March 8, 2021
A work session of Town Council of the Town of Grottoes was held on Monday, March 8, 2021
at 6:00 p.m. at the Grottoes Town Hall, Grottoes, Virginia.
CALL TO ORDER
Mayor Plaster called the work session of March 8, 2021 of the Grottoes Town Council to order at
6:00 p.m.
ATTENDANCE: Council Members present: Jim Justis, Mark Sterling, Tim Leeth, David
Raynes, and Michael Kohl; Council members absent: C.W. Stephenson
Other Town Officials present were: Town Attorney Nathan Miller, Interim Manager Joseph S.
Paxton, Town Clerk Tara Morris, Treasurer Rhonda Danner, Parks/Tourism Director Ashley
Collier, Public Works Director AJ Hummel, and Interim Police Chief Jason Sullivan.
COMMITTEE UPDATES
Personnel Committee – Mayor Plaster said the revised job descriptions have been completed and
the personnel handbook has been updated. She asked if anyone had any question on either.
On a motion by Council member Kohl, seconded by Council member Justis, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to approve the job descriptions as presented.
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MAINTENANCE/UTILITIES TECHNICIAN

Dept: Public Works

FLSA Status: Non-Exempt

General Definition of Work
Performs semiskilled work performing a variety of water and sewer line, building and grounds, and
streets maintenance and repair assignments, and related work as assigned. Work is performed under the
supervision of the Maintenance Crew Leader and Public Works Director.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Assist with collection of leaf collection and chipping of brush pick up;
Assist with landscape-related duties for ground maintenance such as mowing grass, edging sidewalks and
curbs, operating weed trimmers, trims trees and shrubs;.
Assist with setup, tear down, and janitorial work related to the Town’s parks and special events;
Assist with maintenance and general repair of facilities at Grand Caverns, Mountain View Park and other
Town properties;
Assist with snow removal and ice control;
Assist with preventive maintenance on equipment and facility maintenance;
Operate a variety of light and heavy equipment in park, street, sanitation, water and sewer repair work;
Assist with the maintenance and repair of the Town’s water and sewer system, including the pumping and
maintenance of septic tanks;
Assist with reading water meters;
Assist with the replacement and maintenance of street signs;
Required to be available to work outside normal work hours in on-call status and in emergency call-back
incidents;
Other duties as may be assigned.
Knowledge, Skills and Abilities

Thorough knowledge of the methods, materials, tools and equipment used in building maintenance and
repair; thorough knowledge of hazards and safety precautions associated with type of work assigned; skill
in the use of hand and power tools of the trade; ability to recognize and diagnose problems; ability to
follow oral and written instructions; ability to make decisions within scope of responsibility; ability to
establish and maintain effective working relationships with associates.
Education and Experience
High school diploma or GED and minimal experience in custodial and building maintenance work, or
equivalent combination of education and experience. Experience in water and sewer maintenance and
repair is a preferred.
Physical Requirements
This work requires the regular exertion of up to 10 pounds of force, frequent exertion of up to 25 pounds
of force and occasional exertion of up to 50 pounds of force; work regularly requires standing, walking,
speaking or hearing, using hands to finger, handle or feel and repetitive motions, frequently requires
stooping, kneeling, crouching or crawling and reaching with hands and arms and occasionally requires
sitting, climbing or balancing, pushing or pulling and lifting; work has standard vision requirements;
vocal communication is required for expressing or exchanging ideas by means of the spoken word;
hearing is required to perceive information at normal spoken word levels; work requires preparing and
analyzing written or computer data, visual inspection involving small defects and/or small parts, using of
measuring devices, assembly or fabrication of parts within arms length, operating machines, operating
motor vehicles or equipment and observing general surroundings and activities; work regularly requires
exposure to outdoor weather conditions, frequently requires working near moving mechanical parts and
occasionally requires wet, humid conditions (non-weather), working in high, precarious places, exposure
to fumes or airborne particles, exposure to toxic or caustic chemicals, exposure to the risk of electrical
shock and exposure to vibration; work is generally in a loud noise location (e.g. grounds maintenance,
heavy traffic).
Special Requirements (successful completion with 12 months of hire)
Cardiopulmonary Resuscitation (CPR) license
Virginia Pesticide Applicator certification (commercial)
Valid Commercial Driver's License (CDL) in the Commonwealth of Virginia. ($1/hour increase in hourly
rate upon completion of CDL)

LEAD MAINTENANCE TECHNICIAN
Dept: Public Works

FLSA Status: Non-Exempt

General Definition of Work
Performs semi-skilled technical work overseeing and participating in the operation and maintenance of
the Town’s public works, parks, and facilities, maintaining records and files, preparing reports, and
related work as apparent or assigned. Supervision is exercised over maintenance technicians. Work is
performed under the direction of the Public Works Director.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Lead responsibility for the maintenance of facilities and grounds at Grand Caverns Park and Mountain
View Park;
Maintain records and documentation necessary for proper management and scheduling of routine
maintenance of parks, facilities, and equipment;
Supervise maintenance technicians related to completing park related work;
Maintains maintenance inventory for park-related equipment, materials, and systems;
Maintain facilities and parks to provide a healthy and clean environment for guests;
Recommend to Director of Public Works additions, alternatives, and programs to enhance security and
safety;
Assists with other Public Works projects, maintenance and repairs as assigned by the Director of Public
Works or Maintenance Crew Leader;
Assist with park related special events;
Required to be available to work outside normal work hours in on-call status and in emergency call-back
incidents;
Other duties as assigned

Knowledge, Skills and Abilities

Ability to direct the work of a staff; general knowledge of the machines, tools, equipment, and materials
used in operation, maintenance, and repair of building maintenance; some knowledge of small engine
repair is helpful; ability to detect flaws in the operation of equipment and to determine proper remedial
measures; ability to keep routine records and reports; ability to make arithmetic computations using whole
numbers, fractions and decimals; ability to compute rates, ratios, and percentages; ability to establish and
maintain effective working relationships with associates, vendors, and the general public.
Education and Experience
High school diploma or GED and experience in the general building and related equipment maintenance
and repair, or equivalent combination of education and experience.
Physical Requirements
This work requires the frequent exertion of up to 25 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires standing, walking, speaking or hearing and using hands to finger,
handle or feel, frequently requires stooping, kneeling, crouching or crawling and reaching with hands and
arms and occasionally requires sitting, climbing or balancing, tasting or smelling, pushing or pulling and
lifting; work has standard vision requirements; vocal communication is required for expressing or
exchanging ideas by means of the spoken word and conveying detailed or important instructions to others
accurately, loudly or quickly; hearing is required to perceive information at normal spoken word levels
and to receive detailed information through oral communications and/or to make fine distinctions in
sound; work requires preparing and analyzing written or computer data, visual inspection involving small
defects and/or small parts, using of measuring devices, assembly or fabrication of parts within arm’s
length, operating machines, operating motor vehicles or equipment and observing general surroundings
and activities; work regularly requires exposure to outdoor weather conditions, frequently requires
exposure to wet, humid conditions (non-weather) and occasionally requires working near moving
mechanical parts, working in high, precarious places, exposure to fumes or airborne particles, exposure to
toxic or caustic chemicals, exposure to extreme cold (non-weather), exposure to extreme heat (nonweather), exposure to the risk of electrical shock, exposure to vibration and wearing a self-contained
breathing apparatus; work is generally in a loud noise location (e.g. grounds maintenance, heavy traffic).
Special Requirements
Obtain Pesticides certification within six months.
Valid commercial driver's license in the Commonwealth of Virginia.
Cardiopulmonary Resuscitation (CPR) license

