMISSIONER 
DAVIS WITHDRAWAL HIS MOTION BECAUSE NO ACTION NEEDS TO BE MADE AT 
THIS TIME.  COMMISSIONER DAVIS WITHDREW HIS MOTION. 
 
Discussion of the Town’s 20th Anniversary Celebration in September 2018- Commissioner Dale 
said it’s 2 months away so we need to start discussing the 20th Anniversary celebration and see 
what the Board wants to do to celebrate.  Commissioner Przywara said he thought we were 
waiting to celebrate the 25th Anniversary.  Commissioner Davis said yes, we did decide after the 
15th Anniversary to wait until the 25th to celebrate again.  Commissioner Dale said he wasn’t 
aware of that.  Mayor Dunn said she thought the concert was nicely done and it was a good 
effort, and maybe we should do one in September with free hot dogs and drinks and maybe cake.  
Commissioner Davis asked if this would be in late September and Commissioner Dale said mid-
September.  Commissioner Davis said that’s good, it won’t compete with other concerts in the 
area.  Commissioner Davis said we should get a well-known band for the 20th Anniversary.  
Mayor Dunn said she thought the band at the last concert was good, but maybe we should feature 
local bands.  Commissioner Davis said the popular bands are local, but they may cost more.  
Commissioner Dale asked if anyone could recommend a band.  Commissioner Davis said there 
are several to choose from.  There was discussion on vendors for hot dogs.  Commissioner Dale 
asks if the Board agrees to do this.  It was the consensus of the Board to discuss it further on 
Thursday. 
 
Public Comment: 

 

Chuck Karnolt, 27 Brassie Drive- Mr. Karnolt said he’d like to comment on the Gates and asked 
what is being planned for replanting trees.  Mr. Mendenhall said that all the trees within 5 feet of 
the asphalt are being removed and they can’t be replaced.  Mr. Mendenhall added that there’s a 
nice tree at Gate 4 that may be able to stay.  Commissioner Davis said if we replace those trees, it 
would cause the same problem as the trees that were removed.  Mr. Karnolt said the CSPOA is 
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bringing in an arborist.  Mr. Karnolt also added that it’d be nice if there was a full audience for 
budget meetings. 
 
Greg Hapner, 844 Corn Planters Circle- Mr. Hapner says that he agrees with Ms. Altreuter on 
having a candidates forum, because it is almost impossible to get candidate information, not even 
a sample ballot.  Commissioner Davis said when he was running unopposed for a seat, his name 
wasn’t even printed in the newspaper.  Mayor Dunn said several people don’t even know what 
they have a local county commissioner from Carolina Shores.  Mayor Dunn asked Mr. Hapner if 
he’d be willing to be on the planning committee for the candidate’s forum and he said he would 
consider it.  Mr. Hapner said he knows a lot of people don’t come to the meetings but he thinks 
people would come to the candidate’s forum. 
 
Chuck Karnolt, 27 Brassie Drive- Mr. Karnolt said he thinks an impact study would be good. 
 
Mayor and Commissioner Comments: 

 

Commissioner Przywara – Commissioner Przywara said he’d like to consider looking at the 
noise ordinance, and change the times that construction is allowed to 7 am-7 pm, instead of the 
current 9 pm.  Commissioner Przywara said we are a Tree City USA city, and if we are redoing 
the UDO, we should see if we are required to replant trees.  Commissioner Przywara said he 
thinks the minutes for every meeting should be put on the website, not just workshop meetings.  
Commissioner Przywara said his wife is having surgery Thursday, but he’s unsure of the time, so 
he may not be here for the Thursday meeting.  Commissioner Przywara said he’d like to correct 
something that Commissioner Dale said last week; it’s not $12 per year for garbage pick-up, its 
$12 per month.  Commissioner Przywara said he called the county to confirm that number.  
Commissioner Przywara said if people are paying 15% of their taxes for garbage pick-up and not 
getting it, it’s a problem.  Commissioner Dale said that Waste Industries told him it was $12 per 
year. 
 
Commissioner Mayhew – Commissioner Mayhew said she went to the Chamber of Commerce 
meeting and they are currently working on their oyster festival, which is their biggest fundraiser 
of the year.  Commissioner Mayhew said she was asked about the concert that was held and if 
there was concern about it not being well-attended.  Commissioner Mayhew said they said not to 
get discouraged and suggested that our next concert be put in their flyer, and she has the contact 
information for who puts the flyer together.  Commissioner Davis said the county parks 
commission could also be helpful.  Commissioner Mayhew said the Chamber of Commerce is 
moving because their building is being torn down. 
 
Commissioner Davis – Commissioner Davis said he is thankful for a good meeting today and 
that it’s good to see us working with the citizens.  Commissioner Davis said the system worked 
today. 
 
Commissioner Brennan – Commissioner Brennan said everything important was discussed 
earlier so he doesn’t have anything else and he agrees with Commissioner Davis.  Mayor Dunn 
said don’t forget to watch the news tonight.  Commissioner Brennan said sometimes these things 
get lost, and he’s glad today worked out well.  Commissioner Przywara said we all have the right 
to disagree.  Commissioner Davis said if we use these moments to disagree and hold it against 
people, it doesn’t work.  Commissioner Davis said we are getting things done, people change 
their minds, I did it twice today.  Mayor Dunn said she doesn’t want to be on a board that doesn’t 
disagree sometimes.   
 
Commissioner Dale – Commissioner Dale commended the board for finishing by 12 pm today.   
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Mayor Dunn – Mayor Dunn said thank you to everyone who came to express their opinions 
today, but not at 7 am. 
 

Adjourn: 

 

COMMISSIONER BRENNAN MADE A MOTION TO ADJOURN THE JULY 9, 2018 
BOARD OF COMMISSIONERS WORKSHOP MEETING AT 11:52 A.M. COMMISSIONER 
DAVIS SECONDED THE MOTION.  MAYOR DUNN CALLED FOR A VOTE AND 
MOTION CARRIED BY UNANIMOUS VOTE. 
 
 
 
               _______________________________ 
                Mayor 
 
 
 
Submitted by: 
Sara Hammonds 
Office Assistant 
 
 
 

August 2018 Town of Carolina Shores 
Board of Commissioners Agenda Packet

Page 14 of 120



1 
 

 

TOWN OF CAROLINA SHORES 

BOARD OF COMMISSIONERS 

REGULAR MEETING MINUTES 
    July 12, 2018 

2:00 p.m. 

 

DRAFT 

 

Mayor Joyce Dunn called the July 12, 2018 meeting to order at 2:00 p.m. The Pledge of Allegiance 
was recited and there was a moment of silence. Commissioners present: Joseph J. Przywara, Gere 
Dale, Greg Davis, Bill Brennan and Beverly Mayhew. Also, present: Jon Mendenhall, Town 
Administrator; Julie Munday, Finance Director; James E. Eldridge, Town Attorney and Nicole 
Hewett, Town Clerk. 
 
Members Absent:  None 
 
Others Absent: None 

Agenda Adjustments: 
 

None 
 
Public Comment on Agenda Items: 
 

None 
 
Consent Agenda: 

 

COMMISSIONER BRENNAN MADE A MOTION TO APPROVE THE FOLLOWING 
CONSENT AGENDA ITEMS: 
 

•     Approval of Minutes: Regular Meeting Minutes:  June 4, 2018, June 7, 2018 and 
Closed Session Meeting Minutes of March 20, 2018, April 9, 2018, April 12, 2018, 
May 7, 2018, and May 10, 2018. 

 
COMMISSIONER DALE SECONDED THE MOTION.  MAYOR DUNN CALLED FOR A 
VOTE AND MOTION CARRIED BY UNANIMOUS VOTE. 
 

Administrative Reports: 

 

Public Hearings – Mr. Mendenhall said there are three Public Hearings on the agenda.  Mr. 
Mendenhall said Mr. Holland from HCP is here and will be giving a presentation on the 
Comprehensive Plan. 
 
Late Arriving Administrative Items: 
 
Request for Sponsoring Political Event – Mr. Mendenhall said on Monday, you had a request to 
sponsor a political event.  Mr. Mendenhall said he wanted to remind the Board of N.C.G.S. 160A-
169(e) and read aloud “No employee may use city funds, supplies, or equipment for partisan 
purposes, or for political purposes except where such political uses are otherwise permitted by 
law.” Mayor Dunn said we are discussing possibly hosting a candidate forum.  There was 
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discussion on this item.  It was the consensus of the Board of the Commissioners that they would 
like to but the law prohibits us and for Ms. Teddy Altreuter to find another place to host/sponsor 
this request.  Ms. Altreuter said all we were talking about was having a meet the candidates event.  
Ms. Altreuter said it would be non-partisan. Ms. Altreuter said it doesn’t require any money.  Ms. 
Altreuter said if anyone is interested, to please contact her.  Thank you very much. 
 
Fence Issue by Town Hall Pond – Mr. Mendenhall said the next item is the fence issue with our 
neighbor by the pond.  Mayor Dunn said the neighbor just called her a day or two ago and she was 
sort of shocked that we were going to put the white fence there because she didn’t realize that the 
Board had given up on the idea of landscaping approach.  Mayor Dunn said what the neighbor said 
to her was please don’t start; let me talk to my husband and we will get back to you but let’s look at 
other alternatives.  Mayor Dunn said one thing she said was if the Town owned that parcel of land, 
could the Town put landscaping on it and Mayor Dunn told her most likely.  Mayor Dunn said the 
neighbor said let me go and talk to my husband and she would get back with her. Mayor Dunn said 
that’s all, don’t put the fence up until she has time to absorb all of this.  Commissioner Mayhew 
said she thought the original reason was for the safety of her son getting into the pond and she 
wanted a fence.  Commissioner Mayhew said we put up a fence and it wasn’t the right kind of 
fence and now she doesn’t want another kind of fence; she wants shrubs.  Mayor Dunn said the 
neighbor thought that it was going to be more attractive.  Commissioner Davis said the other 
problem is that she lives in the Shores and he doesn’t believe she can subdivide the lot.  Mayor 
Dunn said yes, you can.  Commissioner Davis asked if she wanted to give or sell us the property.  
Mayor Dunn said the neighbor doesn’t know right now because she doesn’t even have a plan; she 
wanted to talk to her husband.  Commissioner Davis asked Mr. Mendenhall about the second fence 
the Town was going to put in.  Mr. Mendenhall said the fence has been fabricated, has not been 
installed but we already paid.  Mayor Dunn said she doesn’t think that the Board needs to make a 
decision today. Commissioner Brennan asked if there was a problem with the contractor holding 
off for a little bit.  Mr. Mendenhall said he can hold off for a little bit and he can just reprioritize the 
job.  Commissioner Dale asked how much has been invested.  Mr. Mendenhall said he has already 
bought all of the materials, he is cutting them now so you have essentially bought the fence. Mr. 
Mendenhall said that is about $3,000.00 and does not include installation. Commissioner Brennan 
said the problem he has is that they took down the trees on their own. Mayor Dunn said they put 
trees back in.  Commissioner Brennan said it is on their property and we can’t expend funds on 
private property.  Mayor Dunn said the neighbor was just brainstorming.  Commissioner Przywara 
said we like to work with people but we don’t want people to dictate to us what we have to do.  
Commissioner Davis said we have already put in one fence.  Commissioner Davis said they didn’t 
like that fence.  Mayor Dunn said we had talked about shrubs and the neighbor was never informed 
that the plan changed.  Commissioner Davis said he understands that.  Commissioner Davis said 
she wanted us to put shrubs on their property and that we can’t do. Commissioner Davis said the 
key here is that we put in a fence, they didn’t like the fence but they wanted the fence because they 
wanted to keep their kids from falling in our pond or going over on the property.  Commissioner 
Davis said then if he wasn’t mistaken they all voted unanimously to put in a white fence and he still 
stands with that agreement. Mayor Dunn said she actually thinks that it was more of an appearance 
concern. Mayor Dunn said the pond turned out to be more industrial looking.  Commissioner 
Brennan said the pond was always there. Mayor Dunn said before it didn’t look industrial, it just 
looked like a pond.  It was the consensus of the Board to have Mayor Dunn talk to her within the 
next two weeks but not to accept any offers or suggestions. 
 
Ordinances – Mr. Mendenhall said you had the first reading of Ordinance 19-1 pertaining to swine.  
Mr. Mendenhall said the second item were the changes to the Flood Damage Prevention Ordinance 
and those changes were made. 
 
Town of Calabash – Mr. Mendenhall said we have received from the Town of Calabash, their 
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consent and agreement to assign duties that were originally assigned to the Carolina Shores 
Property Association.  Mr. Mendenhall said this is related to a situation that occurred back in the 
early 90’s.  Mr. Mendenhall said the Town assigned certain drainage duties, not sure why they got 
assigned to the Town of Calabash but they realized they did.  Mr. Mendenhall said they were never 
assigned to the Town of Carolina Shores when we came to existence from the Town of Calabash.  
Mr. Mendenhall said this will allow for certain drainage easements and rights-of-way for the Town 
of Carolina Shores.  Mr. Mendenhall said this will basically give the Town of Carolina Shores the 
power which we do not have at the present time for drainage, for access, for control of rules and 
regulations related to drainage.  Mr. Mendenhall said this is not for easements, this is for power.  
Mr. Mendenhall said the ditches were transferred in 1999 but the power of the declarant was not.  
Mr. Mendenhall said the CSPOA has no power to regulate stormwater. 
 
COMMISSIONER DAVIS MADE A MOTION TO ACCEPT THE ASSIGNMENT AND 
AGREEMENT BETWEEN THE TOWN OF CALABASH AND THE TOWN OF CAROLINA 
SHORES.  COMMISSIONER BRENNAN SECONDED THE MOTION.  MAYOR DUNN 
CALLED FOR A VOTE AND MOTION CARRIED BY UNANIMOUS VOTE. 
 
Finance Update – Mr. Mendenhall said that Ms. Munday is going to present the Board with a 
Budget Ordinance Amendment for fiscal year ending 2018.  Mr. Mendenhall said it doesn’t change 
the bottom line around, they are just moving money around to different line items. Ms. Munday 
said we are going to decrease the contingency and add some to different departments.  Ms. Munday 
said Budget Ordinance Amendment 19-5 is in the amount of $15,200.00 and it does not change the 
bottom line. 
 
COMMISSIONER DALE MADE A MOTION TO APPROVE BUDGET ORDINANCE 
AMENDMENT 19-5 IN THE AMOUNT OF $15,200.00. COMMISSIONER BRENNAN 
SECONDED THE MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION 
CARRIED BY UNANIMOUS VOTE. 
 

Public Hearings: 

 
Text Amendment on Flood Regulations: 
 
COMMISSIONER DAVIS MADE A MOTION TO OPEN THE PUBLIC HEARING ON THE 
TEXT AMENDMENT OF FLOOD REGULATIONS.  COMMISSIONER BRENNAN 
SECONDED THE MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION 
CARRIED BY UNANIMOUS VOTE. 
 
As there was no comment, Mayor Dunn asked for a motion to close the Public Hearing. 
 
COMMISSIONER DAVIS MADE A MOTION TO CLOSE THE PUBLIC HEARING AND GO 
BACK INTO REGULAR SESSION.  COMMISSIONER DALE SECONDED THE MOTION.  
MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY UNANIMOUS VOTE. 
 
Map Amendment Flood Maps: 
 
COMMISSIONER DAVIS MADE A MOTION TO OPEN THE PUBLIC HEARING ON THE 
MAP AMENDMENT FOR FLOOD MAPS.  COMMISSIONER DALE SECONDED THE 
MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY 
UNANIMOUS VOTE. 
 
Mr. Mendenhall said this item is for the adoption of the FEMA Flood Maps.  Mr. Mendenhall said 
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we have held several meetings over a course of about two years now talking about the flood maps 
and the adoption of them for the Town of Carolina Shores.  Mr. Mendenhall said the ramification if 
the maps are not approved would be that the residents that do not have flood insurance would not 
be able to obtain flood insurance.  Mayor Dunn said this is a conclusion to a National and State 
inspired reevaluation of the flood maps. Mayor Dunn said each jurisdiction must vote to approve 
them.  Mayor Dunn asked for public comments. 
 
Bill Steuernagle, 206 Pilot House Place – Mr. Steuernagle asked how often can FEMA or the State 
redo the flood maps.  Mr. Steuernagle said the reason he brings it up is because it has ramifications 
on people who bought in our community.  Mr. Steuernagle asked about the other communities. 
 
Mack, The Farm at Brunswick – Mack said he has lived here for three years and attended about 
four meetings.  Mack said he got an email to not worry about the flood zone and here at a meeting 
Mr. Mendenhall said don’t worry about it.  Mack said and then he gets a letter that he is in a flood 
zone.  Mack said then the next thing he knows, he gets an email that says he is not in a flood zone 
again.  Mack said he doesn’t know if he should go buy a life vest or what.  Mack said to him you 
guys haven’t done anything to fight this matter.  Mack said his builder is Horton and he hasn’t met 
them. 
 
Diane Lillis, 328 Bulkhead Bend – Ms. Lillis said she would like to let the Board know that their 
developer/builder Pulte is not offering any assistance with the elevation certificate.  Ms. Lillis said 
we have obtained two quotes for elevation certificates and we think it is going to cost about 
$10,000.00.  Ms. Lillis said that is for eight buildings.  Ms. Lillis said we were told by insurance 
carrier for our master plan that we can’t purchase flood insurance for our condominiums until 
August 28, 2018.  Ms. Lillis said we have no ability to get in on the reduced rate.  Ms. Lillis said 
the National Flood Insurance Program will not issue flood insurance to Beacon Townes until after 
the flood maps are effective. Ms. Lillis said some units have six units in them.   
 
Bill Steuernagle, 206 Pilot House Place – Mr. Steuernagle said there is a portion at Beacon Townes 
and it is a squiggle.  Mr. Steuernagle said apparently with the squiggle, it hits every building.  Mr. 
Steuernagle said we were told that not only is it going to cost us $10,000.00 for the elevation 
certificates but we are going to have to buy insurance in August to cover until FEMA, you know.  
Mr. Steuernagle said it could cost us upwards of $30,000.00.  Mr. Steuernagle said there is not 
really much you can do about it.  Mr. Steuernagle said that is why he asked the question.  Mr. 
Steuernagle said because somebody threw out the comment that if you look at the flood map, there 
is a straight red line drawn through the wetlands and it didn’t go any further.  Mr. Steuernagle said 
well one of the questions by one of the surveyors they contacted was are they going to do 
something later on the other side of the red line and that is in a flood zone now.  Mr. Steuernagle 
said now we are going to be in a flood zone AE and the residents there are very, very concerned.  
Mr. Steuernagle said we are doing the best we can but we were told that we can’t really do anything 
until the new maps become effective on August 28, 2018.  Mr. Steuernagle said we will hopefully 
be through with the elevation certificates on August 29, 2018 and get the paperwork rolling.  Mr. 
Steuernagle said we can’t get National Flood Insurance policy until we get the elevation certificate.  
Mr. Steuernagle said it’s a catch 22. 
 
William Edney, 26 Field Planters Circle – Mr. Edney said he talked to the gentleman right here and 
he talked to Commissioner Przywara before on this issue.  Mr. Edney said we kind of live on the 
wetlands.  Mr. Edney said when they bought ten years ago, they assured us that we were not in a 
flood zone and that was the people that were there and the D.R. Horton sales representative as well. 
Mr. Edney said he even came down to Town Hall to make sure and none of you all where here at 
the time he doesn’t think.  Mr. Edney said he had been working on this for quite a while because he 
has experienced flooding before and he didn’t want to buy that close to it.  Mr. Edney said he wants 
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to know why this is not being challenged so we can get this taken care of.  Mr. Edney said D.R. 
Horton should’ve done something about this.  Mr. Edney said the Town has a responsibility of 
making sure that D.R. Horton follows the regulations and not to just jerry rig anything to sell 
homes and then get out.  Mr. Edney said there is another thing but his main concern is flood 
insurance right now.  Mr. Edney said he has flood insurance and always have just as a safety thing 
but it is still unfair for myself and my neighbors to do so.  Mr. Edney said who asked for the 
change.  Mr. Edney said that is unfair to look at it from that certain standpoint.  Mr. Edney said all 
these ponds around here, why not pump down some of them to prevent flooding.  Mr. Edney said 
he knows the last time we had a big storm, they pumped the ponds down.  Mr. Edney said if you 
did that and redirected that water somewhere, it can be done. 
 
Diane Lillis, 328 Bulkhead Bend – Ms. Lillis said she just wants to make a comment that this 
whole process, LOMA Letter of Map Amendment or map change is based on an elevation 
certificate that with some communities the builder is helping them with.  Ms. Lillis said this is a 
common practice, it is not some type of jerry rig thing to get out of paying for flood insurance.  Ms. 
Lillis said if the data from the elevation certification is supported, your property will be taken out of 
a flood zone.  Ms. Lillis said this is true for people that still have builders helping them.   
 
John Sanchez, 85 Dogwood Court SW – Mr. Sanchez said so last year we weren’t on a flood map.  
Mr. Sanchez said this year the map looks like it is on the edge of our driveway by the street.  Mr. 
Sanchez said he was wondering if that would put him in a flood zone or not.  Mr. Sanchez said it’s 
not on the property just by the driveway.  Mr. Sanchez said the thing is that he doesn’t think they 
even own the property 2-3 feet into the driveway, so that wouldn’t even be our property.  Mr. 
Sanchez said the last two floods that we had here, the water never came near our house; there was 
water out in the street, which was substantial.  Mr. Sanchez said he figured since it was right on the 
edge of his property, that it wasn’t on his property.  Thank you. 
 
Walter Weber, 1 Bayberry – Mr. Weber said he has lived here for fourteen years and has never had 
a flood and never lived in a flood zone and now he is in a flood zone. Mr. Weber said he has 
learned over the past month that individually we can challenge this.  Mr. Weber said you go to the 
FEMA website and go to where it says Letter of Map Change.  Mr. Weber said there is an 
application there and you fill out the application; however, it has some things in there that need to 
be satisfied in order to successfully submit that application.  Mr. Weber said us as individuals don’t 
have access to this information.  Mr. Weber said he called up FEMA and that was very painful, 
trying to get somebody to talk to and that took him about two hours and he finally got someone to 
talk to.  Mr. Weber said they told him that he was going to have to have cooperation from your 
Town in order to fulfill what is required to successfully submit the application.  Mr. Weber said he 
is wondering if the Town is in a position to be able to help us as individuals to collect that 
information that is needed.  Mr. Weber said one thing that is needed is the elevation certificate and 
a copy of the FIRM panel and things he knows nothing about.  Mr. Weber said there is another 
caveat that people should be aware of with this whole thing.  Mr. Weber said if you have a 
mortgage, you have to have insurance.  Mr. Weber said if you don’t have a mortgage, you can flip a 
coin and do whatever you like. Mr. Weber said this process should take about six months once they 
get the paperwork; so, you would have to buy insurance the first year.  Mr. Weber will call and 
make an appointment with Mr. Mendenhall. 
 
Tom Bezek, 17 Carolina Shores Drive- Mr. Bezek said he has lived here for fifteen years.  Mr. 
Bezek said everybody back in that time did not need to have flood insurance.  Mr. Bezek said his 
son in law said why are you getting flood insurance and I said this entire area east of Highway 17 is 
about 12 feet above sea level.  Mr. Bezek said if we have Hugo or anything close to that, you would 
have to elevate your property a heck of a lot more than the Lakes and Beacon Townes because 
every property will be under water.  Mr. Bezek said two years after he got here, he took out flood 
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insurance and it was dirt cheap up until now.  Mr. Bezek said for a house under $200,000.00, its 
less than $500.00 a year, not a month.  Mr. Bezek said what is going to happen after August, 
assuming FEMA has engineering studies to prove that 100-year flood is now every ten years and 
then every five years.  Mr. Bezek said he thinks that people have to not look at flood insurance at 
what the cost of the policy might be.  Mr. Bezek said what concerns him is based on what happens 
in the next ten or fifteen years.  Mr. Bezek said he is going to leave his policy which is less than 
$400.00 a year, extremely cheap with a $1,000.00 deductible.  Mr. Bezek said he can understand 
economics. Mr. Bezek said since he has lived there we have never had anything over what he will 
call a Category 1, it came right over his house.  Mr. Bezek said there were a few trees that came 
down.  Mr. Bezek said if we have a Cat 3 or 4 you better have flood insurance because you will be 
under water and that’s all he has to say.   
 
COMMISSIONER BRENNAN MADE A MOTION TO CLOSE THE PUBLIC HEARING AND 
GO BACK INTO REGULAR SESSION.  COMMISSIONER DAVIS SECONDED THE 
MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY 
UNANIMOUS VOTE. 
 
Comprehensive Plan: 
 
COMMISSIONER BRENNAN MADE A MOTION TO OPEN THE PUBLIC HEARING ON 
THE COMPREHENSIVE PLAN.  COMMISSIONER DALE SECONDED THE MOTION.  
MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY UNANIMOUS VOTE. 
 
Mr. Dale Holland from Holland Consulting Planners spoke to the Board of Commissioners 
regarding the Comprehensive Plan.  Mr. Holland said unfortunately for the folks that are here and 
who have not been involved in the process, we have a document that has several hundreds of pages 
in it.  Mr. Holland said it is challenging at best to justice of the content of the plan.  Mr. Holland 
said the plan was prepared as a 20-year Land Use Comprehensive Plan for the Town of Carolina 
Shores. Mr. Holland said it is also intended to serve as the certified CAMA Land Use Plan for 
coastal communities.  Mr. Holland said if you are in one of those coastal communities, which 
Brunswick County is; then the Town has to have its own plan or fall under the jurisdiction of 
Brunswick County.  Mr. Holland said up until you adopt this plan, you are still under the 
jurisdiction of the Brunswick County Land Use Plan.  Mr. Holland said if you adopt this plan, then 
you will be under your own Town’s plan.  Mr. Holland said the plan was reviewed for a little less 
than a year by the Town of Carolina Shores Planning Board and it was recommended to the Board 
of Commissioners for review and adoption.  Mr. Holland said prior to the adoption, the plan was 
submitted to Coastal Management for their review to ensure the plan was consistent with State 
guidelines and State Policies.  Mr. Holland said after the plan was reviewed by Coastal 
Management in Wilmington, the plan was circulated to endless number of State agencies for 75 
days of review and comment.  Mr. Holland said the plan was sent back to you without any 
comment on any items or subjects by the State or by the Division of Coastal Management.  Mr. 
Holland said that brings us to this afternoon for the public hearing.  Mr. Holland said if you adopt 
the plan, it will then go to the Executive Secretary of Coastal Management and he will certify the 
plan and then this plan will stand as your certified plan until it is amended or a new plan is adopted.  
Mr. Holland said he would like to point out to the public that is here that there was an extensive 
citizen participation process throughout the preparation of the plan.  Mr. Holland said there was a 
website dedicated to the preparation of the plan.  Mr. Holland said that everything that happened 
with the respect of the development of the plan was on the website.  Mr. Holland said the address to 
that site is:  plancarolinashores.com.  Mr. Holland said during the preparation of the plan, we 
prepared a survey which was widely distributed.  Mr. Holland said all the POA’s in Town were 
notified of the survey process and the survey was on the website.  Mr. Holland said there was a 
period between December 2016 to April 2017 that we received 601 responses to the survey.  Mr. 
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Holland said we can track the survey and we had very little duplication.  Mr. Holland said we had 
601 responses and that represented 30% of the total dwelling units within the community of 
Carolina Shores.  Mr. Holland said if you look at the 2010 population of 3,048 people, we had a 
survey response that is just under 20% of the total population which is an outstanding response.  
Mr. Holland said the plan set goals and strategies for the future of the Town.  Mr. Holland said he 
encourages anyone that is interested to look at the plan.  Mr. Holland said copies of the plan can be 
obtained at Town Hall or it can be downloaded off the website.  Mr. Holland said he apologizes to 
the people at the meeting for not being able to give a more thorough explanation of the plan.  The 
Board of Commissioners thanked Mr. Holland for all the work.  Mr. Holland said he appreciated 
the work done by the Planning Board and the help from the staff in getting this done. Mr. Holland 
said this is a Resolution for adoption which is a CAMA form.  Mr. Holland said if the resolution 
passes, the plan will go on for final certification. 
 
Bill Steuernagle, 206 Pilothouse Place – Mr. Steuernagle said sir you said the dates where from 
December 2015 to December 2016 and Mr. Holland said no, December 2016 to April 2017. 
 
Mr. Mendenhall said Mr. Holland has done a wonderful job on the Comprehensive Land Use Plan.  
Mayor Dunn asked the Planning Board members in attendance to stand so they could be recognized 
for all of their hard work. 
 
COMMISSIONER DAVIS MADE A MOTION TO CLOSE THE PUBLIC HEARING AND GO 
BACK INTO REGULAR SESSION.  COMMISSIONER BRENNAN SECONDED THE 
MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY 
UNANIMOUS VOTE. 
 
Old Business: 

 

None 
 

New Business: 
 

Second Reading and Adoption of Ordinance 19-1 Amending the Text of Section 81.06 of the Code 
of Ordinances Related to the Regulation of Swine: 
 
COMMISSIONER BRENNAN MADE A MOTION TO APPROVE THE SECOND READING 
AND ADOPTION OF ORDINANCE 19-1 AMENDING THE TEXT OF SECTION 81.06 OF 
THE CODE OF ORDINANCE RELATED TO THE REGULATION OF SWINE.  
COMMISSIONER DAVIS SECONDED THE MOTION.  MAYOR DUNN ASKED IF THERE 
WERE ANY DISCUSSION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION 
CARRIED BY COMMISSIONERS BRENNAN, DALE, MAYHEW AND DAVIS AS YES 
AND COMMISSIONER PRZYWARA AS NO. 
 
Second Reading and Adoption of Ordinance 19-2 Amending the Text of the Unified Development 
Ordinance for Flood Regulations:   
 
COMMISSIONER BRENNAN MADE A MOTION TO APPROVE THE SECOND READING 
AND ADOPTION OF ORDINANCE 19-2 AMENDING THE TEXT OF THE UNIFIED 
DEVELOPMENT ORDINANCE FOR FLOOD REGULATIONS.  COMMISSIONER DALE 
SECONDED THE MOTION.  MAYOR DUNN ASKED IF THERE WERE ANY DISCUSSION.  
MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY UNANIMOUS VOTE. 
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Second Reading and Adoption of Ordinance 19-3 Amending the Zoning Map for Adoption of  
FEMA NFIP Flood Insurance Rate Maps:  
 
COMMISSIONER DAVIS MADE A MOTION TO APPROVE THE SECOND READING AND 
ADOPTION OF ORDINANCE 19-3 AMENDING THE ZONING MAP FOR ADOPTION OF 
FEMA NFIP FLOOD INSURANCE RATE MAPS.  COMMISSIONER BRENNAN 
SECONDED THE MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION 
CARRIED BY UNANIMOUS VOTE. 
 
Consideration of Resolution 19-1 Adopting the Comprehensive Plan:   
 
COMMISSIONER BRENNAN MADE A MOTION TO APPROVE RESOLUTION 19-1 
ADOPTING THE COMPREHENSIVE PLAN.  COMMISSIONER PRZYWARA SECONDED 
THE MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY 
UNANIMOUS VOTE. 
 

Public Comment: 
 

Dennis Lynch, 1224 Fencepost Lane – Mr. Lynch said he wanted to comment on the petition he 
wrote.  Mr. Lynch said he wrote a letter and got a response from Mr. Mendenhall.  Mr. Lynch 
asked the Board if they needed a copy of the petition.  Mr. Lynch said what he is trying to do and 
he has 75 people that have signed the petition is to change the D.R. Horton work hours so we can 
live like normal human beings.  Mr. Lynch said change the hours Monday thru Friday from 7:00 
am to 5:00 pm and Saturday 9:00 am to 4:00 pm and no construction on Sunday.  Mr. Lynch said in 
regards to the noise, he sent it to the Benchmark people and their response was whatever the Town 
wants; they are going to respect.  Mr. Lynch said the Town ordinance is form 7:00 am until 9:00 
pm.  Mr. Lynch said he is here hoping that the Town could maybe change the ordinance or 
whatever you have to do, vote on it.  Mr. Lynch said he would like to wake up at 8:00 am, not 6:00 
am and listen to hammer guns and nail guns and loud music.  Mr. Lynch said he likes to go out at 
6:00 pm and have a peaceful barbeque and have friends over on the weekends and not listen to 
hammer guns and all the noise and everything.  Mr. Lynch said he doesn’t know what you have to 
do to change that.  Mayor Dunn said we would have to put it on the agenda, have a discussion and 
decide whether we want to change the ordinance and then vote on it.  Mayor Dunn said meanwhile 
our staff has been instructed to strictly enforce the current ordinance so that people are not 
exceptions to it.  Mr. Lynch said right, as far as the noise.  Mr. Lynch said but what he is saying is 
working from 7:00 am until 9:00 pm.  Mr. Lynch said last year they worked Christmas Eve until 
9:00 pm.  Mr. Lynch said we moved here to live a peaceful and quiet life.  Mr. Lynch said it is not 
just The Farm; its at Calabash Lakes, a bunch of people.  Mr. Lynch said he knows that it can be 
changed if you guys could work for us and vote. Mayor Dunn said it is something that we are 
willing to discuss.  Mayor Dunn said you do have to be aware that would prolong the process.  Mr. 
Lynch said at least he would have peace and quiet and could have friends over on the weekends.  
Mr. Lynch said he was in the Union in Manhattan.  Mr. Lynch said we worked Saturday, Sunday 
and all of that up until about fifteen years ago because the Unions hated it.  Mr. Lynch said we 
hated it because we used to get double and triple time.  Mr. Lynch said that is a thing of the past, so 
things can be changed.  Mr. Lynch said he hopes the Town will help them out and change it.  
Mayor Dunn asked Mr. Mendenhall to put that on the next agenda.  Mr. Lynch said thank you very 
much. 
 
Robert Dolan, 970 Waterview Lane, Village at Calabash – Mr. Dolan said he wanted to apologize 
for the phone call; he left his phone in the car and Pork Chop was calling a friend of ours.  Mr. 
Dolan said he sincerely wants to thank Carolina Shores Board of Commissioners for everything 
you did for pets and for Pork Chop.  Thank you. 
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Lisa Hagerty, 796 Haystack – Ms. Hagerty said her mother recently bought a home on Corn 
Planters Circle.  Ms. Hagerty said she has been walking her grandmother around and notice that the 
roads are separated terribly.  Ms. Hagerty said she called the Town and got a phone call back from 
Tony and he was very nice but had no answers for her.  Ms. Hagerty said Tony said we have a 
problem, a big problem but we have no answers for you.  Ms. Hagerty said is money being set aside 
for these roads that are going to eventually open up and collapse.  Ms. Hagerty said we have large 
cracks.  Mr. Mendenhall said is the question of money being set aside and Ms. Hagerty said no, 
who is responsible; the Town of Carolina Shores is responsible because the roads have been turned 
over and Mr. Mendenhall said that is correct. Ms. Hagerty said now is there money being set aside.  
Mr. Mendenhall said no ma’am, that is not how it works.  Mr. Mendenhall said we prioritize based 
on conditions throughout the Town and we have about 24 miles of street and just added 2 more 
miles so about 26 miles of street.  Mr. Mendenhall said we take the worst first and he believes Tony 
is aware of your situation.  Mr. Mendenhall said The Farm is on the Capital Improvement Plan to 
have some street work done in 2021, somewhere in that vicinity.  Mr. Mendenhall said we also 
have Force Account which means the Town’s own Force Account to do other things.  Mr. 
Mendenhall said we will take a look at that and come up with a plan.  Ms. Hagerty said there is a 
problem underneath the road.  Ms. Hagerty said they are going to have major problems.  Mr. 
Mendenhall said we appreciate your input. 
 
Teddy Altreuter, 14 Sand Dollar Court – Ms. Altreuter said she would like to thank the Board of 
Commissioners for their careful consideration of her suggestion.  Ms. Altreuter said she is here and 
would be very happy to have some help with her idea.  Ms. Altreuter said you can look at the ballot 
and see who will run for the State, County and local agencies that matter to us.  Ms. Altreuter said 
this is the type of thing that we really need to pay attention to, to see who they really are.  Ms. 
Altreuter said we can do intelligent voting.  Ms. Altreuter said intelligent voting is critical for those 
working in our Country, State and our local government.  Thank you. 
 
Gregory Hapner, 844 Corn Planters Circle – Mr. Hapner said he would like to speak as a concerned 
Town resident and taxpayer about an agenda item that was mentioned earlier about this problem 
with the fence.  Mr. Hapner said to him it seems like the Town is bending over backwards for the 
benefit of that homeowner.  Mr. Hapner said that homeowner it seems to him are kind of dictating 
to the Town what the Town can do or has to do on Town property for the benefit of that one 
homeowner.  Mr. Hapner said building that fence, the Town already has seen some expense 
because he sees the fence out there already for the purpose of what the homeowner wanted.  Mr. 
Hapner said now the Town has incurred more expense for another fence because the homeowner 
wasn’t satisfied with this fence.  Mr. Hapner said if one of the homeowner’s options is for the 
Town to assume some of their property for that homeowner’s problem, you put landscaping up 
there again to benefit that homeowner.  Mr. Hapner said he doesn’t see why or in his opinion the 
Town should assume more expense for the benefit of that homeowner. Mr. Hapner said if you’re 
looking for options and they want the Town to landscape their property, and maybe their suggestion 
is for the Town to purchase part of that property, he does not agree with that.  Mr. Hapner said if 
that is an option, then maybe propose to that homeowner that they donate that property, at least get 
rid of the expense for the Town.  Mayor Dunn said it is strictly a brainstorm.  Mayor Dunn said the 
way she phrased it was; what if they gave us that land. Commissioner Przywara said he doesn’t 
think anybody on the Board would pay for the property and there were a bunch of no’s.     
Commissioner Mayhew said the first fence that went up, we are going to reuse that fence. 
Commissioner Mayhew said it is a shame that we have to do that twice but it is not going to go to 
waste.  Mr. Hapner said that is another option; you have already purchased another fence and can’t 
use it here, possibly you will reuse it.  Commissioner Brennan said the fence will be reused. Mr. 
Hapner said maybe in one of the parks. Commissioner Brennan said good thought. 
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Diane Lillis, 328 Bulkhead Bend – Ms. Lillis said she has a question.  Ms. Lillis asked if D.R. 
Horton offered to provide the engineering studies on their own or was it something that the Town 
asked them to do. Commissioner Przywara said in his opinion it was the HOA’s that pushed them 
to do something, it wasn’t the Town. Commissioner Przywara said there were a lot of people in The 
Farm and Calabash Lakes that when they bought their house they weren’t in a floodplain but now 
they are in a floodplain.  Commissioner Przywara said he doesn’t think the builder wanted all the 
liability and Commissioner Davis said they didn’t know.  Commissioner Przywara said that’s a 
problem.  Ms. Lillis said that she just wants to make a comment that if Pulte requests to build any 
more in Carolina Shores, that they have offered the newly formed HOA no assistance and have said 
to us that when the houses were offered for sale, they were in fact in the X and did not require 
insurance but they did know that the preliminary maps were done years before and that they were 
going to be approved. 
 
John Sanchez, 85 Dogwood Court – Mr. Sanchez said one more question relating to the flood 
insurance.  Mr. Sanchez said you mentioned something about what our insurance company or the 
bank would pick up the flood map and notify us on that.  Mr. Mendenhall said it will be the bank.  
Mr. Mendenhall said the bank will hire a third-party service to look at everybody.  Mr. Sanchez 
said because this July 28, 2018 date is coming up pretty quick, should he notify them.  Mr. 
Mendenhall said they have already been notified and they will be looking at all the properties in a 
panel, probably within the County.  Mr. Mendenhall said they will take all the maps and they will 
be looking at all the addresses, it gets a little more complicated.  Mr. Mendenhall said typically 
these banks are selling mortgages to a third party, so the bank may not care one way or the other.  
Mr. Mendenhall said so if you call your mortgage broker let’s say BB&T, BB&T may have 
packaged it and sold it to a third party and they are not going to care anymore.  Mr. Mendenhall 
said it is whatever the regulations of the third party are, they are going to care more than the 
investor that bought it. Mr. Mendenhall said there are a lot of little wrinkles.  Mr. Sanchez so do 
you think we will be notified.  Mr. Mendenhall said you will be notified that they are wanting you 
to purchase insurance.  Commissioner Davis said they are not going to get to everyone by July 28, 
2018 and Mr. Sanchez said that is what he is getting at.  Commissioner Davis said it could be 
months until they get to your lender, which will be after the adoption date.  Commissioner Davis 
said then if you have to go get insurance, you will not be grandfathered under the old rate.  Mr. 
Sanchez last year he was not in a flood zone.  Mr. Mendenhall will speak to Mr. Sanchez after the 
meeting. 
 
Mayor and Board of Commissioners Comments: 
 

Commissioner Brennan – None 
 
Commissioner Dale – None 
 
Commissioner Przywara – None 
 
Commissioner Mayhew– Commissioner Mayhew said she wanted to say thank you again to the 
Planning and Zoning Board on all their work on the Comprehensive Plan.  Commissioner Mayhew 
said having been an alternate on that Board, she saw how much hard work they put into it.  Thanks. 
 
Commissioner Davis – None 
 
Mayor Dunn – None 
 
Closed Session Pursuant to N.C.G.S. 143-318.11(a)(3) Legal: 
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COMMISSIONER BRENNAN MADE A MOTION TO GO INTO CLOSED SESSION 
PURSUANT TO N.C.G.S. 143-318.11(a)(3) LEGAL.  COMMISSIONER DAVIS SECONDED 
THE MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY 
UNANIMOUS VOTE. 
 
COMMISSIONER DAVIS MADE A MOTION TO COME OUT OF CLOSED SESSION AND 
GO BACK INTO REGULAR SESSION.  COMMISSIONER BRENNAN SECONDED THE 
MOTION.  MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY 
UNANIMOUS VOTE. 
 
Mayor Dunn said no actions were taken and no votes were taken. 
 
Adjournment: 
 

COMMISSIONER BRENNAN MADE A MOTION TO ADJOURN THE JULY 12, 2018 
BOARD OF COMMISSIONERS MEETING. COMMISSIONER DAVIS SECONDED THE 
MOTION. MAYOR DUNN CALLED FOR A VOTE AND MOTION CARRIED BY 
UNANIMOUS VOTE. 
 
 
 

 

Mayor 
 
 

Submitted by: 
Nicole Hewett, Town Clerk 
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Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

 

Item: Administrative Report 

Contact: Mr. Jon Mendenhall, Town Administrator 

Location: Administrative Reports 

   “Administrative Reports” 

Follow-up: None 

Requested Action:  Receive reports on the administration of the Town 

Budgetary Impact: None 

Narrative:  

This item presents for the Board’s information various reports on the administration of the Town.  
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TOWN OF CAROLINA SHORES 
NORTH CAROLINA 

 

 
200 Persimmon Road     Phone 910-575-4877 
Carolina Shores, NC 28467  Fax 910-575-4812 
  

 
 

MEMORANDUM 
 

 
TO:  Mayor and Board of Commissioners 
 
FROM: Jon M. Mendenhall, Town Administrator 
 
SUBJECT: August Administrative Report 
 
DATE:  8/2/18 
 
ENCL:  None 
 
CC:  File 

 
 
This report serves as the report of administrative activities undertaken by the Town in the 
previous month and summarizes administrative, operational, and project updates for the 
reporting period.  
 