PUBLIC WORKS CREW LEADER

Dept: Public Works

FLSA Status: Non-Exempt

General Definition of Work
Performs difficult skilled technical work overseeing, supervising, and participating in the operation and
maintenance of the Town’s public works operations, maintaining records and files, preparing reports, and
related work as apparent or assigned. Supervision is exercised over maintenance technicians. Work is
performed under the direction of the Public Works Director.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Water System Operations
Make regular inspection of water system and equipment; make changes in plant processes as necessary to
improve system efficiency;
Operate, maintain, and replace valves, pumps, and equipment as needed;
Collect and deliver samples for testing; performs tests and records results relating to water system
operations;
Check biological and chemical systems for proper operation and take necessary corrective actions;
Read meters, gauges, and other instrumentation; maintains logs of readings;
Perform routine service and preventative maintenance of equipment; maintain files for each location to
ensure adequate preventative maintenance is performed;
Flush water lines in all systems on a rotating schedule as needed;
Perform minor system maintenance;
Assist with meter reading when necessary; maintain records and prepare reports;
Direct installation and/or replacement of water meters, meter setters, valves and hydrants as required;

Assist with maintenance, installations, and emergency repairs;

General Public Works
Perform maintenance of Town vehicles and equipment and maintain records,
Assist Director of Public Works in preparing schedule for replacement of vehicles and equipment;
Direct and assist with connection of private septic tanks to wastewater collection system;
Direct and assist with construction, maintenance, and upkeep of Town buildings and grounds;
Assist Director of Public Works in scheduling State street maintenance;
Supervise and assist with the construction and maintenance of Town streets;
Operate a variety of equipment, including heavy equipment, such as front-end loaders, backhoes, tractors,
and mowers, as necessary, to accomplish tasks;
Required to be available to work outside normal work hours in on-call status and in emergency call-back
incidents;
Other duties as assigned.
Knowledge, Skills and Abilities
Ability to direct the work of a staff; general knowledge of the machines, tools, equipment, and materials
used in operation, maintenance, and repair of building maintenance, street maintenance, water and
wastewater systems; some knowledge of the principles, practices, equipment, and methods used in water
pumping operations; some knowledge of the operating characteristics and maintenance requirements of a
water system; some knowledge of the occupational hazards connected with water system operations and
related activities and of necessary safety precautions; some knowledge of chemistry as applied to water
treatment; ability to adjust pumps, chemical feed machines, and other equipment; ability to detect flaws in
the operation of equipment and to determine proper remedial measures; ability to take accurate readings
and to keep routine records and reports; ability to make arithmetic computations using whole numbers,
fractions and decimals; ability to compute rates, ratios, and percentages; ability to establish and maintain
effective working relationships with associates, vendors, and the general public.
Education and Experience
High school diploma or GED and some experience in the operation of a water or wastewater treatment
plant, equipment maintenance and repair, or equivalent combination of education and experience.

Physical Requirements
This work requires the frequent exertion of up to 25 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires standing, walking, speaking or hearing and using hands to finger,
handle or feel, frequently requires stooping, kneeling, crouching or crawling and reaching with hands and
arms and occasionally requires sitting, climbing or balancing, tasting or smelling, pushing or pulling and
lifting; work has standard vision requirements; vocal communication is required for expressing or
exchanging ideas by means of the spoken word and conveying detailed or important instructions to others
accurately, loudly or quickly; hearing is required to perceive information at normal spoken word levels
and to receive detailed information through oral communications and/or to make fine distinctions in
sound; work requires preparing and analyzing written or computer data, visual inspection involving small
defects and/or small parts, using of measuring devices, assembly or fabrication of parts within arm’s
length, operating machines, operating motor vehicles or equipment and observing general surroundings
and activities; work regularly requires exposure to outdoor weather conditions, frequently requires
exposure to wet, humid conditions (non-weather) and occasionally requires working near moving
mechanical parts, working in high, precarious places, exposure to fumes or airborne particles, exposure to
toxic or caustic chemicals, exposure to extreme cold (non-weather), exposure to extreme heat (nonweather), exposure to the risk of electrical shock, exposure to vibration and wearing a self-contained
breathing apparatus; work is generally in a loud noise location (e.g. grounds maintenance, heavy traffic).
Special Requirements:
Virginia Pesticides certification (commercial) within six months.
Obtain Virginia Class IV Waterworks Operator license within twelve months.
Valid commercial driver's license in the Commonwealth of Virginia.
Cardiopulmonary Resuscitation (CPR) license

WASTEWATER PLANT OPERATOR

Dept: Public Works

FLSA Status: Non-Exempt

General Definition of Work
Performs difficult skilled technical work overseeing, supervising, and participating in the operation and
maintenance of a wastewater treatment plant, making daily inspections to ensure plant and equipment is
in proper working order, performing preventative maintenance on equipment within and around the plant,
preparing and maintaining appropriate records and files, preparing reports, and related work as apparent
or assigned. Limited supervision is exercised over part-time plant operators. Work is performed under the
supervision of the Public Works Supervisor.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Oversee, operate, and monitor plant operations, and adjust as necessary to maintain licensed treatment
process; recommend to Public Works Director changes to improve the efficient plant operation; provide
direction to plant operators;
Inspect machinery and instrumentation to ensure proper operating conditions; supervise and perform
maintenance on equipment;
Ensure operators comply with standard safety practices and plant procedures; counsel and train plant
employees on safe practices and procedures; ensure laboratory testing procedures meet the required
quality control and quality assurance (QA/QC) protocols;
Prepare Discharge Monitoring Report (DMR) monthly, annual sledge report, maintain documentation of
all bench sheets, spreadsheets and other information necessary to prepare the reports;
Make recommendation for the purchase of new equipment, system changes and other upgrades, as
required to meet state and federal regulations and to maintain a high level of plant efficiency and
operation;
Perform laboratory and field testing to monitor treatment plant efficiency as required for reporting
purposes to regulatory agencies;
Review, prepare, and maintain plant operation reports and records;
Order chemicals and supplies; maintain inventory;

Performs landscape-related duties for ground maintenance such as mowing grass, edging sidewalks and
curbs, operating weed trimmers, trims trees and shrubs;.
Assist with the maintenance and repair of the Town’s water and sewer system;
Required to be available to work outside normal work hours in on-call status and in emergency call-back
incidents;
Other duties as assigned.
Knowledge, Skills and Abilities
Thorough knowledge of the principles, practices, equipment, and methods used in wastewater treatment
operations; thorough knowledge of the operating characteristics and maintenance requirements of a
wastewater treatment plant; thorough knowledge of the occupational hazards connected with plant
operations and related activities and of necessary safety precautions; thorough knowledge of chemistry as
applied to wastewater treatment; thorough knowledge of federal and state regulations governing
wastewater treatment systems; skill in the use and care of hand tools; ability to adjust water pumps,
chemical feed machines, and other plant equipment; ability to plan, schedule and direct plant operations;
ability to detect flaws in the operation of equipment and to determine proper remedial measures; ability to
take accurate readings and to keep routine records and reports; ability to make arithmetic computations
using whole numbers, fractions and decimals; ability to compute rates, ratios, and percentages; ability to
establish and maintain effective working relationships with associates, vendors, and the general public.
Education and Experience
High school diploma or GED and considerable experience in wastewater plant operations including some
supervisory experience, or equivalent combination of education and experience.
Physical Requirements
This work requires the occasional exertion of up to 50 pounds of force; work regularly requires standing,
walking, speaking or hearing, using hands to finger, handle or feel, stooping, kneeling, crouching or
crawling, reaching with hands and arms, tasting or smelling, pushing or pulling and lifting and
occasionally requires sitting, climbing or balancing and repetitive motions; work requires close vision,
distance vision, ability to adjust focus, depth perception, color perception, night vision and peripheral
vision; vocal communication is required for expressing or exchanging ideas by means of the spoken
word; hearing is required to perceive information at normal spoken word levels; work requires preparing
and analyzing written or computer data, visual inspection involving small defects and/or small parts,
using of measuring devices, assembly or fabrication of parts within arm’s length, operating machines,
operating motor vehicles or equipment and observing general surroundings and activities; work
occasionally requires wet, humid conditions (non-weather), exposure to toxic or caustic chemicals and
exposure to outdoor weather conditions; work is generally in a loud noise location (e.g. grounds
maintenance, heavy traffic).

Special Requirements
Possession of Virginia Class III Wastewater plant operator license or higher upon hire.
Within six months of hire:
Cardiopulmonary Resuscitation (CPR) license
Virginia Pesticide Applicator certification
Valid Commercial Driver's License (CDL) in the Commonwealth of Virginia

PUBLIC WORKS DIRECTOR

Dept: Public Works

FLSA Status: Exempt

General Definition of Work
Performs difficult advanced technical work supervising the day-to-day operations and maintenance of
water and wastewater treatment systems, refuse collection, and other facilities, structures and grounds as
assigned. Departmental supervision is exercised over all personnel within the department. Work is
performed under the direction of the Town Manager.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Plan, administer, direct, and supervise buildings and grounds maintenance, street maintenance, leaf pickup, and water and sewer operations;
Gather and analyze information, prepare recommendations and reports; establish operating procedures
and recommend operating policies;
Assist in long range planning, daily scheduling, and on-site supervision of projects;
Submit to Town Manager department operating and capital budgets; monitor expenditures assuring
compliance with budget;
Coordinate operations with other Town functions and government agencies; coordinate operations and
ensure appropriate personnel, materials, and equipment are provided for projects and special events;
Supervise and inspect field work to ensure compliance with safety and OSHA requirements;
Receive and respond to customer inquiries;
Recruit, select, and hire department personnel with approval of Town Manager;
Recommend promotions, transfers, suspensions, demotions, and terminations to the Town Manager;
Assign, direct, train, and inspect the work of personnel; develop staff schedule;
Plan and coordinate preparations for snow removal and ice control, including equipment and material
preparation;

Inspect water and wastewater line installations and connections for compliance with the Town’s standards
and specifications;
Oversee the construction of new streets in the Town for compliance with Town and State regulations;
Oversee safety training; ensure staff are equipped with proper protective and safety gear;
Attend workshops and training related to governmental safety, water utility operations, and other areas as
necessary or required;
Other duties as assigned.
Knowledge, Skills and Abilities
Thorough knowledge of the principles and practices of civil and sanitary engineering; through knowledge
of municipal public utilities administration, planning, and design; thorough knowledge of the installation
and maintenance of water/sewer lines and water and wastewater treatment plants; general knowledge of
the machines, tools, equipment, and materials used in operation, maintenance, and repair of water, sewer,
and wastewater systems; comprehensive knowledge of local, State, and Federal regulations related to
utilities; thorough knowledge of the principles and best practices of governmental construction projects
and programs including contract negotiation and administration; ability to review and analyze plans and
specifications for the construction of public utilities facilities; ability to formulate comprehensive
operational policies and procedures; ability to prepare technical reports; ability to communicate
effectively, both orally and in writing; ability to direct the work of a large staff; ability to establish and
maintain effective working relationships with elected officials, associates, contractors, vendors, regulatory
agencies, engineers, developers, and the general public.
Education and Experience
High school diploma or GED and extensive experience in public works operations and considerable
supervisory experience, or equivalent combination of education and experience.
Physical Requirements
This work requires the regular exertion of up to 10 pounds of force, frequent exertion of up to 25 pounds
of force and occasional exertion of up to 50 pounds of force; work regularly requires standing, speaking
or hearing and using hands to finger, handle or feel, frequently requires walking and occasionally requires
sitting, climbing or balancing, stooping, kneeling, crouching or crawling, reaching with hands and arms,
pushing or pulling, lifting and repetitive motions; work requires close vision, distance vision, ability to
adjust focus, depth perception, color perception, night vision and peripheral vision; vocal communication
is required for expressing or exchanging ideas by means of the spoken word; hearing is required to
perceive information at normal spoken word levels; work requires preparing and analyzing written or
computer data, visual inspection involving small defects and/or small parts, using of measuring devices,
operating machines, operating motor vehicles or equipment and observing general surroundings and
activities; work regularly requires exposure to outdoor weather conditions, frequently requires exposure
to wet, humid conditions (non-weather) and occasionally requires working near moving mechanical parts,
working in high, precarious places, exposure to fumes or airborne particles, exposure to toxic or caustic

chemicals, exposure to extreme cold (non-weather), exposure to extreme heat (non-weather), exposure to
the risk of electrical shock, exposure to vibration, wearing a self-contained breathing apparatus and
exposure to bloodborne pathogens and may be required to wear specialized personal protective
equipment; work is generally in a loud noise location (e.g. grounds maintenance, heavy traffic).
Special Requirements
Cardiopulmonary Resuscitation (CPR) license
Virginia Pesticide Applicator certification (Commercial)
Valid Commercial Driver's License (CDL) in the Commonwealth of Virginia.