Administrative 
 
Administrative work has focused the start of the new fiscal year. 
 
Operational 
 
Finance 
Finance is working on closing out the fiscal year and on the annual audit. 
 
Public Works 
Maintenance 
Maintenance work is on-going in two areas: 1) vegetative maintenance, and 2) roadside ditch. 
Cross-training of crews has been completed ahead of schedule, Roadside Ditch Crew is on 
Pinewood working and the Projects Crew is working on some drainage work in the vicinity of 
Town Green Park to address standing water, thereafter they will be put on roadside ditching in 
order to make production on the lengthy roadside ditch list. Considerable rain delay of up to 3 
weeks has been encountered. 
 
Inspections 
Inspection volumes have moderated somewhat, inspections is working with the software vendor 
to roll-out mobile inspections technology to increase efficiency as well as making some 
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administrative changes for a more fully documented permit process. Due to code changes new 
code books will be ordered in the new fiscal year and inspections personnel will attended 
continuing education on code changes to provide for implementation as required by law. A 
schedule reduction has occurred in Inspections to match available human resources with actual 
volume so that attenuation occurs. Considerable contractor rain delay has occurred. 
 
Public Safety 
Code Compliance is working on emergency management: annual hurricane briefing and training 
seminars as well as an orientation for new employees. 
 
Project 

Drainage  
Drainage Spot Improvement Program 2018 will have the balance of work (50% 
approximate) completed in the FY 19 fiscal year. There are two projects on the DSIP 20 
list, these are in the area of Captains Court. 

 
Resurfacing 
Annual Resurfacing Project 
1. FY 18 Capital Project – rain delay 

 
Street Maintenance Program 
1. SMP 18-A-2 - Seal Coat in Maintenance Zone #3A after Sunfield Capital Project 

Streets: Sun, Mashie, Deer Run – based on Sunfield timeline, it is anticipated that this 
project will have to be pushed into the next fiscal year so as not to conflict with the 
Sunfield work [delayed until FY 19] 
 

2. SMP 19-AB-1 
Hot Mix Street Patching 
Streets: Others not identified 
Type: Hot mix patching 
Estimate: Force Account 

 

3. SMP 19-A-1 
Structural Repair 
Streets: Myrtlewood 
Type: Patch 
Estimate: Force Account 
Status: Assigned to Crew C – Project Crew 

 

4. SMP 19-A-2 
Preservation Seal Coating on Thoroughfares in Maintenance Zone 1 and 2 
Streets: Carolina Shores Dr, Midiron, Carolina Shores Pkwy, Calabash Dr, Swamp 
Fox, Sunfish, Canal Way, Sage, Oakbark, Pinebark, Bayberry, Pineridge, Sand Dollar 
Ct/Dr, Calabash Ct 
Type: Crack-fill and Seal Coat 
Estimate: Contractor 
Status: Carolina Shores Dr & Midiron with Liquid Rd = $120,000, edging complete 
and project scheduled for late July (notices being mailed out); remainder will be 
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Spring 2019 to accommodate the DSIP projects and large culvert replacement on 
Calabash Dr 

 
5. SMP 19-A-3 

Retrofit and Seal Coat Gate 6 
Streets: Gate 6 
Type: Patch (FA), Remove Trees (C), Seal (C) 
Estimate: Contractor 
Status: Per Board instruction will include Gates 5, 4, 3, 2; trees to be marked over 
summer and removed within next 60-90 days, bids are being received now 

 
6. SMP 19-A-4 

Retrofit and Seal MZ #3B 
Streets: Wedge, Birdie, Par, Songbird, Gull, Swan, Dove 
Type: Mill/Patch, Seal 
Estimate: Contractor 
Status: Early Autumn work subject to hurricane, otherwise Spring. Wedge, Par, Gull 
can be patched and sealed. The balance of the roads need to have their surface course 
demolished, limited undercut in unsuitable areas (where a proof roll cannot be 
passed) and then resurfaced with 1.5-2in of surface course. We are working to put 
into place a plan to do that with the Project Crew combining this work with the 
preparatory work of Waterview. 

 
7. SMP 19-B-5 (cancelled and re-assigned as DSIP 18-6) 

Culvert Replacement and Patch Thrush Ct and Eagle Ct at Thrush Ditch 
Streets: Thrush and Eagle 
Type: Replace culvert and patch (replace with RCP [no headwalls]) 
Estimate: Contractor 
Status: preparing to bid out  

 
8. SMP 19-B-6 

Retrofit and Seal Coat Gate 4 and 5 
Streets: Gate 4 and 5 
Type: Patch (FA), Remove Trees (C), Seal (C) 
Estimate: Contractor 
Status: See SMP 19-A-3 
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ACTIVITY REPORT – BUILDING PERMITS 
TOWN OF CAROLINA SHORES 

JUNE 2018 
Single Family Residence 1 
Total Cost of Construction  
(Stick built – SF) 

$214,196 

  
Multi- Unit Housing 0 
Total Cost of Construction  
(Multi Unit Housing) 

$0 

  
Modular Home Permits 0 
Total Cost of Construction – Modular $0 
  
Manufactured Home Permits 1 
Total Cost of Construction – Manufactured 
Homes 

$74,700 

  
Commercial/Industrial Building Permits 0 
Total Cost of Construction  
Commercial/Industrial Building 

$0 

TOTAL BUILDING PERMIT 
CONSTRUCTION VALUATION 

$288,896 

Other Building Permits (i.e. Addition, 
fence, deck, garage, shed, sunroom, mail 
station, concrete/asphalt paving, roof over 
deck, windows) construction valuation 

$30,346 

Building Permits 14 
Demolition 0 
Floodplain Permits 36 
Electrical Permits 2 
Driveway Permits 3 
Mechanical Permits/Gas Permits 23 
Zoning Permits 15 
Plumbing Permits 3 
Sign Commercial 0 
Inspections Completed 352 
Certificate of Occupancy Certificates 24 
TOTAL CERTIFICATE OF 
OCCUPANCY  (CONSTRUCTION 
VALUATION)  

$4,632,492 

PERMIT FEE REVENUE $26,619.26 
YEAR TO DATE PERMIT REVENUE $549,666.56 
 
Cc:  Town Administrator – FINAL REPORT June 2018 
       Judy – Brunswick Co. Inspection Dept.  253-2024    
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BUILDING INSPECTIONS DIVISION 
MONTHLY ACTIVITY REPORT 

June 2018 
 

This report covers the period of June 1-30, 2018.  The month of June was very active in all areas including 
building permits, inspections, plan reviews, and service requests. 
 
BUILDING PERMITS & CERTIFICATES OF OCCUPANCY ISSUED 
1 permit for new single family has been approved (construction value $214,196).  In addition, 1 permit for 
manufactured home has been approved (construction value $74,700). 
 
In addition, there are 14 building permits for repair/remodel underway. 
 
24 certificates of occupancy was issued in June 2018 (construction value $4,632,492) 
 
There are 52 valid new home permits open now where the homes are in various stages of construction. 
 
OTHER PERMITS ISSUED 
 
Mechanical:  23 
Electrical: 2 
Plumbing: 3 
Zoning: 15  
Floodplain: 36 
Driveway: 3 
Demolition: 0 
 
INSPECTIONS 
 
352 building inspections have been completed. 
 
TREE PERMITS 
 
Permits: 1  
Trees: 1 
Clearing: 0 
Approved: 1 
Denied: 0 
Replacement: 0 
 
 
OTHER ACTIVITIES 
 
Approximately $26,619.26 in permit fees was collected in June 2018.  YTD collected $549,666.56. 
 
All monthly reports to federal, state, and county have been completed in addition to weekly and monthly reports 
to construction statisticians.  
 
Building inspections staff issued 43 recycle center stickers.  The number of stickers issued per development is 
as follows:  Beacon Townes-4, Carolina Shores-17, Calabash Lakes-7, Farm at Brunswick-7, Lighthouse Cove-
1, and Village at Calabash-7. 
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Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

 

Item: Public Hearings 

Contact: Ms. Joyce Dunn, Mayor 

Location: Public Hearings 

   “Public Hearings” 

Follow-up: None 

Requested Action:  Conduct Public Hearing(s) as scheduled 

Budgetary Impact: None 

Narrative:  

This item presents for the Board’s action various public hearings as scheduled by the Board 
subject to the rules of procedure duly adopted by the Board of Commissioners and further 
subject to the requirements of the North Carolina General Statutes.  
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Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

Item: Personnel Ordinance 

Contact: Mr. Jon Mendenhall, Town Administrator 

Location: New Business 

Follow-up: None 

Requested Action: Action (motion, second, vote) 

Budgetary Impact: None 

Narrative: 

This item presents for the Board’s consideration a text amendment codifying personnel 

regulations for the Town. 

1st Reading: Monday August 6, 2018 

2nd Reading and Adoption: Thursday August 9, 2018 

Recent Changes to Personnel Ordinance made from July to August by HR Committee:

Sec 23.12 – Removed “Mayor”
Sec 23.21 – Added “of Plan” to section title
Sec 23.33 – Corrected the double space after etc.; added the word “step” before 2
Sec 23.34 – Removed and reserved for future codification
Sec 23.35 – removed “…with respect to the assignment of those classes in the pay plan” and replaced with 
“for approval”
Sec 23.41 – added …Board of Commissioners “for approval and” to ensure…
Sec 23.87 – replaced “two” for “2”
Sec 23.101 – adjusted table to provide for consistency in numbering
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ORDINANCE    19-4 
 

AN ORDINANCE OF THE TOWN OF CAROLINA SHORES, 
PROVIDING FOR THE ADOPTION OF A GENERAL 
ORDINANCE – TO PROVIDE A PERSONNEL ORDINANCE 
FOR THE CODE OF ORDINANCES 
 
A GENERAL ORDINANCE AS DEFINED IN NCGS 160A-77 

 
Be it ordained by the Board of Commissioners of the Town of Carolina Shores as follows: 
 
Section 1: Adoption of a General Ordinance to Provide Personnel Provisions for the Code of 

Ordinances, Title II, Chapter 23 
 

23.01 POLICY 
 

The purpose of this chapter is to establish a personnel system that promotes a fair 
and effective means of employee recruitment and selection, develops and maintains 
an effective and responsible work force, and provides the means for removal of 
unsatisfactory employees. This ordinance is established under the authority of 
Chapter 160A of the General Statutes of North Carolina. 

 
The State of North Carolina is an “at will” employment state meaning that all 
employees serve at the will of their employers and are not guaranteed continued 
employment. Nothing in this chapter creates nor shall be construed as creating an 
employment contract between the Town and its employees. 

 
23.02 COVERAGE 

 
All employees in the Town’s service are subject to this ordinance. All appointments 
and promotions shall be made solely on the basis of merit. All positions requiring 
the performance of the same duties and fulfillment of the same responsibilities shall 
be assigned to the same class and the same wage range. 

 
23.03 EQUAL OPPORTUNITY POLICY 

 
It is the policy of the Town that neither race, sex, national origin, color, religion, 
creed, age, physical or mental impairment, genetic information, sexual orientation, 
or political affiliations shall be considered in: 

 
• Recruiting and selecting new employees; 
• Selecting employees for promotion, training, career development, transfer, 

demotion for fiscal purposes, and/or reduction-in-force; 
• Administrating and applying any personnel policies and procedures including, 

without limitation, disciplinary actions; and 
• Establishing rates of pay including salary adjustments and/or salary increases.
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Equal employment opportunity as to age applies only to persons who are 
age 40 or over. State and Federal laws forbid employment discrimination on 
the basis of age for these persons. It is unlawful “to fail or refuse to hire or 
to discharge any individual or otherwise discriminate against any individual 
with respect to his/her compensation, terms, conditions, or privileges of 
employment, because of such individual’s age.” 

 
Equal employment opportunity for otherwise qualified applicants with 
known physical or mental impairments substantially limiting major life 
activities includes making reasonable accommodations enabling an 
applicant to participate in the application process or to perform the essential 
job functions of the position provided that the reasonable accommodations, 
determined on a case-by-case basis, do not impose an undue hardship on the 
Town. Whether an accommodation is reasonable shall depend on the facts 
in each case. Factors to be considered in making this determination include, 
without limitation, the following: 

 
• The nature and cost of the accommodation; 
• The nature of the agency’s operations, including the composition and 

structure of its work force; and 
• The overall size of the agency or particular program involved with 

respect to number of employees, number and type of facilities, and size 
of budget. 

 
23.04 ILLEGAL WORKPLACE CONDITIONS 

 
The Town strictly adheres to the policy that no Town official or employee 
shall engage in conduct falling under the illegal workplace conditions 
described below.  All employees shall have the right to work in an 
environment free from illegal workplace conditions and from retaliation 
based on attempting to address or remedy the same. 

 
(A) Unlawful Workplace Harassment. Unwelcomed or unsolicited  

speech or conduct based on race, sex, creed, religion, national origin, 
age, color, sexual orientation, or physical or mental impairment 
creating or resulting in a hostile work environment or circumstances 
involving a quid pro quo. 

 
(B) Hostile Workplace Environment. A workplace environment that a  

reasonable person would find hostile or abusive and that the 
particular person who is the object of the harassment perceives to be 
hostile or abusive.  A hostile work environment is determined by 
looking at all of the circumstances, including the frequency of the 
allegedly harassing conduct, its severity, whether it is physically 
threatening or humiliating, and whether it unreasonably interferes 
with an employee’s work performance. 
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(C) Quid Pro Quo. Quid pro quo (i.e. “this for that”) harassment consists 
of unwelcome sexual advances, requests for sexual favors, or other 
verbal or physical conduct when submission to such conduct is made 
either explicitly or implicitly a term or condition of an individual’s 
employment or submission to or rejection of such conduct by an 
individual is used as the basis for an employment decision affecting 
such individual. 

 
(D) Retaliation. Adverse treatment occurring as a result of attempting to 

address and/or remedy illegal workplace conditions. 
 

Any employee having a complaint of illegal workplace conditions may file 
the complaint directly with the Town Administrator who shall conduct a 
thorough investigation into any alleged illegal workplace conditions and 
report the findings and conclusions of that investigation to the Board of 
Commissioners. 

 
  Section 23.05-23.09 Reserved 

 
PERSONNEL ADMINISTRATION 

 
23.10 AUTHORITY 

 
The Laws of the State of North Carolina, the Charter of the Town of 
Carolina Shores, and the Code of Ordinances of the Town of Carolina 
Shores authorize the Board of Commissioners, in conjunction with the 
Town Administrator, to establish departments, employ personnel, set 
salaries, and formulate regulations covering all facets of the Town's 
Personnel Management System. 

 
23.11 PERSONNEL BOARD 

 
The Human Resources Committee shall operate as the Personnel Board for 
the Town and is hereby authorized, in accordance with N.C.G.S.160A-165, 
to advise the Town Administrator on personnel policy, make 
recommendations to the Board of Commissioners regarding changes to 
personnel regulations, and to hear appeals on grievance matters. 

 
23.12 IMPLEMENTATION OF PERSONNEL MANAGEMENT 

SYSTEM 
 

(A) The Town Administrator is the Chief Personnel Officer of the Town. 
He has authority to, if necessary, amend the rules and regulations 
contained in this chapter in order to comply with state and federal 
law. He also has the authority to establish additional rules and 
regulations which he deems necessary or appropriate which are not 
inconsistent with those approved by the Board of Commissioners. 

August 2018 Town of Carolina Shores 
Board of Commissioners Agenda Packet

Page 51 of 120



 

The Town Administrator may appoint a Director of Personnel who 
shall be responsible for the daily administration of the Town's 
personnel management system. 

 
(B)   The Personnel Director shall implement forms, maintain job 

descriptions, and policies which shall be administrative direction 
enacted by the Town Administrator who shall report regularly to the 
Board of Commissioners on such actions. The Personnel Board shall 
advise the Town Administrator on necessary actions and shall 
recommend to the Board of Commissioners when actions are 
necessary by the Board of Commissioners to address personnel 
management system maintenance (e.g. pay study, federal law 
change, substantial benefit changes, etc). 

 
23.13 PERSONNEL RECORDS 

 
Such personnel records as are necessary for the proper administration of the 
personnel system will be maintained by the Personnel Director. The Town 
shall maintain in personnel records only information which is necessary and 
relevant to accomplishing legitimate personnel administration needs. A 
personnel file consists of any information, in any form, gathered by the 
Town with respect to an employee and includes, without limitation, 
information relating to employment applications, the selection or non-
selection of applicants, performance, promotions, demotions, transfers, 
suspensions, and other disciplinary actions, evaluation forms, leave, salary, 
and termination of employment. As used herein, the term “employee” 
includes former employees. 

 
23.14 INFORMATION OPEN TO THE PUBLIC 

 
(A) The following information on each Town employee is public 

information: 
 

(1) Name; 
 
(2) Age; 

 
(3) Date of original employment or appointment to Town service; 

 
(4) The terms of any contract by which the employee is employed 

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

 
(5) Current position and title; 

 
(6) Current salary; 
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(7) Date and amount of each increase or decrease in salary including 
pay, benefits, incentives, bonuses, deferred and all other forms of 
compensation paid by the Town; 

 
(8) Date and type of each promotion, demotion, transfer, suspension, 

separation, or other change in position classification; 
 

(9) Date and general description of the reasons for each promotion; 
 

(10) Date and type of each dismissal, suspension, or demotion for 
disciplinary reasons taken by the Town.  If the disciplinary action 
was a dismissal, a copy of the written notice of the final decision of 
the Town setting forth the specific acts or omissions which are the 
basis of the dismissal; and 

 
(11) The office to which employee is currently assigned. 

 
23.15 ACCESS TO PERSONNEL RECORDS 

 
As provided for under NCGS 160A-168, any person may have access to the 
information listed in Section 23.14 above for the purpose of inspection, 
examination, and copying during regular business hours, subject only to 
such rules and regulations for the safekeeping of public records as the Board 
of Commissioners may adopt. 
 
23.16 CONFIDENTIAL INFORMATION 

 
(A) All information contained in a Town employee's personnel file, 

other than information set forth in Section 23.14 above, shall be 
maintained as confidential in accordance with the requirements of 
NCGS 160A-168 and shall be open to public inspection only in the 
following instances: 

 
(1) The employee or his/her duly authorized agent may examine all 

portions of the employee's personnel file excepting letters of 
reference solicited before employment and information concerning a 
disability or a mental or physical condition that a prudent physician 
would not divulge to a patient. 

 
(2) A licensed physician designated in writing by the employee may 

examine the employee’s medical records. 
 

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

 
(4) By order of a court of competent jurisdiction, any person may 

examine such portion of an employee's personnel file as may be 
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ordered. 
 

(5) An official of any agency of the State or Federal government or any 
political subdivision of the State may inspect any portion of a 
personnel file when such information is deemed by the official 
having custody of the file to be necessary and essential to the 
pursuance of a proper function of the inspecting agency, but no 
information shall be divulged for the purpose of assisting in a 
criminal prosecution of the employee or for the purpose of assisting 
in an investigation of the employee's tax liability.  However, the 
official having custody of the file may release the name, address, 
and telephone number from a personnel file for the purpose of 
assisting in a criminal investigation. 

 
(6) An employee may sign a written release, to be placed in the 

personnel file, permitting the official having custody of the file to 
provide, in person, by telephone, or by mail, information specified in 
the release to prospective employers, educational institutions, or 
other persons who may be identified in the release. 

 
(7) The Board of Commissioners may inform any person of the 

employment or non-employment, promotion, demotion, suspension, 
or other disciplinary action, reinstatement, transfer, or termination of 
a Town employee, and the reasons for the personnel action, provided 
that before releasing the information, the Board of Commissioners 
shall determine in writing that the release is essential to maintaining 
public confidence in the administration of Town services or to 
maintaining the level and quality of Town services. This written 
determination shall be retained in the office of the Town Clerk, shall 
become part of the employee’s personnel file, and is a record 
available for public inspection. 

 
(8) The following information, even if considered to be part of a 

personnel file, need not be disclosed to an employee nor to any other 
person: 

 
(a) Testing or examination materials used solely to determine individual 

qualifications for appointment, employment, or promotion in the 
Town’s service, when such disclosure would compromise the 
objectivity or fairness of the testing or examination process; 

 
(b) Investigative reports or memoranda, and other information 

concerning the investigation of possible criminal actions of an 
employee, until the investigation is completed and no criminal action 
taken, or until the criminal action is concluded; 

 
(c) Information that might identify an undercover law enforcement 
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officer or a law enforcement informer; and 
 
(d) Notes, preliminary drafts, and internal communications concerning 

an employee.  In the event such materials are used for any official 
personnel decision, then the employee or his duly authorized agent 
shall have a right to inspect such materials. 

 
23.17 REMEDIES OF EMPLOYEES OBJECTING TO MATERIAL IN 

FILE 
 

An employee objecting to material in the personnel file on the grounds that 
it is inaccurate or misleading may place in the file a statement relating to the 
material and may seek the removal of such material in accordance with the 
grievance procedures set forth in this chapter. 