TOUR GUIDE

Dept: Recreation/Tourism

FLSA Status: Non-exempt

General Definition of Work
Primary responsibility is to conduct tours at Grand Caverns Park, assist park visitors, and perform general
office and maintenance work. Work is performed under the direction of the Lead Tour Guide.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Conduct accurate and timely cave tours and assist with self-guided tours as scheduled;
Responsible for general cleaning and maintenance of Caves, Cave Entrance building and restrooms;
May assist with cash register and assist in maintenance of Gift Shop area, inventory, stocking/displaying
merchandise, and tourist information;
Answer phones and take messages as necessary;
Assist visitors by providing information about Grand Caverns, Fountain Cave, or other
attractions/restaurants/lodging;
Enforce park rules and regulations;
Suggest additions, alternatives, and programs necessary to enhance park or visitor security/safety;
Report public comments and/or complaints in a timely manner to the Lead Tour Guide or if not available,
the Recreation/Tourism Assistant;
Other duties as assigned.
Knowledge, Skills and Abilities
Ability to effectively deal courteously and tactfully with the public and to present an accurate tour in a
timely fashion; ability to receive, understand and remember historical and geographic feature information
pertaining to the Caverns; ability to work with other staff members and to perform duties with minimal
supervision; ability to work in indoor and outdoor conditions; ability to speak well in public; and work
requires initiative, resourcefulness for proper disposition and execution of tasks

Education and Experience
High school diploma or GED, minimal experience in customer service work, and knowledge of park
operations is preferred.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires sitting, speaking or hearing and using hands to finger, handle or
feel, requires climbing or balancing, stooping, kneeling, crouching or crawling, reaching with hands and
arms, pushing or pulling, lifting and repetitive motions; work requires close vision, distance vision, ability
to adjust focus, depth perception, color perception, night vision and peripheral vision; vocal
communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; work requires preparing and analyzing
written or computer data, visual inspection involving small defects and/or small parts, operating motor
vehicles or equipment and observing general surroundings and activities; work regularly requires
exposure to outdoor weather conditions, requires exposure to wet, humid conditions and requires working
in underground environment, working in precarious places, exposure to the risk of electrical shock; work
is generally in a moderately noisy location (e.g. business office, light traffic), with many interruptions.
Special Requirements
None

LEAD TOUR GUIDE
Dept: Recreation/Tourism

FLSA Status: Non-exempt

General Definition of Work
Primary responsibility is to assist in the operation of Grand Caverns Park and in the operation and
execution of educational programs and resources. Conduct tours at Grand Caverns Park, assist park
visitors, and perform general office and maintenance work. Supervision is exercised over tour guides
during shift. Work is performed under the direction of the Recreation/Tourism Assistant and the
Recreation/Tourism Director.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Supervises tour guides; works to ensure the efficient use of labor, equipment, and other resources;
Responsible for leading cave tours, if necessary;
Manages educational programs, materials, and resources;
Coordinates with the Recreation/Tourism Assistant for appropriate staffing levels and facility/grounds
availability;
Develop and/or maintain relationships with resource groups, agencies, and businesses at the local, state,
and federal level, that will foster growth in educational programs and materials;
Responsible for the training of tour guides, to include continuing education opportunities;
Responsible for accurate and complete records/reports for tour and program reservations/ attendance;
facility grounds usage; volunteer management; and staff training;
Conduct accurate and timely tours as scheduled;
Operate cash register, responsible for general accounting duties such as balancing drawer, end-of-day
reporting, etc.
Maintenance of Gift Shop area, inventory, stocking/displaying merchandise, and tourist information;
Assist with special events sponsored by the Town;
Answer phones and take messages as necessary;
Assist visitors by providing information about Grand Caverns, or other attractions/restaurants/ lodging;

Enforce park rules and regulations;
Recommend additions, alternatives, and programs necessary to enhance park or visitor security/safety;
Report public comments and/or complaints in a timely manner to the Recreation/Tourism Assistant;
Other duties as assigned.
Knowledge, Skills and Abilities
Some knowledge of the principles and practices of management and marketing of tourism-related
business; working knowledge of accounting and general bookkeeping practices, and automated
scheduling and on-line management systems; ability to prepare technical reports; ability to communicate
effectively, both orally and in writing; ability to direct the work of staff; ability to establish and maintain
effective working relationships with associates, contractors, vendors, and the general public.
Education and Experience
High school diploma or GED and minimal experience in customer service work, or equivalent
combination of education and experience. Knowledge of park operations is preferred.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires sitting, speaking or hearing and using hands to finger, handle or
feel, requires climbing or balancing, stooping, kneeling, crouching or crawling, reaching with hands and
arms, pushing or pulling, lifting and repetitive motions; work requires close vision, distance vision, ability
to adjust focus, depth perception, color perception, night vision and peripheral vision; vocal
communication is required for expressing or exchanging ideas by means of the spoken word; hearing is
required to perceive information at normal spoken word levels; work requires preparing and analyzing
written or computer data, visual inspection involving small defects and/or small parts, operating motor
vehicles or equipment and observing general surroundings and activities; work regularly requires
exposure to outdoor weather conditions, requires exposure to wet, humid conditions and requires working
in underground environment, working in precarious places, exposure to the risk of electrical shock; work
is generally in a moderately noisy location (e.g. business office, light traffic), with many interruptions.
Special Requirements
None

LIFEGUARD
Dept: Recreation/Tourism

FLSA Status: Non-exempt

General Definition of Work
Primary responsibility is to maintain swimmer safety, monitor water conditions and guest behavior to
safeguard and protect the pool patrons. Responsibilities also include general maintenance work to assist in
maintaining a safe and clean environment. Work is performed under the direction of the Head Lifeguard
and Pool Manager.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions

Oversee swimmer safety by monitoring water conditions and guest behavior, enforcing safety
rules and paying close attention to swimmer activities and behavior;
Issue warnings when a guest is creating an unsafe environment;
Assist new swimmers as necessary to ensure safe use of pool;
Conduct rescue operations, if necessary, in accordance with established emergency procedures;
Operate the pool entrance booth, collect money, and assist with the daily reconciliation of pool
revenues;
Assist with organizing and delivering pool activities;
Assist with concession stand operations;
Monitoring weather and water conditions for signs of danger;
Assist with the opening and closing of the pool;
Assist with the cleaning and maintenance of the pool and pool facilities;
Other duties as assigned.

Knowledge, Skills and Abilities
Must be a strong swimmer who can maneuver and navigate in the water even while carrying another
person; excellent observation skills with the ability to observe and monitor swimmers and safety
conditions; possess a high level of attention to detail and concentration; strong judgement and response
skills with the ability to calmly assess a situation and make critical decisions to provide assistance; and
the ability to effectively communicate with visitors and co-workers.
Education and Experience
Must be at least 16 years of age; High school diploma or GED and minimal experience in customer
service work, or equivalent combination of education and experience is preferred.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires sitting, swimming, speaking or hearing and using hands to
finger, handle or feel, occasionally requires climbing or balancing, stooping, kneeling, crouching or
crawling, reaching with hands and arms, pushing or pulling, lifting and repetitive motions; work requires
close vision, distance vision, ability to adjust focus, depth perception, color perception, night vision and
peripheral vision; vocal communication is required for expressing or exchanging ideas by means of the
spoken word; hearing is required to perceive information at normal spoken word levels; work requires
preparing and analyzing written or computer data, visual inspection involving small defects and/or small
parts, observing general surroundings and activities; work regularly requires exposure to outdoor weather
conditions and exposure to wet, humid conditions, exposure to chemicals related to pool operations; work
is generally in a moderately noisy location (e.g. outdoor recreation, light to moderate traffic), with many
interruptions.
Special Requirements
First Aid, CPR., and Lifeguard certified or be able to obtain training before pool season begins.

HEAD LIFEGUARD
Dept: Recreation/Tourism

FLSA Status: Non-exempt

General Definition of Work

Primary responsibility is to maintain swimmer safety, monitor water conditions and guest
behavior to safeguard and protect the pool patrons. Responsibilities also include general
maintenance work to assist in maintaining a safe and clean environment. Provides general
supervision of lifeguards, and oversees water rescues, and safety procedures in the prevention of
injuries and emergency situations at the pool facility. Work is performed under the direction of
the Pool Manager.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions

Provide day-to-day supervision and training of lifeguards; coordinates scheduling with Pool
Manager;
Assists Pool Manager with the use of pool chemicals and monitoring to ensure water is within
legal limits, and pool mechanical systems are running properly;
Oversee swimmer safety by monitoring water conditions and guest behavior, enforcing safety
rules and paying close attention to swimmer activities and behavior;
Issue warnings when a guest is creating an unsafe environment;
Assist new swimmers as necessary to ensure safe use of pool;
Assist with concession stand operations;
Conduct rescue operations, if necessary, in accordance with established emergency procedures;
responsible for recording and reporting pool accidents or incidents in a timely manner;
Operate the pool entrance booth, collect money, and assist with the daily reconciliation of pool
revenues;
Assist with organizing and delivering pool activities;

Monitoring weather and water conditions for signs of danger;
Assist with the opening and closing of the pool;
Assist with the cleaning and maintenance of the pool and pool facilities;
Other duties as assigned.
Knowledge, Skills and Abilities
Must be a strong swimmer who can maneuver and navigate in the water even while carrying another
person; excellent observation skills with the ability to observe and monitor swimmers and safety
conditions; possess a high level of attention to detail and concentration; strong judgement and response
skills with the ability to calmly assess a situation and make critical decisions to provide assistance; ability
to direct the work of staff; ability to establish and maintain effective working relationships with
associates, contractors, vendors, and the general public.
Education and Experience
Must be at least 17 years of age; High school diploma or GED and minimal experience in customer
service work, or equivalent combination of education and experience is preferred.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires sitting, swimming, speaking or hearing and using hands to
finger, handle or feel, occasionally requires climbing or balancing, stooping, kneeling, crouching or
crawling, reaching with hands and arms, pushing or pulling, lifting and repetitive motions; work requires
close vision, distance vision, ability to adjust focus, depth perception, color perception, night vision and
peripheral vision; vocal communication is required for expressing or exchanging ideas by means of the
spoken word; hearing is required to perceive information at normal spoken word levels; work requires
preparing and analyzing written or computer data, visual inspection involving small defects and/or small
parts, observing general surroundings and activities; work regularly requires exposure to outdoor weather
conditions and exposure to wet, humid conditions, exposure to chemicals related to pool operations; work
is generally in a moderately noisy location (e.g. outdoor recreation, light to moderate traffic), with many
interruptions.
Special Requirements
First Aid, CPR., and Lifeguard certified or be able to obtain training before pool season begins.
Lifeguard Instructor certification preferred.

POOL MANAGER
Dept: Recreation/Tourism

FLSA Status: Non-exempt

General Definition of Work
Performs intermediate support work in assisting with the supervision of the day-to-day operations and
maintenance of Grand Caverns pool. Supervision is exercised over pool staff. Work is performed under
the direction of the Recreation/Tourism Director.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Plan and supervise pool operations and staff; oversee pool maintenance; prepare and maintain appropriate
records and files;
Manage and supervise concession stand operations, operate cash register, responsible for general
accounting duties such as balancing drawer, end-of-day reporting, etc.
Supervise, direct, and train lifeguards in the operation and maintenance of a municipal swimming facility;
Plan and direct maintenance activities of staff; assign maintenance tasks;
Prepare purchase requisitions for supplies; oversee payroll time reporting for staff, and establish staff
schedules;
Conduct interviews, recommend hiring and disciplinary action;
Interact with patrons, resolve conflicts, and explain pool rules, regulations, and policies;
Assist with the preparation and coordination of pool special events;
Other duties as assigned.
Knowledge, Skills and Abilities
Must be a strong swimmer who can maneuver and navigate in the water even while carrying another
person; excellent observation skills with the ability to observe and monitor swimmers and safety
conditions; possess a high level of attention to detail and concentration; strong judgement and response
skills with the ability to calmly assess a situation and make critical decisions to provide assistance; ability
to direct the work of staff; ability to establish and maintain effective working relationships with
associates, contractors, vendors, and the general public.