 
23.18 PENALTY FOR ACCESSING A CONFIDENTIAL PERSONNEL 

FILE 
 

(A)  Any public official or employee who knowingly and willfully 
permits any person to have access to any confidential information 
contained in an employee personnel file, except as expressly 
permitted herein and by NCGS 160A-168, shall be, as set forth in 
said statute, guilty of a Class 3 misdemeanor and upon conviction be 
fined an amount no more than five hundred dollars ($500.00). 

 
(B)   Any person not specifically authorized herein or under NCGS 160A-

168 to have access to a personnel file designated as confidential, and 
who shall knowingly and willfully examine in its official filing 
place, remove, or copy any portion of a confidential personnel file 
shall be, as set forth in said statute, guilty of a Class 3 misdemeanor 
and upon conviction shall only be fined in the discretion of the court 
but not in excess of five hundred dollars ($500.00). 

 
23.19 DESTRUCTION OF RECORDS 

 
Except in accordance with NCGS 121-5(b), no public official may destroy, 
sell, loan, or otherwise dispose of any public record without the consent of 
the State Department of Cultural Resources. Whoever unlawfully removes a 
public record from the office where it is usually kept, or whoever alters, 
defaces, mutilates, or destroy it, will be guilty of a misdemeanor and upon 
conviction will be fined not less than fifty dollars ($50) nor more than one 
thousand dollars ($1,000) as provided is NCGS 132-3. 
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CLASSIFICATION PLAN 
 

23.20 ADOPTION 
 

The position classification plan, set forth in Table I in Appendix A of this 
chapter and incorporated herein by reference, is hereby adopted as the 
classification plan for the town. 

 
23.21 MAINTENANCE OF PLAN 

 
The Personnel Director shall be responsible for the administration and 
maintenance of the position classification plan. Department Heads and 
supervisors shall be responsible for bringing to the attention of the 
Personnel Director any material change in the nature of the duties, 
responsibilities, working conditions, and other factors affecting the 
classification of any position. The Personnel Director shall restudy the 
position and determine if the classification of the position should be 
changed and shall advise the Town Administrator of any need for change 
and provide sufficient justification supporting the recommended change. 
The authority to relocate positions to classes on the basis of kind and level 
of duties and responsibilities is vested in the Personnel Director and the 
Town Administrator shall report all reclassifications to the Board of 
Commissioners. 
 
Copies of the classification plan, and all amendments thereto, shall be 
furnished to the Board of Commissioners and Department Heads and 
maintained in the office of the Personnel Director. 

 
23.22 CLASSIFICATION OF NEW POSITIONS 

 
The Personnel Director shall be responsible for allocating new positions to 
existing classes or to new classes of positions in the municipal service. The 
Town Administrator shall report the allocation of new positions to the 
Board of Commissioners. 

 
23.23 EMPLOYMENT STATUS 

 
For the purpose of this chapter, the following definitions shall apply unless 
the context clearly indicates or requires a different meaning: 

 
REGULAR FULL-TIME EMPLOYEE. An appointment to a regular 12-
month position on a 12-month basis, with a minimum of 1,000 work hours 
per year. All Regular Full- Time Employees are eligible to receive all of the 
benefits and annual and sick leave as set forth in this chapter. 

 
REGULAR PART-TIME EMPLOYEE. An appointment to a regular 12-
month position on a 12-month basis, with less than 1,000 work hours per 
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year. All Regular Part-Time Employees are eligible to receive, supplemental 
retirement (457 Plan only), Social Security, Worker’s Compensation, and 
Unemployment Compensation benefits (Social Security, Worker’s 
Compensation, and Unemployment Compensation hereinafter referred to as 
“Statutory Benefits”) but are not be eligible for any other benefits outlined 
in this chapter. 

 
REGULAR ON-CALL EMPLOYEE. An appointment to a reserve or stand-
by position to perform duties on a continuing basis, such as police reserve 
officers and call firefighters.  Employees in these positions shall not receive 
benefits other than the Statutory Benefits. 

 
TEMPORARY LONG-TERM EMPLOYEE. An appointment on a full-time 
basis or part-time non-regular basis that extends for 12 months or more. 
Employees in these positions are eligible for annual and sick leave, group 
health and hospitalization insurance, and Statutory Benefits but are not 
eligible for any other benefits outlined in this chapter. 

 
TEMPORARY EMPLOYEE. An appointment on a full-time or a part-time 
temporary basis that extends for less than 12 months. At the end of the 12-
month period, the employee will be terminated or reclassified as "Regular." 
Employees in these positions shall not receive benefits other than the 
Statutory Benefits. 

 
RETIREE. Employees classified as Regular Full-Time and Part-Time 
Employees may retire from the Town after 15 years of service inclusive of 
credits counted toward early retirement as outlined in this Chapter. The 
retirement classification and definition contained in this sub-section shall be 
separate and apart from Local Government Employees (LGERS) System 
rules, definitions, and procedures. Regular Full-Time Employee retirees 
shall be eligible for continued individual coverage paid for by the Town 
under the Town’s group health and hospitalization insurance until such time 
as they are eligible for Medicare when the coverage provided to the retiree 
will convert to the Medicare supplemental plan then offered by the Town’s 
health insurance carrier which such coverage on a supplemental plan paid 
for by the Town. 
 

  Section 23.24-23.29 Reserved 
 

PAY PLAN 
 

23.30 ADOPTION 
 

The schedule of salary ranges, set forth in Table II in Appendix A of this 
chapter and incorporated herein by reference, is hereby adopted as the pay 
plan for the Town 
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23.31 MAINTENANCE 
 

Each year prior to the adoption of the annual budget, the Personnel Director 
shall compile information concerning the general level of salaries and wages 
paid in private industry in the geographic region of the Town, the salaries 
paid to comparable state and municipal employees, and any change in the 
local cost of living during the fiscal year. Based on the findings and 
recommendations of the Personnel Director and the general financial 
condition of the Town, the Town Administrator may recommend to the 
Board of Commissioners increases, reductions, or amendments to the pay 
plan for its consideration. The annual budget adopted by the Board of 
Commissioners, and any amendments thereto, together with authorized 
appropriations, shall constitute approval of amendments to the pay plan by 
the Board of Commissioners. 

 
23.32 STARTING SALARY 

 
All new employees shall be appointed at step 1 in the grade for the position 
they hold unless otherwise provided for in this chapter. Any Department 
Head desiring to appoint a new employee at a starting salary above step 1 
must submit a written justification to the Personnel Director setting forth the 
reasons supporting the desired appointment including exceptional 
experience and training. 

 
It is the intention of this section that all employees shall be paid not less 
than the salary listed in step 3 of the grade for the position they hold after 12 
months of continuous employment and satisfactory completion of their 
respective probationary period. 

 
23.33 CHANGE IN POSITION 

 
Employees may be periodically reassigned to other positions during their 
employment by means of promotion, reclassification, demotion, transfer, 
etc. Generally, an employee's pay should not be reduced as the result of a 
change in position unless the change is to a substantially lower graded 
position. The following provisions shall only apply in the event the change 
in position results in the appointment to step 1 or step 2 of the grade for the 
position they hold. 

 
(A) An employee who is appointed at step 1 in the grade for the position 

they hold shall, at the end of 6 months in their current position, 
receive a salary increase to step 2 in the grade for the position they 
hold. At the end of 12 months in their current position, the employee 
shall receive a salary increase to step 3 in the grade for the position 
they hold. 

 
(B) An employee who is appointed at step 2 in the grade for the position 
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they hold shall, at the end of 12 months in their current position, 
receive a salary increase to step 3 in the grade for the position they 
hold. 

 
(C) All employees who have served at least 12 months in their current 

position should not be paid less than the salary listed in step 3 of the 
grade for the position they hold. 

 
23.34 RESERVED 

 
23.35 NEW CLASSES OF POSITIONS 

 
When new classes of positions are established, the Town Administrator 
shall report them to the Board of Commissioners for approval. 

 
23.36 PAY PERIODS 

 
All employees shall be paid bi-weekly except for elected officials and 
compensated advisory boards. 

 
23.37 SALARY UPON REINSTATEMENT 

 
All employees reinstated in a classification shall receive a starting salary at 
a listed rate for that classification and may be reinstated at the same step 
number they previously held. If the employee is to be reinstated at a lower 
or higher step than previously held, such reinstatement shall be supported by 
written documentation from the Department Head. 

 
23.38 LONGEVITY PAY 

 
Regular Full-Time and Regular Part-Time Employees in the employment of 
the Town on June 30th of each year, shall receive longevity pay over and 
above their regular salary, paid as a lump sum on the first pay period of the 
fiscal year then following.  Longevity pay shall be based on a set dollar 
amount as determined by the employee’s time of service with the Town and 
conditioned upon: i) the employee having received a satisfactory 
performance rating for the previous performance appraisal period and ii) 
having no disciplinary action on file. The longevity payment amounts shall 
be cumulative and based on the following table.  No amount of overtime 
shall modify these thresholds or their application. 

 
 
Time in Service 

Set Dollar 

 July 1 to June 30 
0 – 5 years $200.00 
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5 years, 1 day – 10 years + $1/hr 

10 years, 1 day – 15 years + $1/hr 

15 years, 1 day – 20 years + $1/hr 

20 years, 1 day - 25 years + $1/hr 

All over 25 years + $1/hr 

 
  Section 23.39 Reserved 

 
MERIT PAY POLICY 

 
23.40 PURPOSES 

 
The purposes of the Merit Pay Program are: 

 
(A) To provide a systematic program to reward employees based on job 

performance, accomplishments, and contributions to the 
organization; 

 
(B) To provide recognition and demonstrate appreciation for job 

performance; and 
 

(C) To provide incentive for improved performance and productivity and 
to maintain a high level of employee performance and morale. 

 
23.41 MERIT PAY AMOUNTS. 

 
Merit pay amounts may be awarded based on the overall performance rating 
the employee receives for the full year on his/her performance evaluation 
form. These amounts may vary from year to year depending on budget 
availability. The actual amounts shall be posted and distributed by July 15th 
of each year. The standard amounts, in years when budgetary availability 
permits, shall correspond with the following: 

 
(A) Excellent. The employee may be awarded a merit increase up to 5%. 

 
(B) Exceeds expectations. The employee may be awarded a merit 

increase up to 3%. 
 

(C) Meets expectations. The employee may be awarded a merit increase 
up to 1%. 

 
(D) Needs improvement. No merit increase shall be awarded. 
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  (E) Unsatisfactory. No merit increase shall be awarded. 
 

(F) Cost of Living Increase.  All salary grades are eligible for annual 
cost-of-living increases on July 1st of each year. 

 
23.42 RESPONSIBILITIES 

 
(A) Town Administrator. The Town Administrator shall recommend 

merit pay amounts to the Personnel Board which will review and 
report final recommendations to the Board of Commissioners for 
approval. 

 
(B) Department Heads. Department Heads shall make merit pay 

decisions in the department based on reviewing the performance 
evaluation forms completed by immediate supervisors and upon any 
other information that is needed. Department Heads shall monitor 
the merit pay program in their departments for consistency, fairness, 
and accurate and complete information. Department Heads shall 
make decisions regarding merit increases for their direct 
subordinates, and are accountable to the Town Administrator for the 
merit pay decisions they make. 

 
(C) Supervisors and Division Heads. Supervisors shall recommend merit 

pay increases based on the outcome of performance evaluation 
conferences.  Supervisors shall communicate their recommendations 
to employees, explaining that the recommendation is subject to 
Department Head approval and the review of the Town 
Administrator. Supervisors are accountable to Department Heads 
and employees for the merit pay recommendations they make. 

 
23.43 PROCEDURE 

 
(A) Merit Eligibility Dates. Employees may be considered for a merit 

pay increase prior to June 30th. Merit increased pay commences in 
the first payroll period in July. 

 
(B) Documentation. All performance evaluation forms shall be signed 

by the employee, the employee’s supervisor and the Department 
Head and forwarded to the Town Administrator with any 
accompanying memoranda or other documentation for review and 
filing. The employee shall be given a copy of the forms and other 
documents to keep. A personnel action form should accompany all 
merit pay recommendations. 

 
(C) Merit Bonuses for Employees at the Top of the Range. Employees 

who are at the maximum rate in their assigned range may be 
considered for a lump sum merit bonus corresponding with their 
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earned performance rating. 
 

(D) Non-Appealable. Merit pay decisions are not appealable and are not 
subject to the Town’s grievance procedure. 

 
(E) Transition. Table I and Table II shall be implemented so that 

employees are elevated to the step closest approximating their 
current rate of pay, except that no employee pay shall be reduced.  In 
the event Table I and II are updated mid-year outside of a budget 
cycle, implementation should occur by December 15th effective for 
Grade 10 to Grade 25. 

 
  Section 23.44 to Section 23.49  Reserved 

 
 

PERFORMANCE EVALUATION PROGRAM 
 

23.50 PURPOSE 
 

The purpose of this policy is to establish and maintain an equitable 
Performance Evaluation Program that defines and improves the 
performance level of all Town employees. 

 
23.51 OBJECTIVES 

 
The objectives of this policy are: 

 
(A) Communications. To create and maintain an atmosphere for open 

and frank communications between supervisors and employees 
concerning job performance and expectations; to ensure that 
feedback is provided on a regular, ongoing basis between 
supervisors and employees; and to ensure that employees are 
provided an opportunity to discuss and understand organizational 
goals and the expectations of the employees, the various 
departments, and the Town government as a whole. 

 
(B) Performance Improvement. To regularly discuss the job performance 

of all Town employees based on job-related criteria; to identify 
during that discussion both accomplishments and areas for 
performance improvement for each employee; and to discuss 
specific plans for those areas in which performance improvements 
can be made. 

 
(C) Career Development. To provide information which can be used 

jointly by supervisors and employees to determine appropriate 
training needs and resources and to discuss and identify how 
employees can prepare and apply for potential advancement 
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opportunities where appropriate. 
 

(D) Personnel Actions. To provide background information and 
documentation for consideration in conjunction with any personnel 
actions that may occur, such as promotions, reductions in force, 
discipline, merit pay raises, transfers, and the like. 

 
(E) Rewards. To establish a system whereby employees receive 

recognition when it is earned, and, where appropriate, to use the 
Performance Evaluation Program as the basis for financially 
rewarding those employees whose accomplished results merit such 
rewards. 

 
23.52 PERFORMANCE EVALUATION SYSTEM 

 
All Regular Full and Part-Time Employees shall participate in a 
performance evaluation conference based either on occupational group 
performance standards or a performance work plan. 

 
(A) Occupational Group Performance Standards 

 
(1) Performance standards have been developed in occupational groups 

by representative employees in that group and representative 
supervisors who shall use the forms. The forms shall cover all 
employees of the Town in jobs designated for this method. 
Performance standards are based on the following criteria: 

 
(a) Clearly job-related. 

 
(b) Stated in terms of behavior that can be observed. 

 
(c) Specific and descriptive of the behavior. 

 
(d) Focused on results/outputs, not inputs. 

 
(e) Measurable when possible and feasible. 

 
(2) "Occupational Groupings" are set forth in Appendix C. 

 
(B) Work Planning 

 
(1) The Town Administrator shall use the Performance Work Plan 

System with Department Heads to form the basis for their 
performance evaluations. In addition, Department Heads shall 
identify classifications in their departments where employees will 
also use work planning in lieu of performance standards. Each 
Department Head, as well as other identified employees, shall 
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prepare a work plan in consultation with the Town Administrator 
and supervisor at the beginning of each fiscal year. The work plan 
shall contain: 

 
(a) Objectives representing the major duties, responsibilities, and 

projects for the year including continuing responsibilities, new 
projects, and personal development objectives. 

 
(b) Identified priorities for each objective. 

 
(c) Performance standards for each objective identifying time, quantity, 

quality, and resources. 
 

(2) "Workplanning Positions" are set forth in Appendix D. 
 

(a) Supervisory Supplement. A supplemental form is available to help 
focus on the supervisory aspects of an employee's job. Where 
employees have significant responsibility for supervising other 
employees (including conducting performance evaluations), this 
form should be used along with the appropriate occupational 
performance standards. 

 
(b) Lead Worker Supplement. A supplemental form is available to help 

discuss the lead worker performance for employees who have such 
responsibilities. Lead worker tasks are those involved in training, 
assigning and reviewing the work of coworkers when the employee 
is not the direct supervisor and most of the supervisory supplement 
standards are therefore not applicable. 

 
23.53 RESPONSIBILITIES 

 
Each person or group identified below performs an important role in the 
Performance Evaluation Program. Because the program has a significant 
interdependence component, the effectiveness of each person in performing 
each aspect of his/her functions is critical to the success of the program. 

 
(A) Mayor and Board of Commissioners. The Mayor and the Board of 

Commissioners’s responsibilities include: 
 

(1) Determining, establishing, and communicating organizational values 
and objectives; 

 
(2) Approving the overall policy issues involved in the Performance 

Evaluation Program; 
 

(3) Supporting and protecting the integrity of the program; 
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(4) Respecting management's role and the roles and responsibilities 
inherent in the chain of command in program administration; 

 
(5) Providing resources to support the program; and 

 
(6) Acting consistently with approved policies. 

 
(B) Town Administrator. The Town Administrator’s responsibilities 

include: 
 

(1) Helping establish and communicating organizational goals and 
objectives to all Department Heads regularly; 

 
(2) Jointly developing departmental workplans with Department Heads; 

 
(3) Monitoring the progress and success of the implementation and 

administration of the Performance Evaluation Program; 
 

(4) Educating, promoting, and keeping the Board of Commissioners 
informed of program status; 

 
(5) Working with Department Heads to make needed improvements and 

approving changes to the administrative procedures in the system; 
 

(6) Providing feedback to Department Heads on their individual 
performance and effective use of the system; 

 
(7) Respecting the roles of subordinate supervisors; 

 
(8) Acting as liaison between the Board of Commissioners and 

Department Heads, keeping the Board of Commissioners informed 
about the system and keeping subordinate administrators informed 
of relevant Board of Commissioners actions; 

 
(9) Staying informed of employee grievances concerning performance 

ratings; 
 

(10) Reviewing and approving changes to the procedures and 
administration of the Performance Evaluation Program; 

 
(11) Conducting performance evaluation interviews with Department 

Heads; and 
 

(12) Setting a good example of how to use the program effectively. 
 

(C) Department Heads. The responsibilities of Department Heads 
include: 
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(1) Helping develop and communicating organizational goals and 

objectives to their subordinates; 
 

(2) Developing a departmental workplan jointly with the Town 
Administrator with observable standards; 

 
(3) Educating, promoting, and involving subordinates in program 

development, implementation, use, and monitoring; 
 

(4) Providing ongoing performance feedback to their subordinates, 
including identifying specific ways employees can improve their 
performance; 

 
(5) Supporting the training activities of the program; 

 
(6) Ensuring that performance reviews are done in a timely fashion; 

 
(7) Monitoring the performance ratings in their departments for logical 

documentation and consistency among divisions, sections, and 
different supervisors to insure departmental fairness; 

 
(8) Providing an environment where employees feel free to disagree and 

establishing effective two-way communications in the evaluation 
conference; 

 
(9) Conducting performance reviews with subordinates; and 

 
(10) Monitoring and effectively participating in employee grievances 

concerning performance ratings. 
 

(11) Department Heads are accountable for the quality and effectiveness 
of the program in their departments. 

 
(D) Supervisors. The responsibilities of supervisors are: 

 
(1) Regularly and consistently communicating departmental goals and 

the benefits of the Performance Evaluation Program to employees; 
 

(2) Clarifying specific job expectations, effectively communicating 
them to employees, and providing ongoing performance feedback to 
their employees to improve their performance feedback identifying 
specific ways in which employees can improve their performance; 

 
(3) Conducting thorough performance reviews in a timely fashion, 

including making performance rating recommendations; 
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(4) Keeping Department Heads and the Town Administrator informed 
on the effectiveness of the system including monitoring the 
performance evaluation forms and recommending changes necessary 
to maintain an accurate and fair system; 

 
(5) Following the policies and procedures established for the system and 

applying them fairly and consistently; 
 

(6) Providing an environment where employees feel free to disagree and 
establishing effective two-way communications in the evaluation 
conference; 

 
(7) Monitoring and effectively participating in employee grievances 

concerning performance ratings; and 
 

(8) Fairly and objectively considering all performance rating appeals. 
 

(9) Supervisors are accountable for the performance evaluation forms 
they complete and the recommendations regarding employee 
performance that they make. 

 
(E) Employees. Each employee is responsible for: 

 
(1) Working with his/her supervisor on a mutual understanding of work 

expectations; 
 

(2) Actively participating in the performance evaluation conference to 
insure an understanding of performance feedback and the rating 
given; 

 
(3) Following the policies and procedures established for the program 

including following the chain of command in expressing concerns, 
opinions, disagreements, and appeals; 

 
(4) Identifying ways of improving their performance; 

 
(5) Behaving consistently with the organization's values and objectives; 

 
(6) Providing candid feedback to supervisors concerning their 

satisfaction level with the Performance Evaluation Program and their 
performance ratings; and 

 
(7) Making suggestions regarding any needed changes in the 

performance standards related to their jobs. 
 

(F) Personnel Director. The Personnel Director is responsible for: 
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(1) Establishing notification, follow-up, and records system to 
administer the program, including sending out notices of review 
dates; 

 
(2) Providing training to employees and supervisors in effective use of 

the program; 
  

(3) Monitoring adherence to policies and procedures; 
 

(4) Monitoring and effectively participating in employee grievances 
concerning performance ratings; 

 
(5) Providing a resource for problem-solving and effective techniques to 

make the system work; 
 

(6) Monitoring the progress and success of the system including 
consistency of use and ratings among various departments and 
divisions; 

 
(7) Reviewing performance evaluation forms from all departments for 

logical documentation and organizational consistency in following 
and interpreting program policies and procedures; and 

 
(8) Reviewing and coordinating any changes needed to the system. 