Education and Experience
Any combination or education and experience equivalent to graduation from an accredited community
college with major course work in aquatics management, parks and recreation administration or related
field, and some supervisory experience is preferred.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires sitting, swimming, speaking or hearing and using hands to
finger, handle or feel, occasionally requires climbing or balancing, stooping, kneeling, crouching or
crawling, reaching with hands and arms, pushing or pulling, lifting and repetitive motions; work requires
close vision, distance vision, ability to adjust focus, depth perception, color perception, night vision and
peripheral vision; vocal communication is required for expressing or exchanging ideas by means of the
spoken word; hearing is required to perceive information at normal spoken word levels; work requires
preparing and analyzing written or computer data, visual inspection involving small defects and/or small
parts, observing general surroundings and activities; work regularly requires exposure to outdoor weather
conditions and exposure to wet, humid conditions, exposure to chemicals related to pool operations; work
is generally in a moderately noisy location (e.g. outdoor recreation, light to moderate traffic), with many
interruptions.
Special Requirements
First Aid, CPR., and Lifeguard certified or be able to obtain training before pool season begins.
Certificates in Water Safety Instructor, Adapted Aquatic Instructor and Lifeguard Training Instructor are
preferred.

RECREATION/TOURISM ASSISTANT
Dept: Recreation

FLSA Status: Non-Exempt

General Definition of Work
Performs intermediate support work in assisting with the supervision of the day-to-day operations and
maintenance of Grand Caverns. Departmental supervision is exercised over all personnel within the
department. Work is performed under the direction of the Recreation/Tourism Director.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Assist with the operations and day-to-day activities at Grand Caverns, to include caverns tours, gift shop,
swimming pool, mini-golf, and field and facility reservations;
Responsible for leading cave tours, if necessary;
Assist for general accounting and bookkeeping duties related to Cavern operations;
Assist with the recruitment of company contracts and educational groups;
Responsible for developing staff schedules and ensuring accurate timekeeping and documentation;
Direct supervision of Lead Tour Guides and Tour Guides; recommend to Recreation/Tourism Director
promotions, suspensions, demotions, and terminations;
Assist with the planning and operation of special events;
Assist with the recruitment and development of company contracts, special functions educational
programs, and school field trips;
Receive and respond to customer inquiries;

Assist with tourism, advertising, and marketing;
Required to be available to work outside normal work hours, and on holidays, for special events and
activites, in an on-call status and for emergency call-back incidents;
Other duties as assigned.

Knowledge, Skills and Abilities
Some knowledge of the principles and practices of management and marketing of tourism-related
business; working knowledge of accounting and general bookkeeping practices, and automated
scheduling and on-line management systems; ability to prepare technical reports; ability to communicate
effectively, both orally and in writing; ability to direct the work of staff; ability to establish and maintain
effective working relationships with associates, contractors, vendors, and the general public.
Education and Experience
High school diploma or GED and experience in customer service work, or equivalent combination of
education and experience. Knowledge of park operations is preferred.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires sitting, speaking or hearing and using hands to finger, handle or
feel, occasionally requires climbing or balancing, stooping, kneeling, crouching or crawling, reaching
with hands and arms, pushing or pulling, lifting and repetitive motions; work requires close vision,
distance vision, ability to adjust focus, depth perception, color perception, night vision and peripheral
vision; vocal communication is required for expressing or exchanging ideas by means of the spoken
word; hearing is required to perceive information at normal spoken word levels; work requires preparing
and analyzing written or computer data, visual inspection involving small defects and/or small parts,
operating motor vehicles or equipment and observing general surroundings and activities; work regularly
requires exposure to outdoor weather conditions, occasionally requires exposure to wet, humid conditions
and occasionally requires working in underground environment, working in precarious places, exposure
to the risk of electrical shock; work is generally in a moderately noisy location (e.g. business office, light
traffic), with many interruptions.
Special Requirements
Valid driver’s license in the Commonwealth of Virginia

RECREATION/TOURISM DIRECTOR

Dept: Recreation

FLSA Status: Exempt

General Definition of Work
Performs difficult advanced technical work supervising the day-to-day operations and maintenance of the
Town’s parks, including Grand Caverns. Also, performs difficult advanced technical work supervising
recreation programs and tourism activities as assigned. Departmental supervision is exercised over all
personnel within the department. Work is performed under the direction of the Town Manager.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Manages operations and day-to-day activities at Grand Caverns and Mountain View Parks, to include
caverns tours, gift shop, swimming pool, mini-golf, and field and facility reservations;
Recruit, select, and hire department personnel with approval of Town Manager;
Recommend promotions, transfers, suspensions, demotions, and terminations to the Town Manager;
Assign, direct, train, and inspect the work of personnel;
Gather and analyze information, prepare recommendations and reports; establish operating procedures
and recommend operating policies;
Assist in long range planning, daily scheduling, and on-site supervision of daily activities and special
events;
Provide supervision and inspect properties to ensure compliance with safety and OSHA requirements;
Works with Parks, Recreation and Public Facilities Committee and Special Events Committee to plan
community and parks- related special events;
Responsible for tourism-related marketing for Town, including maintaining and updating the Grand
Caverns’ website and Facebook page;
Receive and respond to customer inquiries;
Required to be available to work outside normal work hours, and on holidays, for special events and
activites, in an on-call status and for emergency call-back incidents;

Other duties as assigned.
Knowledge, Skills and Abilities
Thorough knowledge of the principles and practices of management and marketing of tourism-related
business; thorough knowledge of parks and recreation administration and planning; working knowledge
of accounting and general bookkeeping practices, and automated scheduling and on-line management
systems; comprehensive knowledge of local, State, and Federal regulations related to recreation and parks
operations; ability to formulate comprehensive operational policies and procedures; ability to prepare
technical reports; ability to communicate effectively, both orally and in writing; ability to direct the work
of a large staff; ability to establish and maintain effective working relationships with elected officials,
associates, contractors, vendors, and the general public.
Education and Experience
High school diploma or GED and extensive experience in parks and recreation operations. Bachelor’s
degree with coursework in marketing, accounting, management and recreation is preferred, along with
considerable supervisory experience.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires sitting, speaking or hearing and using hands to finger, handle or
feel, occasionally requires climbing or balancing, stooping, kneeling, crouching or crawling, reaching
with hands and arms, pushing or pulling, lifting and repetitive motions; work requires close vision,
distance vision, ability to adjust focus, depth perception, color perception, night vision and peripheral
vision; vocal communication is required for expressing or exchanging ideas by means of the spoken
word; hearing is required to perceive information at normal spoken word levels; work requires preparing
and analyzing written or computer data, visual inspection involving small defects and/or small parts,
operating motor vehicles or equipment and observing general surroundings and activities; work regularly
requires exposure to outdoor weather conditions, occasionally requires exposure to wet, humid conditions
and occasionally requires working in underground environment, working in precarious places, exposure
to the risk of electrical shock; work is generally in a moderately noisy location (e.g. business office, light
traffic), with many interruptions.
Special Requirements
Valid driver’s license in the Commonwealth of Virginia