 
23.54 PERFORMANCE CATEGORIES 

 
The overall performance of all employees will be rated on the following 
categories: 

 
(A) Important Note about the Use of the Form 

 
(1) The purpose of the performance evaluation form is not to dictate a 

performance rating to the supervisor, but rather to help the 
supervisor: 

 
(a) Focus on job-related criteria; 

 
(b) Review the whole period (6 months or a year) and not just the most 

recent months; 
 

(c) Provide feedback on relevant aspects of the employee's 
performance; 

 
(d) Effectively document performance; and 

 
(e) Think through a logical decision on the overall performance rating. 
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(2) The numerical summary at the end of the form is not necessarily the 

only indication of performance.  Some categories or standards may 
be more important than others and there may be important aspects 
for consideration found in the summary comments. The supervisor is 
expected to use reasoned logic and good judgment in determining 
the overall rating of performance. Employees should be rated against 
performance expectations and not against one other. 

 
(B) Rating Targets 
 
(1) For the Performance Evaluation Program to fulfill its purpose of 

recognizing and improving performance, employees must believe 
that those who are recognized with high ratings are deserving and 
must see clear correlations between the levels of performance and 
the performance ratings. Therefore, the success of the program is in 
the hands of supervisors. A liberal use of the program will diminish 
its effectiveness. The performance rating targets are as follows: 

 
Performance Category Target Percentage 

Excellent 15% 
Exceeds Expectations 20% 

Meets Expectations 60% 
Needs Improvement 4% 
Unsatisfactory 1% 

 
(2) These targets are not quotas. No individual employee should receive 

a higher or lower rating simply to meet these targets. However, the 
targets are established to provide guidance to supervisors and 
Department Heads on the organization's definitions of the 
performance categories. 

 
(C)  Performance Categories 

 
(1) Excellent. Meets all performance requirements identified for the 

position and consistently exceeds them in most areas. Work is 
performed at a sustained high level of proficiency. The employee 
also expands the scope of tasks and responsibilities resulting in 
increased productivity for the work unit. The employee 
accomplishes the most difficult and complex assignments with 
minimum supervision and maximum quality. Specific examples of 
such performance are readily available. 

 
(2) Exceeds Expectations. Meets all major performance requirements 
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identified for the position and frequently exceeds them in several 
areas. Supervision is required only for special or unusual 
assignments or problems. 

 
(3) Meets Expectations. Fully meets all major job requirements and 

occasionally exceeds some of them. Accomplishes duties in a 
reasonable and consistent manner demonstrating full proficiency in 
the job. If there are occasional lapses in performance, they do not 
create any substantial problems for the organization or have any 
major impact on service delivery. Normal supervision is required. 

 
(4) Needs Improvement. Performance marginally meets job 

requirements. Performance is inconsistent or unreliable in one or 
more job categories although major job requirements are met. The 
employee needs to improve proficiency to more fully meet the needs 
for which the position was established. Remedial attention and close 
supervision are required. An employee rated at this level shall 
receive another performance evaluation in 3 months at which time 
the employee's performance will be rated either "Meets 
Expectations" or "Unsatisfactory." 

 
(5) Unsatisfactory. Performance is inconsistent and one or more major 

job requirements are not met. Work tasks are not performed or must 
be repeated due to low quality. Remedial attention and close 
supervision are required. Failure to correct performance deficiencies 
in an appropriate amount of time may result in suspension, demotion 
or dismissal. A rating at this level should be coordinated with the 
progressive disciplinary process. In no case should any employee's 
performance remain in the unsatisfactory category for more than 6 
months. Performance improvement or disciplinary action, including 
dismissal, may occur at any time within those 6 months. 

 
23.55 PROCEDURES 

 
(A) Performance Evaluation Conferences. Performance evaluation 

conferences with all Town employees shall be conducted at least 
once a year prior to June 30th. The conferences shall be conducted 
by each employee's immediate supervisor who may also be 
accompanied by the next level of supervision. The conference will 
encompass the period of time from the last evaluation date to the 
present. Annual evaluation ratings shall reflect performance for the 
entire year. 

 
(B) Probationary Performance Evaluation Conferences. Probationary 

performance evaluation conferences of new employees will be 
conducted at: the end of the first 3 months of employment; the end 
of 6 months of employment; and at the end of 1 year of employment. 
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Additional conferences may be held at the employee's or supervisor's 
request.  An employee must receive a rating of no less than "meets 
expectations" in order to move from probationary to regular status at 
the completion of the probationary period. An employee whose 
performance fails to meet expectations but shows clear promise of 
successful performance may have the probationary period extended 
up to a maximum of an additional 6 months. This sub-sub-section 
shall in no way restrict the Town from dismissing an employee 
whose performance or conduct is considered unsatisfactory at any 
point in the probationary period. 

 
(C) Performance Evaluation Forms. Departments or divisions may 

update and revise performance evaluation forms as needed to 
maintain current and accurate performance criteria. The reviewing 
supervisor shall be responsible for notifying the Department Head 
through appropriate channels.  Department Heads are responsible for 
initiating changes due to changes in position classifications.  All 
revisions must be reviewed by the Personnel Director and approved 
by the Town Administrator.  Revisions will be reviewed for the 
degree to which they are objective, observable, and job-related 
criteria. 

 
(D) Documentation. All performance evaluation forms shall be signed 

by the employee, the employee’s supervisor, and the Department 
Head and forwarded to the Personnel Director with any 
accompanying memoranda or other documentation for review and 
filing. The employee shall be given a copy of the forms and other 
documents to keep after all signatures and comments have been 
completed.  An employee may request an additional copy of the 
form at any point in the process. All relevant sections of 
performance evaluation forms, including all signatures, shall be 
completed by the appropriate person prior to processing the forms. 

 
(E)  Grievances. Any employee who believes that his/her performance 

rating is unfair or inaccurate may submit a grievance concerning the 
same by following the grievance procedure set forth in this chapter. 

 
(F) Training. Department Heads are responsible for identifying training 

needs of supervisors and monitoring that these training needs are 
met to ensure that performance reviews are conducted effectively. 
New supervisors shall receive training in the Town's policies and 
procedures as well as effective techniques for conducting 
performance evaluation conferences prior to performing them. The 
Personnel Director shall coordinate this training. 

 
  Section 23.56 to Section 23.59  Reserved 
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APPOINTMENTS 
 

23.60 JOB DESCRIPTIONS 
 

The Personnel Director shall, with the advice and recommendations of 
Department Heads, develop and update job descriptions for each position 
with the Town. All employees shall be provided a copy of their job 
description upon being hired. At the discretion of the Personnel Director, an 
applicant for a position with the Town may be provided with a copy of that 
position’s job description to assist in the application process. 

 
23.61 QUALIFICATION STANDARDS 

 
The Personnel Director shall, with the advice and recommendations of 
Department Heads, establish reasonable qualifications deemed necessary for 
satisfactory job performance. These minimum qualifications shall be 
included in the job description of each position with the Town. 

 
23.62 QUALIFYING EXAMINATIONS 

 
Applicants for positions with the Town may be required to pass appropriate 
competitive written, oral and physical examinations to determine whether 
they meet the established qualification standards. The examinations shall be 
prepared and administered by the Personnel Director. 

 
23.63 APPOINTMENTS 

 
(A) Appointments to positions with the Town shall be made on the basis 

of merit, ability, training, and experience without regard to race, sex, 
creed, national origin, religion, sexual orientation, veteran status, or 
disability. All appointments shall be considered as employees-at-will 
under applicable legal authorities. 

 
(B) All Department Heads and Public Safety employees of the Town 

shall reside within the territorial boundaries of Brunswick County, 
North Carolina or Horry County, South Carolina. All other 
employees shall reside within the territorial limits of Brunswick 
County or within the territorial limits of a county adjoining 
Brunswick County. Candidates for employment shall be recruited 
without regard to place of residency provided that if employed, 
employees must establish residence as provided for herein within 90 
days of the date of employment. 

 
(C) In cases where the qualifications of prospective employees are 

substantially the same, preference for shall be given to residents of 
the Town. 
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(D) The Board of Commissioners, on the advice and recommendation of 
the Town Administrator, shall appoint and terminate all employees 
of the Town. 

 
23.64 PROBATIONARY PERIOD 

 
(A) With exception of Public Safety employees, all employees of the 

Town who are hired or promoted to Regular Full or Part-Time 
Employees shall serve a probationary period of 3 months. Public 
Safety employees shall serve a 6 month probationary period upon 
being hired.  All Regular employees shall be immediately eligible 
for all regular Town benefits. At the end of the probationary period 
the employee, if retained, shall be considered to have satisfactorily 
completed the probationary period; provided, however, that the 
position’s Department Head may extend the probationary period for 
an additional period not to exceed 6 months. 

 
(B)  The probationary period shall include time worked only and any 

periods of extended leave shall not count towards the completion of 
the probationary period.  Any employee serving a probationary 
period may be dismissed at any time during the probationary period. 

 
(C)  Employees serving probationary periods are eligible, based on the 

employment status of the appointed position, for benefits and leave 
as set forth in Section 23.23. 

 
23.65 PROMOTIONS. 

 
Department Heads and supervisors shall anticipate retirements and 
turnovers and hire and train employees accordingly to assume greater 
responsibility. It is the Town’s policy, in filling vacant positions, to promote 
qualified employees from within the Town before seeking an outside 
replacement. 

 
 
23.66 DEMOTIONS. 

 
(A) An employee whose work is unsatisfactory may be demoted 

provided that the employee has demonstrated the potential of being a 
satisfactory employee in another position. Any such demotion shall 
be made by the Board of Commissioners acting on the advice and 
recommendation of the Town Administrator. An involuntary 
demotion is a disciplinary action, the implementation of which must 
accord with the provisions of Section 23.140 – 23.141. 

 
(B) An employee desiring a position with reduced duties and 

responsibilities may request a voluntary demotion. A voluntary 
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demotion is not a disciplinary action. 
 

23.67 TRANSFERS 
 

(A) If a vacancy occurs and an employee eligible for transfer from 
another department desires to be considered for the appointment, a 
written request and application must be forwarded to the Personnel 
Director during the recruitment period for the position. Any 
employee transferred without having requested such transfer may 
submit a grievance regarding the same in accordance with the 
provisions of Sections 23.1401 to 23.141 below. 

 
(B) An employee who has successfully completed a probationary period, 

if transferred to another position, shall not be required to serve 
another probationary period. 

 
23.68 REDUCTION IN FORCE 

 
In the event a reduction in force becomes necessary, consideration will be 
given to seniority, the quality of each employee's past performance, and 
departmental/Town needs in determining which employees to retain. 
 
 

 
23.69 CRIMINAL HISTORY OF APPLICANTS 

 
The Personnel Director is hereby designated the Town official authorized to 
investigate applicants relating to suitability for employment and may 
therefore access the SBI/DCI Criminal History Record Information 
(“CHRI”) to obtain an applicant’s criminal history, if any. The CHRI 
information shall be provided only to the Personnel Director and shall 
remain strictly confidential. Prior to denial or termination of employment 
based upon CHRI information, the Town shall verify the existence of such a 
record by either obtaining a certified public record of the same or by 
submitting a fingerprint card of the individual to CHRI for verification that 
the record obtained is that of the applicant. 
 

  Section 23.70 to Section 23.79  Reserved 
 

CONDITIONS OF EMPLOYMENT 
 

23.80 HOURS OF WORK 
 

(A) Workweek or work period. The standard workweek or work period 
of Town employees shall be as set forth in Table III of Appendix A 
following this chapter and incorporated herein by reference. An 
Alternative Work Schedule  Policy covers employees as listed. 
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(B)  Overtime 
 
(1) Employees may be required to work overtime hours only in cases of 

emergency.  From time to time, non-emergency overtime may be 
required when requested by a supervisor and approved by the Town 
Administrator provided that the employee may decline to work any 
such non-emergency overtime. Supervisors shall arrange the work 
schedules of their sections so as to accomplish the required work 
within the standard workweek or work period (see Table III in 
Appendix A).  All classes of positions shall be determined as exempt 
or non- exempt from overtime pay based on standards contained in 
the Fair Labor Standards Act. If it shall prove necessary for non-
exempt employees to work beyond the hours established for the 
standard workweek or work period, the Department Head may 
authorize overtime work at one and one-half the employee’s usual 
hourly rate. 

 
(2)  If agreed to and requested by the employee, overtime accrued during 

a pay period may be taken as compensatory time and documenting 
that compensatory time for that pay period shall be a record of the 
employee’s request for and agreement to receive compensatory time 
for that pay period. Compensatory time is time earned for work 
performed in excess of 40 hours in a work week and may not be 
earned in less than 15 minute increments. 

 
(3)  Compensatory time for overtime work may be granted at the rate of 

one and one-half times the regular hours to be taken by the employee 
at a time which will in the opinion of the employee’s supervisor least 
obstruct the operation of the work unit except that all compensatory 
time shall be taken within the 6 month period of each calendar year 
in which period it was earned. 

 
(4)  Employees may not accrue more than 40 hours in compensatory 

time off. If an employee exceeds the maximum established, they 
must be compensated in cash payment at the rate of time and one-
half for any hours in excess of the 40 hour limit. Any compensatory 
time of 15 minutes or more shall be accounted for and deducted as 
provided herein. 

 
(5)  Compensatory time may be used in lieu of sick leave and may be 

used, until depleted, before using annual leave.  
 
(6)  All overtime pay and overtime leave shall be granted in full 

compliance with the provision of the Fair Labor Standards Act. 
Exempt employees who are required to work overtime for extended 
periods because of extreme emergencies, may be paid for their 
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overtime work with the approval of the Town Administrator at an 
hourly rate equal to one and one-half times their equivalent regular 
rate of pay, but paid overtime must be paid within the pay period in 
which it is earned. The Town Administrator, Department Heads, and 
certain other salaried employees who are more or less permitted to 
arrange their own schedule shall not be compensated as set forth 
above since some overtime is considered necessary as part of their 
position and has been taken into account with respect to their 
compensation. 

 
(C) Stand-by. Employees in some departments may be required to stand-

by for emergency service after regular hours on weekends and 
holidays. 

 
23.81 PAYROLL DEDUCTIONS 

 
Federal and state income taxes, Medicare, Social Security tax, and other 
required garnishments shall be deducted as authorized by law. The 
following may also be deducted if certain actions warrant the same: 

 
(A) Cost for change of locks (building, auto, safe, lock box, etc.) due to 

lost or stolen keys. 
 

(B) Cost of damage to any town property caused by misuse or an 
intentional act. 

 
(C)  Cost to replace any lost or damaged tools, equipment or keys. 

 
(D)  Time will be deducted due to employee tardiness. 

 
The employee shall be informed in writing prior to the deduction that the 
action is being taken and why. The Board of Commissioners shall approve 
any payroll deduction not required by law. 
 
 
23.82 PAYROLL PROCEDURE 

 
All employees shall be paid every 2 weeks and payroll checks will be 
processed within 3 working days following the cut-off date for time sheets. 

 
23.83 EFFECTIVE DATE OF WAGE ADJUSTMENTS 

 
Wage adjustments shall become effective on the date that the adjustment 
was approved by the Board of Commissioners. 
 
23.84 GIFTS AND FAVORS 

 

August 2018 Town of Carolina Shores 
Board of Commissioners Agenda Packet

Page 76 of 120



 

(A)  No official or employee of the Town shall accept any gift or favor 
from any contractor, subcontractor, supplier, or otherwise having a 
contract with the Town, who has performed under such a contract 
within the past year, or who anticipates bidding on a contract with 
the Town in the future. 

 
(B)  No official or employee charged with the duty of preparing plans,  

specifications, or estimates for a public contact, awarding or 
administering a public contract, or inspecting/supervising 
performance under a public contract, shall accept any gift, favor, or 
thing of value in connection with or related to the contract. 

 
(C)  All Town officials and employees shall refuse gratuities. 

 
(D)  This section is not intended to prohibit customary gifts or favors by 

and between employees or officials and their friends and family 
members when it is clear that it is the relationship with the 
individual rather than commercial interests that is the motivating 
factor for the gift or favor. 

 
23.85 POLITICAL ACTIVITY RESTRICTED 

 
(A)  Every employee of the Town has a civic responsibility to support 

good government in an appropriate manner in accordance with 
Town policies. This section shall not be construed to prevent any 
employee from becoming or continuing to be a member of a political 
party, attending political meetings, or enjoying complete freedom 
from all interference in casting a vote. Any employee may join or 
affiliate with civic organizations of a partisan or political nature, 
may attend political meetings, and may advocate and support the 
principles or policies of civic or political organizations in 
accordance with the constitutions and the laws of the United States 
and the State of North Carolina. 

 
(B) The position held by any employee filing as a candidate for 

nomination, election, or appointment to any political office shall 
immediately become vacant and the employee shall immediately and 
voluntarily resign from employment with the Town. 

 
(C) While on duty, no employee shall: 

 
(1) Engage in any political or partisan activity; 

 
(2) Use official authority or influence for the purpose of interfering with 

or affecting the results of an election or a nomination for office; 
 

(3) Be required, as a duty or condition of employment, promotion, or 
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tenure to contribute funds for political or partisan purposes; 
 

(4) Coerce or compel contributions for political or partisan purposes 
from another Town employee or official; 

 
(5) Solicit or act as custodian of funds for political campaigns; 

 
(6) Use Town-owned or leased supplies, equipment or facilities to 

display political slogans, posters or stickers or for any political 
purpose; and 

 
(7) Shall approve a contract which does or has the appearance of 

financially benefiting that employee or his/her close associates or 
family members. 

 
(D) Any violation of this section may subject the employee to 

disciplinary actions including termination. 
 

23.86 OUTSIDE EMPLOYMENT 
 

The Town’s public business takes priority over any other employment 
interest of an employee. All outside employment for salaries, wages, or 
commissions, and all self-employment, shall be reported to the Town 
Administrator before the commencement of any such work. The Town 
Administrator and Board of Commissioners shall determine whether any 
such outside work creates a conflict of interest or is otherwise incompatible 
with the Town’s interests and responsibilities. 

 
23.87 LIMITATION ON EMPLOYMENT OF RELATIVES 

 
No two members of an immediate family shall be employed within the same 
department if such employment will result in one member supervising the 
other or in one member occupying a position having influence over the 
other's employment, promotion, wage administration, or other related 
managerial/personnel considerations. 

 
As used herein, the term “immediate family” is defined as an employee's 
spouse, parent, child, sibling, grandparent, grandchild, guardian, trustee, or 
legal representative. 

 
23.88 DISCLOSURE OF CONFIDENTIAL INFORMATION 

 
No official or employee shall, without the approval of his/her superior, 
disclose confidential information concerning the property, government, or 
affairs of the Town, nor shall he/she under any circumstances use the 
information to advance the financial or other private interest of 
himself/herself or others. 
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23.89 BENEFITS 

 
Benefits provided by the Town of Carolina Shores shall be those 
enumerated in this section.  Receipt of benefits shall be pursuant to the 
employee’s status as defined in Sec. 23.23 above. 

 
(A)  Retirement – participation in the North Carolina Local Government 

Employees Retirement System 
 

(B) Supplemental Retirement – participation in the NC Local 
Government Employees Supplemental Retirement System (401k and 
457 plans), with the Town matching the individual employee’s 
contribution to the 401k plan only. 

 
(C) Group Health and Hospitalization – provision of individual group 

health and hospitalization insurance paid for by the Town for 
employees and retirees with 15 years of service. Health and 
hospitalization coverage will, for retirees upon their eligibility for 
Medicare, convert to the Medicare supplemental coverage provided 
by the Town’s health and hospitalization insurance carrier and paid 
for by the Town. 

 
(D)  Group Life – provision of a group life insurance to each Regular 

Full-Time Employee 
 

(E) The Statutory Benefits. 
 

(F) Uniforms – provision of uniforms as required and authorized by the 
Personnel Director for employees performing duties where a 
uniform may reasonably be necessary. Uniforms shall include 
clothing and shoes as appropriate. 

 
Section 23.90 to Section 23.99  Reserved 
 

HOLIDAYS AND LEAVE 
   
  23.100 HOLIDAYS 
 

(A) The Town follows the holiday schedule published for State 
employees. 

 
(B) To receive a paid holiday, Regular Full-Time Employees must have 

worked the day before and the day after the holiday or have been 
given approved paid leave. 

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

 
(D) Observed holidays which occur during a Regular Full-Time 

employee’s annual, sick or other leave period of any employee shall 
not be considered as annual, sick, or other leave. 

 
23.101 ANNUAL LEAVE 

 
(A) For the purpose of earning and accruing annual leave, the 12 month 

calendar year between January 1st and December 31st shall 
constitute the leave year. 

 
(B) Eligible employees shall earn annual leave in the following amounts; 

unless otherwise covered in the Alternate Work Schedule: 
 

Time in Service Annual Leave Days 
0 – 1 years 10 days 
1-5 years 12 days 
5-10 years 15 days 
10-15 years 18 days 
15+ years 20 days 

 
(C) Employees shall earn annual leave from the first day of work and 

prorated per pay period. Annual leave may be taken as earned by the 
employee with the approval of the employee's Department Head. 
Employees serving a probationary period following an initial 
appointment shall not be permitted to take annual leave during the 
probationary period unless the denial of such leave will create an 
undue hardship. 

 
(D) Employees may accumulate annual leave provided that the 

maximum accumulation of annual leave at the end of the first 
payroll of the calendar year shall be not more than 200 hours. Any 
accumulated annual leave in excess of 200 hours shall be transferred 
to sick leave balances after the end of the last payroll of the calendar 
year. 

 
(E) If an employee separates from service at any time during the 

calendar year, payment for accumulated annual leave shall not 
exceed the maximum carry forward amount set forth above. The 
estate of any employee who dies while employed by the Town shall 
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be entitled to payment for all accumulated annual leave credited to 
said employee’s account not to exceed the maximum carry forward 
amount listed above. 

 
(F) Annual leave may be taken under the following conditions: 

 
(1) Must be requested at least 1 week in advance except in a case of 

emergency. 
 

(2) Shall be offered based on seniority. Conflicting requests shall be 
resolved by the Personnel Director. 

 
(3) May be used for vacation, personal reasons, personal illness, and 

immediate family illness. 
 

(G) It is the responsibility of each employee to provide an accurate 
signed record of hours worked.  It is the responsibility of the 
Personnel Director to provide employees with a written accounting 
of their leave record. All leave records shall be reconciled per pay 
period and prior to an employee taking vacation leave to help ensure 
against overdrawn leave. 

 
23.102 SICK LEAVE 

 
(A) Sick leave with pay is not a right which an employee may demand, 

but a privilege granted by the Board of Commissioners for the 
benefit of an employee when sick or injured or for the other 
designated purposes set forth below.  All absences applicable to 
authorized leaves of absence as provided for below, shall first be 
charged against the subject employee’s accrued sick leave. 

 
(B) Sick leave pay shall be granted to eligible employees in the 

following amounts: 12 days per year. 
 

(C) Sick leave pay, if not used during the year in which it accrues, may 
be carried over from year to year without limitation. 

 
(D) Accrued sick leave is not paid upon termination of employment and 

shall be credited instead to service time in accordance with the North 
Carolina Local Government Retirement System regulations.  
Accrued sick leave shall not be paid to the estate of an employee 
who dies while employed by the Town. 

 
(E) Employees may be granted sick leave for the following: 

 
(1) Sickness or bodily injury preventing the employee from performing 

his/her regular duties. 
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(2) Medical or dental appointments. 

 
(3) Pregnancy-related conditions. 

 
(F) Sick leave may be taken only with the approval of the employee’s 

supervisor and an employee shall notify their supervisor of all 
requests for sick leave before such leave is taken or not later than 2 
hours after the beginning of a scheduled work day. Employees may 
be denied sick leave if they fail to report to the supervisor at the 
beginning of the period during which the employee “takes” sick 
leave and at least every 2 days of continuing sick leave thereafter, 
except in those cases of extended illness of which the supervisor is 
aware and about which he/she has been kept informed. 

 
(G) The Town may require a treating health care provider’s written 

statement as to the nature of the employee’s illness and the 
employee’s capacity to resume duties for each occasion on which an 
employee uses sick leave or whenever a Department Head observes 
a cause for concern related to the safety of the employee or others. 

 
23.103 PERSONAL LEAVE 
 
(A) For the purpose of earning and accruing annual leave, the 12 month 

calendar year between January 1st and December 31st shall 
constitute the leave year. 

 
(B) Eligible employees shall earn personal leave in the following 

amounts: 1 personal leave day per calendar year. 
 
23.104 LEAVES OF ABSENCE 

 
(A) Regular Full and Part-Time Employees who have completed their 

probationary period of employment may be granted a Medical or 
Family Leave of Absence (collectively referred to herein as “Leave 
of Absence”) in appropriate instances as set forth below.  A Leave of 
Absence is generally anticipated to last more than 5 working days 
and typically involves instances of more serious illnesses or injuries 
than what would otherwise be covered under regular sick leave.  An 
employee may not work for any other employer during his/her Leave 
of Absence from the Town. 

 
(B) All Leaves of Absence shall be without pay and shall be authorized 

by the Personnel Director in advance thereof. 
 

(C) Any Leave of Absence taken within a calendar year shall reduce the 
amount of any other Leave of Absence which may be available 
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during that calendar year. 
 

(D) Employees are required to take accrued sick leave for and prior to 
any Leave of Absence and may elect, in the event accrued sick leave 
is exhausted, to use accrued annual leave provided that annual and 
sick leave shall not accrue during a Leave of Absence. 

 
(E) For a reasonably foreseeable Leave of Absence (including 

intermittent and reduced- schedule leave), an employee shall provide 
not less than a 30-day advance written notice requesting such leave.  
In the event unforeseen circumstances result in a 30-day notice being 
impractical, written notice requesting leave shall be given as soon as 
practicable.  The notice shall include the reasons for the requested 
leave, the leave’s anticipated commencement date, and the duration 
of such leave. 

 
(F) In the event an employee fails to give timely notice when the need 

for a Leave of Absence is reasonably foreseeable, the Town may 
deny such leave until 30 days after such notice is provided. 

 
(G) In the event an employee fails to provide a required healthcare 

provider verification in a timely manner, the Town may deny a 
Leave of Absence until such verification is provided. 

 
(H) The Town may require an employee on a Leave of Absence to 

periodically report, in writing, on his/her intent to return to work.  In 
the event an employee provides an unequivocal notice of his/her 
intent not to return to work, the employee's employment with the 
Town shall be terminated, any entitlement of the employee to 
reinstatement shall automatically be forfeited, and the employee may 
be required to reimburse the Town for any premiums the Town paid 
for the continuation of group health and hospitalization coverage 
while an employee is out on a Leave of Absence. 

 
 
 

(I) Termination 
 

(1) An employee who fails to request and be granted a Leave of 
Absence and who does not report to work for a period of 3 or more 
days, shall be considered to have voluntarily resigned from 
employment with the Town. 

 
(2) An employee who does not return from a Leave of Absence when 

the leave period expires or who does not provide a physician's 
statement in support of seeking an extension of the leave period, 
shall be considered to have voluntarily resigned, absent extenuating 
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medical circumstances. 
 

(3) An employee who does not return after remaining on a Leave of 
Absence for a continuous 6 months, or longer if approved by the 
Personnel Director, is subject to termination. The Personnel Director 
shall conduct a reasonable investigation to determine if the 
employee has a disability and if reasonable accommodation may 
therefore be applicable. 

 
23.105 DEFINITIONS 

 
For the purposes of this chapter the following definitions shall apply unless 
the context clearly indicates or requires a different meaning. 

 
DISABILITY: A physical or mental impairment substantially limiting one 
or more of life’s major activities, a record of such an impairment regardless 
whether the employee is currently substantially limited in a major life 
activity, or an employee is regarded as having such an impairment. 
 
NONQUALIFYING CONDITION: Incidental, normal, short-term or 
sporadic medical conditions or illnesses. Examples include reoccurring 
chronic allergies, the common cold, and the like. 

 
QUALIFIED EMPLOYEE: An employee who, with or without reasonable 
accommodation, can perform the essential functions of the position he/she 
holds or desires.  A Job Description shall be considered evidence of the 
essential functions of that position. 

 
REASONABLE ACCOMODATION: Reasonable accommodation may 
include job restructuring, part-time or modified work schedules, 
reassignment to a vacant position, acquisition or modification of equipment 
or devices, appropriate adjustment or modifications of examinations, 
training materials, or policies, the provision of qualified readers or 
interpreters, and other similar accommodations for individuals with 
disabilities. 

 
SERIOUS HEALTH CONDITION: An illness, injury, impairment, or other 
physical or mental condition involving: 

 
(1) A period of incapacity or treatment in connection with or consequent 

to inpatient care at a medical care facility; 
 

(2) A period of incapacity requiring absence from work, school, or other 
regular daily activities of more than 3 calendar days and that also 
involves continuing treatment by a health care provider; 

 
(3) Continuing treatment by (or under the supervision of) a health care 
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provider for a chronic or long-term condition which, if not treated, 
would likely result in a period of incapacity of more than 3 days; or 

 
(4) Prenatal care. 

 
SERIOUS MEDICAL CONDITION:  As verified by a treating health care 
provider, an illness, injury (off-duty), disability, or other physical or mental 
condition which necessitates a single prolonged absence or series of 
absences from work for treatment and rehabilitation of the condition. 

 
UNDUE HARDSHIP: An undue hardship means an action requiring 
significant difficulty or expense when considered in light of the factors set 
forth in 42 U.S. Code § 12111. 

 
23.106 MEDICAL LEAVE OF ABSENCE 

 
(A) A Medical Leave of Absence may be granted for a 6 month period, 

and extended up to an additional 6 months by the Personnel Director 
for an employee’s verified disability or serious health or medical 
condition. 

 
(B) An employee returning from a Medical Leave of Absence will be 

reinstated to his/her former position, if available, provided the 
employee furnishes a verification from his/her treating health care 
provider that the employee is qualified to perform the essential 
functions of the position.  If the employee's former position is not 
available, the employee may be reinstated to a position with 
equivalent employment benefits, pay, and other terms and conditions 
of employment. Refusal of an offer of reinstatement will be treated 
as a voluntary resignation. 

 
(C) Employees with disabilities shall be reasonably accommodated 

provided the accommodation(s) do not constitute an undue hardship 
for the Town. 

 
(D) A Medical Leave of Absence for over a year may be arranged 

provided that under no circumstances shall an employee’s job be 
held for more than 1 year.  If an employee remains on a Medical 
Leave of Absence for more than 1 year and is then eligible to return 
to work, the subject employee may be offered any open job, if 
available, for which the employee is otherwise qualified. Medical 
Leaves of Absence for pregnancy, childbirth, or related conditions 
shall be subject to the same eligibility, terms, and conditions as are 
set forth herein. 

 
(E) Terms and conditions of leave. 
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(1) A Medical Leave of Absence may be granted to an employee upon 
the furnishing of a treating health care provider’s written verification 
of the nature of the disability or the serious health or medical 
condition necessitating such leave. A separate verification is 
required for any extension of a Medical Leave of Absence. 

 
(2) The Town may require an employee to take a Medical Leave of 

Absence when the employee is not otherwise qualified to perform 
the essential functions of his/her position as verified by the 
employee’s treating health care provider. 

 
(3) The Town, acting through the Personnel Director, may require an 

employee to take a Medical Leave of Absence if there are reasonable 
grounds to suspect that the employee's medical condition could 
adversely affect the work, safety, or health of any employee or pose 
a risk to Town property or the public in general. In such an event, 
the Personnel Director may require the employee to obtain a written 
verification from his/her treating health care provider that his/her 
medical condition does not pose a risk to the workplace, Town 
property, or the general public. 

 
(4) The duration of a Medical Leave of Absence shall only be for the 

period of time necessitated by the disability or serious medical or 
health condition as verified by the employee’s treating health care 
provider. While on a Medical Leave of Absence, the employee must 
regularly report to the Personnel Director concerning his/her status 
in accordance with the verification provisions of this section. 

 
(5) The Town may require the employee to furnish a statement from 

his/her treating health care provider or be examined by a Town-
approved health care provider to verify the employee’s continuing 
inability to work if such questions arise.  Employees must return to 
work when released by a health care provider to do so. 

 
(F) In the event a treating health care provider releases an employee to 

return to work on a "restricted duty" or "light duty" status, the Town 
shall attempt to cooperate with that employee with respect to that 
status under the following conditions: 

 
(1) The treating health care provider shall expressly describe the 

specific work restrictions under which the employee is returning. 
 

(2) Work meeting any such restrictions must be available for the 
employee. 

 
(3) The employee must be able to perform the available work. 
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(4) The requests of those employees whose injuries or illnesses are 
covered under Workers' Compensation shall be considered first and 
all other requests considered thereafter. 

 
(5) In the event that 2 or more requesting employees equally meet all of 

the requirements set forth herein, the decision to assign which 
employee to the requested duty status shall be based on seniority. 

 
(6) Any employee who is assigned to restricted or light duty work and 

refuses the assignment shall not be offered another assignment 
during the applicable period of restriction and the fact of that refusal 
shall be documented and included in the employee’s personnel file. 
All requests for restricted or light duty and assignment decisions 
related thereto must be approved in advance by the Personnel 
Director. 

 
(7) If an employee is released to return to work by a health care 

provider, but fails to report for assigned work, that employee shall 
be considered to have voluntarily resigned from employment with 
the Town. 

 
23.107 FAMILY LEAVE OF ABSENCE 

 
(A) A Family Leave of Absence may be granted for a 6 month period, 

and extended up to an additional 6 months upon approval by the 
Personnel Director and receipt of a treating healthcare provider’s 
verification, when required as set forth below, for the following 
reasons: 

 
(1) To care for the employee's newborn child provided that the leave 

period shall not exceed 12 months after the date of the birth. 
 

(2) To care for a pre-teenage child who has been placed with the 
employee through adoption or foster care, provided that the leave 
period shall not exceed 12 months after the date of the placement 
and that proof of adoption or foster parent status is provided. 

 
(3) To care for the spouse, child, or parent of the employee with a 

disability or serious health or medical condition as verified by a 
treating health care provider. 

 
(B) An employee returning from a Family Leave of Absence shall be 

reinstated on the same basis and under the same terms and 
conditions as an employee returning from a Medical Leave of 
Absence. 

 
(C) An employee who requests a Family Leave of Absence to care for 
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the employee's spouse, child, or parent, shall provide a treating 
health care provider’s verification of the subject disability or serious 
health or medical condition. The employee shall provide the required 
verification at the time he/she requests the leave.  In the event that 
unforeseen circumstances require that the employee be provided a 
Family Leave of Absence, then the required verification shall be 
provided no later than 7 business days after the date on which the 
leave period commenced. 

 
(D) For the purposes of this section, a treating health care provider’s 

written verification of a disability or serious health or medical 
condition shall include the following: 

 
(1) A diagnosis of the disability or serious health or medical condition. 

 
(2) The date on which the disability or serious health or medical 

condition commenced and an opinion on the probable duration of 
said disability or serious health or medical condition. 

 
(3) A brief statement of the regimen of treatment prescribed for the 

disability or serious health or medical condition including, where 
possible, the estimated number of office visits and the frequency and 
duration of treatment. 

 
(4) An indication of whether inpatient care is or may be required. 

 
(5) In the event a Family Leave of Absence is requested to care for a 

family member with a disability or a serious health or medical 
condition, a statement that the patient-family member requires 
assistance for hygiene, safety, transportation, or basic medical or 
nutritional needs, or that the employee's presence would be 
beneficial or desirable for the care of the family member. The 
employee is required to indicate the type of care he/she will be 
providing to the family member together with an estimate of the 
time period for which the employee's assistance will be required. 

 
(E) Re-verification of the family member's medical condition is required 

every 30 days or at the time the employee requests an extension of a 
Family Leave of Absence.  In the event the Town receives 
information at any time which reasonably casts doubt upon the 
continuing validity of the health care provider’s original verification, 
the Town may require a re-verification of the family member's 
medical condition as a result thereof. 

 
23.108 INTERMITTENT AND REDUCED-SCHEDULE LEAVE OF 

ABSENCE 
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An employee may take Leave of Absences intermittently or on a reduced 
schedule only under the following circumstances unless otherwise agreed to 
by the Personnel Director: 

 
(A) The employee has a disability for which reasonable accommodation 

may be provided. 
 

(B) The employee has a serious health or medical condition requiring 
intermittent Leaves of Absence as verified in writing by the treating 
health care provider. 

 
(C) The employee has a spouse, child, or parent with a disability or a 

serious health or medical condition requiring intermittent Leaves of 
Absence as verified in writing by the treating health care provider. 

 
(D) The employee submits a written statement of the duration and 

schedule of the intermittent or reduced-schedule Leave of Absence. 
 

23.109 GROUP HEALTH AND HOSPITALIZATION COVERAGE 
WHILE ON A LEAVE OF ABSENCE 

 
(A) As set forth below, Regular Full-Time Employees on a Leave of 

Absence shall continue to be covered under the Town's group health 
care plan at the same level and under the same conditions as 
provided prior to the employee's taking leave of absence provided 
that the employee shall continue to be responsible for paying the 
premiums on all covered family members. 

 
(B) The Town currently bears the full cost of employee-only coverage 

for group health care and shall continue to bear this cost during a 
Leave of Absence for a period of 6 months. 

 
(C) The Town shall be entitled to recover all health care premiums it has 

paid for an employee on a Leave of Absence if the employee fails to 
return to work after the leave period expires unless the reason for 
failing to return is the result of: 

 
(1) A continuation, recurrence, or onset of a disability or a serious 

health or medical condition which would have justified the 
employee taking a Leave of Absence in accordance with the 
provisions of this chapter; or 

 
(2) Unforeseen circumstances beyond the employee's control which the 

Personnel Director, in his/her discretion, reasonably believes to 
constitute a fair and just basis for not seeking reimbursement of the 
premium payments 
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23.110 OTHER NONMEDICAL LEAVES OF ABSENCE 
 

(A) Military leave. 
 

(1) In addition to any military leave required under the Uniformed 
Services Employment and Reemployment Rights Act, a Regular Full 
or Part-Time Employee who is a member of the National Guard or 
the Armed Forces Reserve shall be allowed 10 business days of 
military leave annually, with partial compensation, for related 
training purposes. If the compensation received while on military 
leave is less than the wage that would have been earned during this 
same period as an active employee, the employee shall receive 
partial compensation equal to the difference between the base wage 
earned as a reservist and the wage that would have been earned 
during this same period as a Town employee. The effect will be to 
maintain the employee's wage at the normal level during the period 
of military leave.  If an employee’s military duty is required beyond 
10 working days, then the employee shall be eligible to take 
accumulated annual leave or be placed on leave without pay status. 

 
(2) While on military leave, the employee's annual and sick leave shall 

continue to accrue and other benefits shall remain in place as if the 
employee was in pay status.  Reservist employees also have all of 
the rights provided for under the Veterans Readjustment Assistance 
Act. 

 
(B) Bereavement Leave. Bereavement leave with pay shall be granted to 

Regular Full and Part-Time employees for a maximum of 3 days in 
addition to accumulated annual leave (the combination thereof not to 
exceed 5 days for any one occurrence). Bereavement leave may be 
taken in the event of a death of an immediate family member which 
is herein defined as a spouse, parent, child, grandparent, or 
grandchild. 

 
(C) Civil Leave.  Regular Full and Part-Time employees called for jury 

duty or as a witness for the State or Federal government or a 
subdivision thereof shall be entitled to leave with pay for the duty 
during the required absence. An employee on civil leave may keep 
all fees received for jury duty in addition to his/her regular 
compensation.  If the employee's presence is required for less than a 
full work day, the employee is required to contact his Department 
Head concerning his/her return to work and the failure to do so could 
result in a loss of pay for that day. 

 
(D) Workers’ Compensation Leave. An employee absent from Town 

employment by reason of any accident/incident, including an 
adverse reaction due to an employee who volunteers for vaccination 
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against smallpox incident to the administration of smallpox 
countermeasures by health professionals under Section 304 of the 
Federal Homeland Security Act of 2002, arising out of and in the 
course of his/her employment for which compensation is payable to 
the employee under the Workers’ Compensation Act shall be placed 
on leave of absence if the absence is generally anticipated to last 
more than 5 working days. 

 
Section 23.111 to Section 23.119  Reserved 

 
 

SEPARATION 
 

23.120 RESIGNATION 
 

Separation from Town service occurs when an employee leaves the payroll 
for reasons listed below. 

 
(A) Voluntary Resignation With Notice. An employee may terminate 

services with the Town by submitting a resignation to the Personnel 
Director. Subject to the Board of Commissioners’ discretion, it is 
generally expected that a non-supervisory employee will provide 2 
weeks’ notice prior to the last day of work and that supervisory 
employees shall provide 4 weeks’ notice, except that 
department/division heads shall provide 6 weeks’ notice.  

 
(B) Voluntary Resignation Without Notice.  (1)  An employee 

voluntarily terminates employment with the Town without notice by 
failing to come to work without notifying the Personnel Director. 
Such a failure shall be deemed to be a voluntary resignation when 
the employee is absent without approved leave for a period of at 
least 3 consecutive workdays. Separation pursuant to this policy 
shall not occur until the Personnel Director has undertaken 
reasonable efforts to locate the employee and determine if or when 
the employee intends to return to work; such reasonable efforts 
including, without limitation, calling the employee at his/her last 
known telephone number or by sending the employee a letter, via 
certified mail, return receipt requested, to the employee’s last known 
address. 

 
(C) Voluntary resignations are not disciplinary actions and may not be 

the subject of a grievance. 
 

23.121 SEPARATION DUE TO UNAVAILABILITY 
 

An employee may be separated on the basis of unavailability when the 
employee becomes or remains unavailable for work after all applicable 
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leave credits and benefits have been exhausted and a Leave of Absence is 
not granted or is exhausted.  In the event the employee’s unavailability is 
the result of a disability, it shall be determined whether the employee can be 
provided equal employment opportunities through reasonable 
accommodation without creating an undue hardship for the Town. A 
separation due to unavailability is not a disciplinary action but may be 
grieved in accordance with the provisions of Section 23.140-141 below. 

 
23.122 REDUCTION IN FORCE 

 
In the event a reduction in force becomes necessary, consideration shall be 
given to the quality of each employee's performance as documented by 
current performance appraisals, organizational needs, and seniority in 
determining the employees to be retained. Employees who are separated 
from service with the Town due to a reduction in force shall be given at 
least 2 weeks' notice prior to the employee’s separation date. 
 
23.123 RETIREMENT 
 
An employee may retire from the Town by submitting a retirement notice to 
the Personnel Director. Subject to the Board of Commissioners’ discretion, 
it is generally expected that a non-supervisory employee will provide 4 
weeks’ notice prior to the last day of work and that supervisory employees 
shall provide 8 weeks’ notice, except that department/division heads shall 
provide 12 weeks’ notice.  
 