ADMINISTRATIVE ASSISTANT
Dept: Police

FLSA Status: Non-Exempt

General Definition of Work
Performs intermediate administrative support work for the police department, providing administrative
support, greeting visitors, receiving and processing incoming calls, preparing and maintaining records and
files, typing a variety of documents, preparing reports, and related work as apparent or assigned. Work is
performed under the supervision of the Police Chief.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Initial point of contact for public; answer telephone; provide information; assist the public with the
completion of standardized records or documents;
Assist with preparing documents including correspondence, lists, labels, reports, requisitions,
memoranda, etc.; check work to ensure grammatical accuracy and completeness;
Enter data into computer; verify statistical and other records for accuracy and completeness; enter and
retrieve sensitive and restricted information in the computer system; maintain Incident Based Reporting
(IBR) and Tyler Technologies systems;
Retrieve and process daily mail;
Assist with the purchase of materials and supplies for department;
Assist with the preparation of the department’s budget and monitoring of approved budget;
Provide information to and assist the Commonwealth’s Attorney’s Office, insurance companies and other
public safety related organizations as needed;
Coordinate officer training with the Central Shenandoah Police Training Academy;
Other duties as assigned.
Knowledge, Skills and Abilities
Thorough knowledge of standard office practices, procedures, equipment and program assistance
techniques; thorough knowledge of correspondence and report formatting and presentation is necessary;
general knowledge of bookkeeping terminology, methods, procedures and equipment; thorough
knowledge of business English, spelling and arithmetic; thorough knowledge of the organization and

functions of the department and of general administrative policies and practices; skill in the use of
personal computers, associated software packages, hardware, and peripheral equipment; ability to keep
detailed and complex records and to prepare accurate reports from file sources; ability to perform and
organize work independently; ability to prepare reports and other types of correspondence; ability to
operate standard office equipment and personal computers including some knowledge of applicable
software packages; ability to perform mathematical computations with speed and accuracy; ability to deal
with the public under stressful conditions and remain calm; ability to establish and maintain effective
working relationships with associates, elected officials, vendors, and the general public.
Education and Experience
High school diploma or GED and moderate experience in general office administration work, or
equivalent combination of education and experience. Working knowledge of the operations of a police
department is preferred.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 25
pounds of force; work regularly requires sitting, speaking or hearing and using hands to finger, handle or
feel, frequently requires standing and walking and occasionally requires reaching with hands and arms
and repetitive motions; work has standard vision requirements; vocal communication is required for
expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information
at normal spoken word levels; work requires preparing and analyzing written or computer data, operating
motor vehicles or equipment and observing general surroundings and activities; work has no exposure to
environmental conditions; work is generally in a moderately noisy location (e.g. business office, light
traffic), with many interruptions.
Special Requirements
Working knowledge of Police Department interoffice procedures;
NCIC VCIN certified;
Grant writing experience;
Familiarity with electronic policy programs;
Knowledge of police department accreditation process and requirements

POLICE OFFICER
Dept: Police

FLSA Status: Non-Exempt

General Definition of Work
Performs protective service work enforcing laws, investigating criminal activity, ensuring safety of
public, collecting evidence, testifying in court, maintaining files and records, preparing reports, and
related work as apparent or assigned. Work is performed under the supervision of the Police Chief.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
On an assigned shift, operate a patrol vehicle or walk and actively engage in community policing to
promote a safe environment and observe for violations of traffic laws, suspicious activities or persons,
and disturbances of law and order;
Respond to radio dispatches and answers calls and complaints;
Interview victims and witnesses to obtain additional necessary information regarding crimes, accidents,
violations, etc.; assist in investigating crimes and collect evidence; conducts searches; investigate traffic
accidents;
Issue citations for traffic violations and investigate traffic accidents; prepare reports;
Provide police escorts, directs traffic; performs residential and commercial checks;
Assist other law enforcement agencies when requested or assigned;
Serve warrants and make arrests; testify in court;
Attends civic club meetings, schools, and other activities/functions as directed;
Maintains police vehicles and all other equipment, and immediately reports any mechanical problems to the
Chief;
Other duties as assigned.
Knowledge, Skills and Abilities
General knowledge of law enforcement methods, practices and procedures; general knowledge of the
rules and regulations of the Police Department; general knowledge of applicable Federal, State, and local
laws; general knowledge of the geography of the Town and location of important buildings; skill in the
use of firearms and the operation of an automobile; ability to understand and carry out oral and written

instructions; ability to communicate ideas effectively orally and in writing; ability prepare clear and
concise reports; ability to analyze situations and to adopt quick, effective and reasonable courses of action
with due regard to surrounding hazards and circumstances; ability to establish and maintain effective
relationship with associates, other law enforcement representatives, and the general public.
Education and Experience
High school diploma or GED, or equivalent combination of education and experience.
Physical Requirements
This work requires the regular exertion of up to 10 pounds of force, frequent exertion of up to 25 pounds
of force and occasional exertion of up to 100 pounds of force; work regularly requires speaking or hearing
and using hands to finger, handle or feel, frequently requires standing, reaching with hands and arms,
lifting and repetitive motions and occasionally requires walking, sitting, climbing or balancing, stooping,
kneeling, crouching or crawling, tasting or smelling and pushing or pulling; work requires close vision,
distance vision, ability to adjust focus, depth perception, color perception, night vision and peripheral
vision; vocal communication is required for expressing or exchanging ideas by means of the spoken word
and conveying detailed or important instructions to others accurately, loudly or quickly; hearing is
required to perceive information at normal spoken word levels and to receive detailed information
through oral communications and/or to make fine distinctions in sound; work requires preparing and
analyzing written or computer data, visual inspection involving small defects and/or small parts, using of
measuring devices, assembly or fabrication of parts within arm’s length, operating machines, operating
motor vehicles or equipment and observing general surroundings and activities; work regularly requires
exposure to outdoor weather conditions and occasionally requires working near moving mechanical parts,
working in high, precarious places, exposure to fumes or airborne particles, exposure to toxic or caustic
chemicals, exposure to the risk of electrical shock, exposure to vibration, wearing a self-contained
breathing apparatus and exposure to bloodborne pathogens and may be required to wear specialized
personal protective equipment; work is generally in a moderately noisy location (e.g. business office, light
traffic).
Special Requirements
Possession of the Virginia Basic Law Enforcement Training (BLET) certification upon hire.
Must meet and maintain all training and education requirements for position.
Valid driver's license in the Commonwealth of Virginia.