Section 23.124 to Section 23.129  Reserved 

 
DISCIPLINARY POLICY AND PROCEDURE 

 
23.130 PURPOSE 

 
The purpose of this policy is to provide supervisors with a fair and objective 
guide for determining the seriousness of an employee's unsatisfactory work 
performance or misconduct, if any, and selecting the appropriate 
disciplinary action. The procedures set forth in this chapter, including the 
right to appeal a disciplinary action, are intended to avoid restricting 
operating personnel and in no way guarantee an employee’s right to 
continued employment or alter an employee’s status as an “at will” 
employee. 

 
23.131 GENERAL PROVISIONS 

 
(A) Management Responsibility.  Management is responsible to assure 

that discipline is administered in a fair and consistent manner. 
 

(B) Mitigating Circumstances.  Mitigating circumstances include those 
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conditions related to a given offense which would serve to support a 
lesser disciplinary action in the interest of fairness and objectivity.  
Mitigating circumstances may also include consideration of an 
employee's long service with a history of satisfactory work 
performance. 

 
(C) Not all Inclusive. The offenses listed in this policy are not intended 

to be all inclusive. Accordingly, any unlisted conduct which in the 
judgment of the Department Head seriously undermines the 
effectiveness of the Town's activities or the employee's performance, 
should be treated in accordance with the provisions of this policy. A 
record of such corrective actions must be filed with the Personnel 
Director. 

 
23.132 DEFINITIONS. 

 
For the purpose of this subchapter, the following definitions shall apply 
unless the context clearly indicates or requires a different meaning. 

 
(A) A DISCIPLINARY ACTION may take any of the following forms 

and is not necessarily restricted to the type or order set forth below: 
 

(1) VERBAL REPRIMAND. A verbal reprimand shall be defined as a 
discussion between the supervisor and the employee wherein the 
employee is advised and cautioned with reference to unsatisfactory 
work performance or misconduct. 

 
(2) WRITTEN REPRIMAND.  A written reprimand shall be defined as 

a written documentation to the employee from the supervisor 
wherein the employee is advised and cautioned with reference to his 
or her unsatisfactory work performance or conduct and what steps 
are necessary to correct such unsatisfactory work performance or 
conduct. 

 
(3) SUSPENSION. A suspension shall be defined as the temporary 

prohibiting of an employee from performing his or her duties. The 
suspension period shall be without pay. 

 
(4) DEMOTION.  A demotion shall be defined as a reduction in the pay 

range of any employee in conjunction with a change in job duties 
and responsibilities. 

 
(5) TERMINATION.  A termination shall be defined as an involuntary 

separation from employment initiated by the Town as a result of the 
employee's unsatisfactory work performance or misconduct. 

 
23.133 APPLICABILITY 
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All Regular Full and Part-Time Employees shall be covered under this 
policy. All levels of supervision shall be responsible for orienting 
employees to and uniformly enforcing the disciplinary action policy and 
procedures set forth herein. 

 
23.134 POLICY 

 
(A) The policy of the Town is to fairly and uniformly apply discipline, 

when appropriate, throughout its workforce.  Generally, employee 
discipline shall be a progressive process depending upon the 
infraction. 

 
(B) Where appropriate, disciplinary action of lesser severity than 

terminating employment shall be taken in an attempt to correct an 
employee's unsatisfactory work performance or misconduct before a 
dismissal is initiated. Generally, a dismissal may be considered as a 
last resort or may be undertaken only when a serious policy violation 
has occurred. 

 
(C) All disciplinary actions, with the exception of a verbal reprimand, 

are appealable through the procedure set forth herein. 
 

(D) Unacceptable conduct has been divided into 3 types of offenses 
according to the seriousness of the offense. The severity of the 
selected discipline must fit the seriousness of the offense.  If there 
are mitigating circumstances, supervisors may alter the discipline, 
but they must state their reasons for such action. Additionally, an 
egregious offense may warrant a more severe disciplinary action. 

 
(E) The procedural steps for imposing discipline are set forth below. The 

failure of a supervisor to follow these procedural steps will not, by 
itself, render the discipline invalid or improper, but an employee 
may appeal a disciplinary action on the basis that the proper 
procedures were not followed provided the employee complies with 
the requirements set forth in Section 23.138 below. 

 
(F) Copies of the Town's "Disciplinary Action Report" and letter of 

"Notification Letter" are set forth in Appendix B of this chapter and 
are incorporated herein by reference. 

 
23.135 TYPES OF OFFENSES. 

 
(A) First Group Offenses (examples only). 

 
(1) Unsatisfactory attendance or tardiness. 
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(2) Abuse of Town time, such as: 
 

(a) Unauthorized time away from work area; or 
 

(b) Failure to notify the supervisor promptly of completion of assigned 
work. 

 
(3) Obscene or abusive language. 

 
(4) A moving traffic violation while using a Town or other public use 

vehicles. 
 

(5) Inadequate or unsatisfactory job performance. 
 

(6) Violating safety rules where there is not a threat to life or a threat of 
serious injury. 

 
(B) Second Group Offenses (examples only). 

 
(1) Failure to follow supervisor's instruction, perform assigned work or 

otherwise comply with applicable established written policy. 
 

(2) Reporting to work when under the influence of or when ability is 
impaired by alcohol or the unlawful use of controlled substances. 

 
(3) Leaving the work site without permission during working hours. 

 
(4) Failure to report to work without proper notice to supervisor. 

 
(5) Unauthorized use or misuse of Town property or records. 

 
(6) Obscene or abusive language in the presence of persons other than 

Town employees. 
 

(C) Third Group Offenses (examples only). 
 

(1) Absence or leave in excess of three working days without 
appropriate notice, or without satisfactory explanation. 

 
(2) Use of alcohol or unlawful use or possession of controlled 

substances while on the job. 
 

(3) Falsifying any records, such as, but not limited to: 
 

(a) Vouchers; 
 

(b) Reports; 
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(c) Insurance claims; 

 
(d) Time records, leave records; or 

 
(e) Other official Town documents. 

 
(4) Willfully or negligently damaging or defacing Town records or 

Town or employee property. 
 

(5) Theft or unauthorized removal of Town records or Town or 
employee property. 

 
(6) Acts of physical violence or fighting. 

 
(7) Engaging in sexual activities while on the job or on the Town 

property. 
 

(8) Violating safety rules where there is a threat to life or threat of 
serious injury. 

  
(9) Sleeping during working hours (except by departmental policy for 

public safety personnel or in the event of an emergency operating 
condition). 

 
(10) Unauthorized possession of firearms, dangerous weapons or 

explosives. 
 

(11) Criminal violations other than minor traffic violations occurring on 
the job or off the job which are related to job performance and are of 
such nature that to continue the employee in the assigned position 
might constitute negligence in regard to the department's duties to 
the public or to other Town employees. 

 
(12) Operating a Town vehicle without a valid operator's permit or 

without authorization. 
 

(13) Egregious violations of First and Second Group Offenses. 
 

23.136 TYPES OF DISCIPLINARY ACTION 
 

(A) Reprimands. Reprimands are generally given for First Group 
Offenses which are less severe in nature but which require correction 
in the interest of maintaining a productive and well managed work 
force. The form of the reprimand may be either verbal or written. 

 
(B) Suspension. 
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(1) Suspensions are given for acts and misconduct of a more serious 

nature generally listed as Group Two Offenses. Unsatisfactory work 
performance or misconduct that continues after a disciplinary action 
concerning the same is also generally considered to be in this 
category. 

 
(2) An additional offense requiring a suspension should generally result 

in termination. A single suspension coupled with 3 reprimands 
should also normally result in termination. 

 
(3) Nothing in this policy shall prevent a Department Head from 

imposing a suspension without pay on an employee whose continued 
presence on the job is reasonably deemed to be a substantial and 
immediate threat to the welfare and safety of the employee's 
department or workspace, to the general welfare and safety of the 
public, or where the employee’s continued presence might constitute 
negligence in regard to the department's duties and responsibilities.  
When such suspension is imposed concurrently with a 
recommendation of termination, the suspension shall remain in 
effect until such time as the Board of Commissioners, in accordance 
with the provisions set forth herein, renders a decision on the 
termination and the appeal process has been completed. 

 
(4) In the event that the Town Administrator decides a recommended 

disciplinary action is not warranted, the Town Administrator, in 
his/her discretion, may reinstate pay for the period of suspension. 
When reasonably possible, the employee shall promptly be given an 
opportunity to meet with the Department Head who shall explain the 
reasons for the suspension so that the employee may respond; said 
meeting being in addition to those rights provided to the employee 
as set forth below. 

 
(5) During the investigation, hearing, or trial of an employee on any 

criminal matter, or during an Investigatory Suspension as provided 
for below, the subject employee may be suspended without pay 
when such a suspension is reasonably deemed to be in the best 
interests of the Town. A suspension for the reasons set forth in this 
sub-sub-section shall constitute a non-disciplinary measure and in 
the event the employee is exonerated of the charges or of the basis 
for the administrative investigation, the Town Administrator may 
reinstate pay for the period of suspension. 

 
(C) Demotions. A demotion can occur as an intermediate disciplinary 

action or as an alternative to termination for Second or Third Group 
offenses. A demotion can also occur in cases of an employee’s 
continued commission of First Group offenses after discipline has 
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been imposed for prior First Group offenses. 
 

(D) Termination. Termination results when the actions, omissions, and 
behavior of an employee are of such a serious nature that a first 
occurrence thereof would generally warrant and support termination 
of employment.  Termination may also result from unsatisfactory 
performance or misconduct of a less serious nature which continues 
after discipline has been imposed for prior unsatisfactory 
performance or misconduct. The Board of Commissioners is 
responsible for considering and acting upon terminations. 

 
23.137 INVESTIGATIONS 

 
(A) Questioning Employees 

 
(1) Unless the nature or significance of the subject actions or omissions 

require otherwise, questioning of employees in regard to work-
related conduct or performance should occur during the employees’ 
normal work hours. 

 
(2) All employees shall fully cooperate in any investigation regarding 

work- related performance and conduct. Failure or refusal of an 
employee to cooperate in such an investigation shall be grounds for 
disciplinary action.  In no event, however, shall an employee be 
required to participate in a way that would violate his/her rights 
under the Fifth Amendment of the Constitution of the United State 
of America. 

 
(B) Investigatory Suspension. An investigatory suspension without pay 

may be imposed by the Town Administrator to provide time to 
sufficiently investigate an employee’s work-related performance or 
conduct and to make findings and conclusions needed to determine 
an employee's status with respect to a potential disciplinary action.  
An investigatory suspension without pay may also be appropriately 
used to provide time to schedule and hold pre-disciplinary action 
hearings and to process appeals of disciplinary actions.  Any 
investigatory suspension shall not exceed 30 calendar days. If no 
action has been taken by the end of the investigatory suspension, 
then the employee shall either be reinstated with full back pay or 
disciplined based on the facts that have been established at that point 
in time. 

 
(C)  Alcohol and Drug Testing 

 
(1) Where there is a reasonable basis for determining whether an 

employee is under the influence of alcohol or drugs while at work or 
on duty, the employee may be required to participate in an 
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appropriate test to determine whether alcohol or other drugs are 
present in the employee. Such tests may include, but shall not be 
limited to, having the employee take a breathalyzer test or submit a 
urine sample for analysis. Such test shall be administered only after 
prior notice to and approval by the Town Administrator or his/her 
designee. 

 
(2) Failure or refusal of an employee to participate in such testing shall 

be cause for termination of employment provided that the employee 
was informed in advance of the testing of the possible disciplinary 
consequences for failing or refusing to cooperate in such testing. 

 
23.138 PRE-DISCIPLINARY ACTION HEARINGS AND APPEALS 

 
(A) The following procedures shall apply prior to the imposition of any 

disciplinary action upon a non-probationary Regular Full or Part-
Time Employee. 

 
(1) The employee shall receive written notice of the charges and the 

proposed disciplinary action in the form of the “Notification Letter” 
as set forth in Appendix B to this chapter.  The notice shall be issued 
by the Department Head and shall include an explanation of the 
evidence supporting the charges and advise the employee that a 
meeting with the Department Head about the proposed disciplinary 
action may be requested in writing within 5 business days after the 
date on which the employee received the Department Head's notice. 
The meeting with the Department Head shall occur no later than 5 
business days after the date on which the Department Head received 
the employee’s written request for the meeting.  The employee may 
not have a representative, legal or otherwise, at the meeting with the 
Department Head. 

 
(2) Within 5 business days after the date on which the pre-disciplinary 

action meeting with the Department Head was held, the Department 
Head shall review all of the evidence and make a written 
recommendation concerning the proposed disciplinary action to the 
Town Administrator.  If the employee does not timely request a pre-
disciplinary action meeting, then the Department Head shall proceed 
with providing the written recommendation to the Town 
Administrator. 

 
(3) Following his/her receipt and consideration of the Department 

Head’s recommendation, the Town Administrator shall decide the 
matter, without any further hearing, and may reverse, affirm, or 
modify, wholly or partly, the Department Head’s recommendation 
(hereinafter, the “Original Decision”). Written notice of the Original 
Decision shall be provided to the employee within 5 business days 
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after the date on which the Town Administrator received the 
Department Head’s written recommendation. Copies of the Original 
Decision shall be provided to the Department Head, Town Attorney, 
and Personnel Director. 

 
(4) The Original Decision may be appealed to the Town Administrator 

by the employee providing the Town Administrator with a written 
notice of appeal within 5 business days after the date on which the 
employee received written notice of the Original Decision. 

 
(5) The notice of appeal shall state the employee’s response to the 

Original Decision, the charges on which the Original Decision was 
based upon, the employee’s desired remedy, and whether the 
employee is requesting an opportunity to be heard by and to present 
evidence to the Town Administrator on the appeal. 

 
(6) The employee’s appeal of the Original Decision shall be held by the 

Town Administrator within 5 business days after the date on which 
the Town Administrator received the employee’s notice of appeal. 

 
(7) Within 5 business days after the date on which the employee’s 

appeal of the Original Decision was heard, the Town Administrator 
shall issue a final decision (hereinafter, the “Final Decision”) and 
may reverse, affirm, or modify, wholly or partly, the Original 
Decision. Written notice of the Final Decision shall be provided to 
the employee within 5 business days after the date on which the 
appeal before the Town Administrator was held.  In the event the 
employee does not timely appeal the Original Decision, then the 
Original Decision shall constitute the Final Decision and written 
notice of the same shall be provided to employee as provided for 
herein. 

 
(8) The Final Decision may be appealed to the Board of Commissioners 

by the employee providing the Town Administrator with a written 
notice of appeal within 5 business days after the date on which the 
employee received notice of the Final Decision. 

 
(9) The notice of appeal to the Board of Commissioners shall state the 

employee’s response to the Final Decision, the charges on which the 
Final Decision was based upon, the employee’s desired remedy, and 
whether the employee is requesting an opportunity to be heard by 
and to present evidence to the Board of Commissioners on the 
appeal. 

 
(10) The Board of Commissioners, in accordance with the State’s Open 

Meetings Law and personnel record privacy requirements, shall 
consider and render a final decision on the appeal within 5 business 
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days after the date on which the Town Administrator received the 
employee’s written notice of appeal of the Final Decision. 

 
(11) In the event the employee requests a hearing before the Board of 

Commissioners on the Final Decision appeal, the employee and the 
Town Administrator shall both appear at the hearing, may be 
represented by legal counsel or otherwise, and may request the 
presence of other persons who can provide information assisting the 
Board of Commissioners in rendering a decision on the appeal. The 
names of any such persons shall be submitted to the Town Clerk no 
later than 2 business days before the date of the hearing and the 
Board of Commissioners shall have the discretionary authority to 
limit the number of persons who may so appear. 

 
(12) The Board of Commissioners, in deciding the appeal, may reverse, 

affirm, or modify, wholly or partly, the Final Decision and shall 
make any order, requirement, decision, or determination that ought 
to be made.  The Board of Commissioners’ decision shall be set 
forth in a writing stating the findings upon which the decision is 
based and the evidence supporting those findings. The written 
decision shall be signed by the Mayor and a copy thereof provided to 
the employee within 10 business days after the date on which the 
Board of Commissioners heard the appeal. 

 
(13) In the event the Final Decision is to terminate the employee, 

regardless whether that decision is appealed, the Board of 
Commissioners, in accordance with Sec. 23-42(D) herein, has the 
exclusive authority to consider and act upon any such termination. 

 
(14) Provided the applicable period of time has not expired, all time 

periods set forth in this section may be extended for a reasonable 
amount of time as documented in a writing between the employee 
and the Personnel Director. 

 
(15) An employee's failure to comply with the respective procedures and 

applicable time periods set forth in this section shall constitute a 
sufficient basis upon which the Town Administrator may dismiss the 
purported appeal. 

 
(B) The written notices required under this section shall be timely 

provided by hand- delivery with a signed and dated receipt 
confirming delivery or be mailed by certified mail, return receipt 
requested. 

 
Section 23.139  Reserved 

 
GRIEVANCE POLICY AND PROCEDURES 
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23.140 POLICY 

 
(A) Non-probationary Regular Full and Part-Time Employees may 

utilize the grievance procedure set forth herein to address incidents 
or conditions affecting the circumstances under which they work 
such as misinterpretations and/or erroneous/unfair applications of 
the Town’s personnel policies and procedures or to address the 
omission of an established policy pertaining to certain conditions. 
The grievance procedure does not apply to disciplinary actions and 
is an internal process that does not confer upon either the Town or 
its employees any remedies other than those expressly set forth 
herein. All parties involved in a grievance procedure shall be 
protected from retaliation for such involvement with any such 
retaliatory actions being subject to disciplinary actions including 
termination. 

 
(B) The grievance procedure is designed to ensure an employee of a 

prompt, fair, and impartial consideration of workplace issues without 
fear of reprisal. The procedure intends to encourage employees at all 
levels to express themselves regarding workplace conditions and 
procedures and develop in supervisors a continuing sense of 
responsibility for maintaining effective working relationships with 
subordinate employees. 

 
(C) All employees, including supervisors and Department Heads, are 

expected to discuss their problems and misunderstandings with their 
supervisors. Open, two-way communication is a proven factor in 
reducing and resolving grievances. 

 
(D) For the purposes of this chapter, a GRIEVANCE is defined as a 

claim or complaint by an employee based upon an event or condition 
affecting the circumstances under which an employee works and that 
is purportedly the result of a misinterpretation, unfair application, or 
lack of an established employment policy. 

 
(E) This grievance procedure does not apply to the following: 

 
(1) Disciplinary actions; 

 
(2) Federal, State, and local laws, regulations, and policies applicable to 

employment matters; 
 

(3) Wages, salaries and fringe benefits provided that the interpretation 
and application of provisions governing the same may be subject to 
the grievance procedure. 
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(F) Questions as to whether an employee's specific concern is covered 
under the grievance procedure shall be referred in writing to the 
Town Attorney who shall provide a legal opinion on the issue within 
10 business days after the date on which he/she received the referral.  
The Town Attorney’s opinion on the matter shall resolve the issue of 
whether the grievance procedure is applicable and there shall be no 
further opportunity to be heard by the employee or the Town with 
respect to that opinion. 

 
(G) The grievance procedure provided for herein shall in no way alter, 

revise, or limit the Town’s authority and right to exercise the 
following functions provided that they are not exercised in an 
arbitrary or capricious manner: 

 
(1) Direct the work of its employees. 

 
(2) Hire, promote, transfer and assign employees. 

 
(3) Discipline employees for cause. 

 
(4) Maintain the efficiency of governmental operations. 

 
(5) Relieve employees from duty because of lack of work or for other 

legitimate reasons. 
 

(6) Take necessary actions to fulfill and meet departmental duties and 
responsibilities, including in emergency situations. 

 
(7) Determine the methods, means and personnel necessary to carry out 

the Town’s daily operations and affairs. 
 

(H) Role of the Personnel Director. Throughout the grievance procedure, 
the role of the Personnel Director shall be to: 

 
(1) Advise the parties - employees, supervisors, and the Personnel 

Board - of their rights and responsibilities under this policy. 
 

(2) Serve as a clearinghouse for information and documentation of the 
respective grievance’s subject matter including maintaining files of 
all related grievance documents; 

 
(3) Provide information to the parties on and monitor their compliance 

with applicable procedural requirements and related timetables; 
 

(4) Assist in drafting statements; and 
 

(5) Facilitate the resolution of the subject grievance at any stage of the 
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process. 
 

23.141 GRIEVANCE PROCEDURES 
 

(A) Step 1. Informal Discussion with Immediate Supervisor 
 

(1) An employee who is of the opinion that he/she has a grievance shall 
first discuss the problem with his/her immediate supervisor. The 
employee shall inform the supervisor about the grievance as soon as 
possible, but not any later than 10 business days following the 
incident or conditions resulting in the purported grievance.  The 
supervisor shall encourage the employee to fully and frankly discuss 
the matter to promote a full understanding of the issues. Many 
misunderstandings can be clarified and resolved during this free 
exchange of viewpoints. 

 
(2) The meeting between the employee and his/her immediate 

supervisor is an internal procedure and the employee may not have 
legal or other representation thereat. 

 
(B) Step 2. Department Head Hearing 

 
(1) In the event a grievance is not informally resolved in the meeting 

between the employee and the supervisor, the employee may submit 
the grievance in writing to the Department Head within 10 business 
days after the date on which the meeting with the supervisor was 
held.  In the event a Department Head has not been assigned, then 
the employee may submit the written grievance to the Town 
Administrator. 

 
(2) The Department Head, or Town Administrator in accordance with 

sub-sub- section (1) above, shall promptly arrange for and provide 
written notice to the employee, his/her immediate supervisor, and 
the Personnel Director of the date and time for a hearing (hereinafter 
referred to as the “Department Head Hearing”) on the grievance 
which those parties shall attend and which shall be held not later 
than 10 business days after the date on which the Department Head 
or, as the case may be, the Town Administrator received the written 
grievance. 

 
(3) The Department Head shall open the hearing with an informal 

discussion of the subject issues and in good faith, explore possible 
resolutions of those issues with those in attendance. Every effort 
shall be made during the Department Head Hearing to resolve the 
grievance to the satisfaction of all concerned. The Personnel 
Director shall offer counsel, suggestions, and document what was 
discussed at the hearing. 
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(4) Within 10 business days after the date of the Department Head 

Hearing, the Department Head shall provide written notice to the 
employee summarizing what was discussed during the hearing and 
stating whether the grievance was resolved thereat.  In the event the 
grievance was resolved at the hearing, the Department Head’s 
written notice shall include a statement documenting the resolution 
of the grievance and a space for the employee to date and sign 
confirming the same. 

 
(5) The Department Head Hearing is an internal procedure and the 

employee may not have legal or other representation thereat. 
 

(C) Step 3. Personnel Board Hearing 
 

(1) In the event the grievance is not resolved at the Department Head 
Hearing, the employee may, within 10 business days after the date 
on which the employee received the Department Head’s written 
notice summarizing that hearing, submit a written request to the 
Personnel Director for the Personnel Board to hear the grievance. 
The Personnel Director shall promptly arrange for and provide 
written notification to the employee, Department Head, and 
Personnel Board members of the date and time for a hearing which 
those parties shall attend and which shall be held not later than 10 
business days after the date on which the Personnel Director 
received the employee’s request for the Personnel Board Hearing. 

 
(2) During the Personnel Board Hearing, the Personnel Board shall 

consider the documentation from the Department Head Hearing and 
provide the employee with the opportunity to be heard and to present 
evidence in support of the grievance.  In the event the Personnel 
Board finds substantive procedural irregularities with respect to the 
grievance process, it may remand the matter back to the Department 
Head for a new hearing. 

 
(3) At the conclusion of its Hearing, the Personnel Board shall affirm or 

deny the grievance and make written findings of fact and 
conclusions in support of its decision.  In the event the grievance is 
affirmed, the Personnel Board shall recommend to the Town 
Administrator modifications or revisions to the subject policies it 
deems necessary to cure the basis upon which the grievance was 
affirmed. 

 
(4) The Personnel Board Hearing is an internal procedure and the 

employee may not have legal or other representation thereat. 
 

(D) The written notices required under this section shall be timely 
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provided by hand- delivery with a signed and dated receipt 
confirming delivery or be mailed by certified mail, return receipt 
requested. 

 
(E) Provided the applicable period of time has not expired, all time 

periods set forth in this section may be extended for a reasonable 
amount of time as documented in a writing between the employee 
and the Personnel Director. 

 
(F) An employee's failure to comply with the respective procedures and 

applicable time periods set forth in this section shall constitute a 
sufficient basis upon which the Town Administrator may dismiss the 
grievance. 

 
Section 2: Adoption of Appendix A through D: 
 

Appendix A: Salary Tables 
Section 
Table I  Classes grouped by pay grade 
Table II Schedule of salary ranges 
Table III Work Week 
Table IV FLSA Status 
 

Table I: Classes Grouped by Pay Grade 
This schedule shall be effective as of July 1, 2018. 
 
(A) General Employees (Public Safety employees certain positions excepted) 
 
(B) Annual salaries are on the same line as the number of the salary range. Bi- weekly 

salaries are immediately below annual rate.  The hourly where applicable, is 
immediately below the bi-weekly salary.  The annual salary is the official wage.  In 
calculating the hourly rate for employees working more than a 40-hour work week, 
as designated, the total number of annual work hours is divided into the official 
annual salary. 

 
 

Table II: Schedule of Salary Ranges 
Table III: Work Week 
Table IV: FLSA Status 
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Appendix B: Town of Carolina Shores Disciplinary Action Report 
 
Section 
1. Disciplinary action report — official reprimand 
2. Notification letter 

 
 

DISCIPLINARY ACTION REPORT 
 
On or about, ___________ (Date) 
_________________________________________________________________________ 
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_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
(Use reverse side or attach additional sheets if needed.) 
 
Therefore, in accordance with the Personnel Ordinance, (Employee Name) presently 
working in the (Department/Division) is hereby officially disciplined. 
 
This action is taken for the following reason: Violated Town Personnel Ordinance Section 
(Sec #) concerning:  
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
I have read the above statement and understand the stated reasons for this disciplinary 
action. 
  
_________________________________ _________________________________ 
 (Employee) (Date)    (Immediate Supervisor) (Date) 
 
 
_________________________________ 
(Department/Division/Office Head) (Date) 
 
cc: Personnel Office 
 
 
 
 
 

 
 
 
 

NOTIFICATION LETTER 
 
(Date) 
 
 
 
 
Dear (Employee's Name): 
 
You are being notified that I am considering a recommendation to the Town Administrator 
that you be (type of disciplinary action per Section 23.136). The basis for my consideration 
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are: (explain in detail, including names of persons making charges, dates and times of 
occurrences, and state specified charges). 
 
Prior my making a recommendation to the Town Administrator, you have an opportunity to 
present your position on this matter.  To do so, you must request, in writing and within five 
(5) business days after the date on which you received this letter, a meeting with me.  In 
your written request, you should indicate a date and time for the meeting which must be 
held within five (5) business days after the date on which I received your written request 
for the meeting. 
 
Following our meeting, or in the event you do not so request a meeting, I will review all of 
the evidence and make a written recommendation to the Town Administrator who shall 
decide the matter and provide written notice of that decision to you. Please refer to Section 
23.138 of the Town of Carolina Shores Code of Ordinances for any additional appeal rights 
to which you may be entitled. 
 
Very truly yours, 
 
(Signature and Title of Department Head) 
 
cc: Town Administrator 

Town Attorney 
Personnel Office 

 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix C: Assignment of Occupational Groups 
 
 
Clerical/Administrative 
Office Assistant 
Town Clerk 
 
Labor/Trades 
Building Custodian 
Groundskeeper 
Maintenance Worker 
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Labor/Trades Supervision 
Crew Leader 
Maintenance Supervisor 
 
Management 
Town Administrator 
Finance Director 
Public Works Director 
Public Safety Director 
Operations Superintendent 
Inspections & Construction Superintendent 
 
Technical 
Building Inspector 
Technician 
Planner 
Project Coordinator 
Code Compliance Officer 
 
Technical Supervision 
Chief Building Inspector 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix D: Positions Using Work Planning 
 

Town Administrator 
Town Clerk 
Finance Director 
Public Works Director 
Public Safety Director 
 
Section 3:     All ordinances, policies, or manuals and parts thereof in conflict with this  

ordinance are hereby repealed. 
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Section 4:  The following policies are hereby re-adopted: Travel Policy, Technology 
Policy, Drug and Alcohol Policy, Safety Policy, Alternative Work Schedule 
Policy, Employee Cell Phone and Radio Policy, On-Call Policy 

 
Section 5: This ordinance shall be effective as of the date of the date of final adoption. 
 
In the COUNTY OF BRUNSWICK 
 
Adopted this __Day of _________, 2018. 
 
TOWN OF CAROLINA SHORES BOARD OF COMMISSIONERS 
 
 
By:     

Joyce Dunn, Mayor 
 
    

 ATTEST: 
Nicole Hewett, Clerk to the Board 
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Pay Plan Table I
Assignment: Positions to Grades to Ranges

Class Grade Minimum Maximum
EM Assistant NG 10.00$        10.00$          
Building Custodian 10 21,840.00$ 34,914.52$   
Groundskeeper

11 23,587.20$ 37,707.68$   

Maintenance Worker 12 25,474.18$ 40,724.30$   
Technician
Maintenance Worker II 13 27,512.11$ 43,982.24$   

Office Assistant 14 29,713.08$ 47,500.82$   
Maintenance Crew Leader
Code Compliance Officer 15 32,090.13$ 51,300.88$   
Office Assistant II
Maintenance Supervisor 16 34,657.34$ 55,404.96$   
Town Planner
Building Inspector 17 37,429.92$ 59,837.35$   
Project Coordinator

18 40,424.32$ 64,624.34$   

Town Clerk 19 43,658.26$ 69,794.29$   
Chief Building Inspector
Operations Superintendent 20 47,150.92$ 75,377.83$   
Inspections &
Construction Superintendent

21 50,923.00$ 81,408.06$   

Public Works Director 22 54,996.84$ 87,920.70$   
Finance Director

23 59,396.58$ 94,954.36$   

24 64,148.31$ 102,550.71$ 

Town Administrator 25 69,280.17$ 110,754.76$ 

August 2018 Town of Carolina Shores 
Board of Commissioners Agenda Packet

Page 112 of 120



Table II
Hourly Grade Step Step Step Step Step Step Step Step Step Step

1 2 3 4 5 6 7 8 9 10
12.00$       10 21,840.00$         22,386.00$         22,945.65$         23,519.29$         24,107.27$         24,709.96$         25,327.70$         25,960.90$         26,609.92$         27,275.17$         
12.96$       11 23,587.20$         24,176.88$         24,781.30$         25,400.83$         26,035.86$         26,686.75$         27,353.92$         28,037.77$         28,738.71$         29,457.18$         
14.00$       12 25,474.18$         26,111.03$         26,763.81$         27,432.90$         28,118.72$         28,821.69$         29,542.23$         30,280.79$         31,037.81$         31,813.76$         
15.12$       13 27,512.11$         28,199.91$         28,904.91$         29,627.53$         30,368.22$         31,127.43$         31,905.61$         32,703.25$         33,520.83$         34,358.86$         
16.33$       14 29,713.08$         30,455.91$         31,217.30$         31,997.74$         32,797.68$         33,617.62$         34,458.06$         35,319.51$         36,202.50$         37,107.56$         
17.63$       15 32,090.13$         32,892.38$         33,714.69$         34,557.55$         35,421.49$         36,307.03$         37,214.71$         38,145.07$         39,098.70$         40,076.17$         
19.04$       16 34,657.34$         35,523.77$         36,411.86$         37,322.16$         38,255.21$         39,211.59$         40,191.88$         41,196.68$         42,226.60$         43,282.26$         
20.57$       17 37,429.92$         38,365.67$         39,324.81$         40,307.93$         41,315.63$         42,348.52$         43,407.23$         44,492.42$         45,604.73$         46,744.84$         
22.21$       18 40,424.32$         41,434.92$         42,470.80$         43,532.57$         44,620.88$         45,736.40$         46,879.81$         48,051.81$         49,253.10$         50,484.43$         
23.99$       19 43,658.26$         44,749.72$         45,868.46$         47,015.17$         48,190.55$         49,395.32$         50,630.20$         51,895.95$         53,193.35$         54,523.19$         
25.91$       20 47,150.92$         48,329.69$         49,537.94$         50,776.39$         52,045.80$         53,346.94$         54,680.61$         56,047.63$         57,448.82$         58,885.04$         
27.98$       21 50,923.00$         52,196.07$         53,500.97$         54,838.50$         56,209.46$         57,614.70$         59,055.06$         60,531.44$         62,044.73$         63,595.84$         
30.22$       22 54,996.84$         56,371.76$         57,781.05$         59,225.58$         60,706.22$         62,223.87$         63,779.47$         65,373.95$         67,008.30$         68,683.51$         
32.64$       23 59,396.58$         60,881.50$         62,403.53$         63,963.62$         65,562.71$         67,201.78$         68,881.83$         70,603.87$         72,368.97$         74,178.19$         
35.25$       24 64,148.31$         65,752.02$         67,395.82$         69,080.71$         70,807.73$         72,577.92$         74,392.37$         76,252.18$         78,158.49$         80,112.45$         
38.07$       25 69,280.17$         71,012.18$         72,787.48$         74,607.17$         76,472.35$         78,384.16$         80,343.76$         82,352.36$         84,411.16$         86,521.44$         
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Step Step Step Step Step Step Step Step Step Step Grade
11 12 13 14 15 16 17 18 19 20

27,957.05$         28,655.97$         29,372.37$         30,106.68$         30,859.35$         31,630.83$         32,421.60$         33,232.14$         34,062.95$         34,914.52$         10
30,193.61$         30,948.45$         31,722.16$         32,515.22$         33,328.10$         34,161.30$         35,015.33$         35,890.71$         36,787.98$         37,707.68$         11
32,609.10$         33,424.33$         34,259.93$         35,116.43$         35,994.34$         36,894.20$         37,816.56$         38,761.97$         39,731.02$         40,724.30$         12
35,217.83$         36,098.27$         37,000.73$         37,925.75$         38,873.89$         39,845.74$         40,841.88$         41,862.93$         42,909.50$         43,982.24$         13
38,035.25$         38,986.13$         39,960.79$         40,959.81$         41,983.80$         43,033.40$         44,109.23$         45,211.96$         46,342.26$         47,500.82$         14
41,078.07$         42,105.03$         43,157.65$         44,236.59$         45,342.51$         46,476.07$         47,637.97$         48,828.92$         50,049.64$         51,300.88$         15
44,364.32$         45,473.43$         46,610.26$         47,775.52$         48,969.91$         50,194.16$         51,449.01$         52,735.23$         54,053.61$         55,404.96$         16
47,913.46$         49,111.30$         50,339.08$         51,597.56$         52,887.50$         54,209.69$         55,564.93$         56,954.05$         58,377.90$         59,837.35$         17
51,746.54$         53,040.21$         54,366.21$         55,725.37$         57,118.50$         58,546.46$         60,010.12$         61,510.38$         63,048.14$         64,624.34$         18
55,886.27$         57,283.42$         58,715.51$         60,183.40$         61,687.98$         63,230.18$         64,810.93$         66,431.21$         68,091.99$         69,794.29$         19
60,357.17$         61,866.10$         63,412.75$         64,998.07$         66,623.02$         68,288.59$         69,995.81$         71,745.70$         73,539.35$         75,377.83$         20
65,185.74$         66,815.38$         68,485.77$         70,197.91$         71,952.86$         73,751.68$         75,595.47$         77,485.36$         79,422.49$         81,408.06$         21
70,400.60$         72,160.61$         73,964.63$         75,813.74$         77,709.09$         79,651.82$         81,643.11$         83,684.19$         85,776.29$         87,920.70$         22
76,032.65$         77,933.46$         79,881.80$         81,878.84$         83,925.82$         86,023.96$         88,174.56$         90,378.92$         92,638.40$         94,954.36$         23
82,115.26$         84,168.14$         86,272.34$         88,429.15$         90,639.88$         92,905.88$         95,228.52$         97,609.24$         100,049.47$       102,550.71$       24
88,684.48$         90,901.59$         93,174.13$         95,503.48$         97,891.07$         100,338.35$       102,846.81$       105,417.98$       108,053.43$       110,754.76$       25
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Table III

Class Work Week
Regular Full-time (Not Operations) 35hrs
Regular Full-time (Operations) 40hrs
Part-time (all positions) No more than 20hrs

Table I and II are calculated on a 35hr basis
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Pay Plan Table IV
FLSA Status

Class FLSA Status
EM Assistant Non-exempt
Building Custodian Non-exempt
Groundskeeper Non-exempt

Maintenance Worker I & II Non-exempt
Technician Non-exempt

Office Assistant I & II Non-exempt
Maintenance Crew Leader Non-exempt
Code Compliance Officer Non-exempt

Maintenance Supervisor Non-exempt
Town Planner Non-exempt
Building Inspector Non-exempt
Project Coordinator Non-exempt

Town Clerk Non-exempt

Chief Building Inspector Non-exempt
Operations Superintendent Exempt
Inspections & Exempt
Construction Superintendent
Public Works Director Exempt
Finance Director Exempt

Town Administrator Exempt
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Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

 

Item: Public Comment 

Contact: Ms. Joyce Dunn, Mayor 

Location: Public Comment 

   “Public Comment” 

Follow-up: None 

Requested Action:  Allow time for public comment. 

Budgetary Impact: None 

Narrative:  

This item presents for the Board’s consideration those citizens that have comments pursuant to 
GS 160-81.1. 

§ 160A-81.1.  Public comment period during regular meetings. 
The council shall provide at least one period for public comment per month at a regular meeting of the council. The 
council may adopt reasonable rules governing the conduct of the public comment period, including, but not limited 
to, rules (i) fixing the maximum time allotted to each speaker, (ii) providing for the designation of spokesmen for 
groups of persons supporting or opposing the same positions, (iii) providing for the selection of delegates from 
groups of persons supporting or opposing the same positions when the number of persons wishing to attend the 
hearing exceeds the capacity of the hall, and (iv) providing for the maintenance of order and decorum in the conduct 
of the hearing. The council is not required to provide a public comment period under this section if no regular 
meeting is held during the month. (2005-170, s. 3.) 
 
Time Limit: 5 minutes 
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Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

 

Item: Mayor and Board of Commissioners Comments 

Contact: Ms. Joyce Dunn, Mayor 

Location: Mayor and Board of Commissioners Comments 

   “Mayor and Board of Commissioners Comments” 

Follow-up: None 

Requested Action:  Allow time for Mayor and Board comment. 

Budgetary Impact: None 

Narrative:  

This item presents a time for Mayor and Board’s discussion. 
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Town of Carolina Shores Board of Commissioners 
Agenda Item Summarization & Narrative 

Item: Closed Session 

Contact: Ms. Joyce Dunn, Mayor 

Location: Closed Session 

[As specified on the closed session notice and agenda] 

Follow-up: None 

Requested Action: Enter into closed session pursuant to the notice and agenda 

Budgetary Impact: None 

Narrative:  

Pursuant to GS 143-318.11 Closed Sessions 

§ 143-318.11. Closed sessions.
(a) Permitted Purposes. – It is the policy of this State that closed sessions shall be held only 

when required to permit a public body to act in the public interest as permitted in this section. A 
public body may hold a closed session and exclude the public only when a closed session is 
required: 

(1) To prevent the disclosure of information that is privileged or confidential pursuant 
to the law of this State or of the United States, or not considered a public 
record within the meaning of Chapter 132 of the General Statutes. 

(2) To prevent the premature disclosure of an honorary degree, scholarship, prize, or 
similar award. 

(3) To consult with an attorney employed or retained by the public body in order to 
preserve the attorney-client privilege between the attorney and the public 
body, which privilege is hereby acknowledged. General policy matters may 
not be discussed in a closed session and nothing herein shall be construed to 
permit a public body to close a meeting that otherwise would be open merely 
because an attorney employed or retained by the public body is a participant. 
The public body may consider and give instructions to an attorney concerning 
the handling or settlement of a claim, judicial action, mediation, arbitration, or 
administrative procedure. If the public body has approved or considered a 
settlement, other than a malpractice settlement by or on behalf of a hospital, in 
closed session, the terms of that settlement shall be reported to the public body 
and entered into its minutes as soon as possible within a reasonable time after 
the settlement is concluded. 

(4) To discuss matters relating to the location or expansion of industries or other 
businesses in the area served by the public body, including agreement on a 
tentative list of economic development incentives that may be offered by the 
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public body in negotiations. The action approving the signing of an economic 
development contract or commitment, or the action authorizing the payment 
of economic development expenditures, shall be taken in an open session. 

(5) To establish, or to instruct the public body's staff or negotiating agents concerning 
the position to be taken by or on behalf of the public body in negotiating (i) 
the price and other material terms of a contract or proposed contract for the 
acquisition of real property by purchase, option, exchange, or lease; or (ii) the 
amount of compensation and other material terms of an employment contract 
or proposed employment contract. 

(6) To consider the qualifications, competence, performance, character, fitness, 
conditions of appointment, or conditions of initial employment of an 
individual public officer or employee or prospective public officer or 
employee; or to hear or investigate a complaint, charge, or grievance by or 
against an individual public officer or employee. General personnel policy 
issues may not be considered in a closed session. A public body may not 
consider the qualifications, competence, performance, character, fitness, 
appointment, or removal of a member of the public body or another body and 
may not consider or fill a vacancy among its own membership except in an 
open meeting. Final action making an appointment or discharge or removal by 
a public body having final authority for the appointment or discharge or 
removal shall be taken in an open meeting. 

(7) To plan, conduct, or hear reports concerning investigations of alleged criminal 
misconduct. 

(8) To formulate plans by a local board of education relating to emergency response 
to incidents of school violence. 

(9) To discuss and take action regarding plans to protect public safety as it relates to 
existing or potential terrorist activity and to receive briefings by staff 
members, legal counsel, or law enforcement or emergency service officials 
concerning actions taken or to be taken to respond to such activity. 

(b) Repealed by Session Laws 1991, c. 694, s. 4. 
(c) Calling a Closed Session. – A public body may hold a closed session only upon a motion 

duly made and adopted at an open meeting. Every motion to close a meeting shall cite one or 
more of the permissible purposes listed in subsection (a) of this section. A motion based on 
subdivision (a)(1) of this section shall also state the name or citation of the law that renders the 
information to be discussed privileged or confidential. A motion based on subdivision (a)(3) of 
this section shall identify the parties in each existing lawsuit concerning which the public body 
expects to receive advice during the closed session. 

(d) Repealed by Session Laws 1993 (Reg. Sess., 1994), c. 570, s. 2. (1979, c. 655, s. 1; 1981, 
c. 831; 1985 (Reg. Sess., 1986), c. 932, s. 5; 1991, c. 694, ss. 3, 4; 1993 (Reg. Sess., 1994), c. 
570, s. 2; 1995, c. 509, s. 84; 1997-222, s. 2; 1997-290, s. 2; 2001-500, s. 2; 2003-180, s. 2.) 
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