POLICE SERGEANT
Dept: Police

FLSA Status: Non-Exempt

General Definition of Work
Performs intermediate protective service work supervising the assigned programs and activities within the
Police Department, undertaking special assignments that require extensive training and special expertise,
maintaining records and files, preparing reports, and related work as apparent or assigned. Operational
supervision is exercised over department personnel in the absence of the Police Chief. Work is performed
under the direction of the Police Chief.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Assist with planning, directing, and coordinating the daily operations of the department; ensure
compliance with policies, general orders, and Federal, State, and local laws;
Assist in supervising and instructing subordinate officers on work assignments and procedures; supervise
and/or conduct field training of police officers;
Assist with the recruitment and selection of department personnel;
Oversee the evidence room; responsible for maintaining chain of custody and control of criminal evidence
for court cases;
Review daily reports, incident reports, arrest reports, and other paperwork for accuracy and completeness;
assist in pretrial case preparation;
Oversee repair, and maintenance of department equipment; oversee fleet vehicle maintenance and repair;
maintain appropriate records;
Research grant opportunities; oversee, monitor, and coordinate departmental grant programs;
At the direction of Chief, attend meetings and public functions including Council meetings, special
events, and special events;
Perform all duties of Police Officer; patrol streets; serve warrants; investigate traffic accidents; respond to
calls for service; works normal patrol shift;
Assume command of the department in the absence of the Police Chief;
Other duties as assigned.

Knowledge, Skills and Abilities
Thorough knowledge of police methods, supervisory practices and procedures; thorough knowledge of
the rules and regulations of the Police Department; thorough knowledge of the geography of the Town
and location of important buildings; demonstrated ability to lead, manage and direct the activities of law
enforcement personnel; ability to effectively evaluate the quality and quantity of work of employees;
ability to understand and carry out oral and written instructions and to prepare clear reports; ability to deal
courteously but firmly with the public; ability to analyze situations and to adopt quick, effective and
reasonable courses of action with due regard to surround hazards and circumstances; skill in the use of
firearms and the operation of motor vehicles; ability to establish and maintain effective working
relationships with associates, law enforcement representatives, Town officials and the general public.
Education and Experience
High school diploma or GED and considerable experience in law enforcement with some supervisory
experience, or equivalent combination of education and experience.
Physical Requirements
This work requires the regular exertion of up to 10 pounds of force, frequent exertion of up to 25 pounds
of force and occasional exertion of up to 50 pounds of force; work regularly requires sitting, speaking or
hearing and using hands to finger, handle or feel, frequently requires reaching with hands and arms and
occasionally requires standing, walking, climbing or balancing, stooping, kneeling, crouching or
crawling, tasting or smelling, pushing or pulling, lifting and repetitive motions; work requires close
vision, distance vision, ability to adjust focus, depth perception, color perception, night vision and
peripheral vision; vocal communication is required for expressing or exchanging ideas by means of the
spoken word and conveying detailed or important instructions to others accurately, loudly or quickly;
hearing is required to perceive information at normal spoken word levels and to receive detailed
information through oral communications and/or to make fine distinctions in sound; work requires
preparing and analyzing written or computer data, visual inspection involving small defects and/or small
parts, using of measuring devices, operating motor vehicles or equipment and observing general
surroundings and activities; work occasionally requires working near moving mechanical parts, working
in high, precarious places, exposure to fumes or airborne particles, exposure to toxic or caustic chemicals,
exposure to outdoor weather conditions, exposure to the risk of electrical shock and exposure to
bloodborne pathogens and may be required to wear specialized personal protective equipment; work is
generally in a moderately noisy location (e.g. business office, light traffic).
Special Requirements
Possession of the Virginia Basic Law Enforcement Training (BLET) certification upon hire.
Must meet and maintain all training and education requirements for position.
Valid driver's license in the Commonwealth of Virginia.

POLICE CHIEF

Dept: Police

FLSA Status: Exempt

General Definition of Work
Performs complex advanced protective services and administrative work planning, organizing and
directing police operations, ensuring that laws, regulations and procedures are followed, and related work
as apparent or assigned. Departmental supervision is exercised over all personnel within the department.
Appointed by Town Council. Work is performed under the direction of the Town Manager.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Plan, direct, coordinate and supervise the operation of the Police Department; ensures compliance with all
legal requirements;
Coordinate work with Town Manager and other Town Departments; Assists Town Superintendent is
recommending mission and goals to Town Council;
Recruit, select, and hire department personnel with approval of Town Manager;
Recommend promotions, transfers, suspensions, demotions, and terminations to the Town Manager for
action;
Assign, direct, train, and inspect the work of personnel; Develops staff schedule;
Prepare department activity report as requested the Town Manager;
Notify Town Manager immediately following any officer/employee activity requiring disciplinary action;
Serves as a liaison between local, federal and state law enforcement officials.
Assist Town Manager in recommending short- and long-term strategic goals and objectives to Town
Council for approval. Implement action steps to help Town meet adopted goals and objectives;
Conducts regular police duties which include routine patrol to observe areas and situations; assists in
responding to various calls for service;
Supervise, coordinate, and participate in criminal investigations;

Develop and maintain departmental standards, policies and procedures for the review and approval of the
Town Manager, and Town Council, if required;
Serve as public information officer for law enforcement incidents which occur in the Town;
Prepare and submit annual operating and capital improvement budgets to Town Manager; monitor
expenditures to assure compliance with budget;
Prepare for review and approval of the Town Manager grants to assist in the operation of the department;
administer and monitor grant funding;
Oversee and manage department equipment and supplies, order inventory and materials in accordance
with the procurement policy, schedule routine maintenance and repair of vehicles and equipment;
Prepare reports and other types of correspondence;
Other duties as directed by the Town Manager.
Knowledge, Skills and Abilities
Comprehensive knowledge of the laws, rules and regulations relating to the administration of criminal
justice and law enforcement; comprehensive knowledge of scientific methods of crime detection, criminal
identification and radio communication; comprehensive knowledge of controlling laws and ordinances;
thorough knowledge of the geography of the Town and location of important buildings; demonstrated
ability to lead and direct the activities of law enforcement personnel; ability to evaluate the effectiveness
of the police operation and to institute improvements; ability to communicate complex ideas effectively in
both oral and written formats; ability to prepare and review reports; resourcefulness and sound judgment
in emergencies; demonstrated integrity; tact; ability to establish and maintain effective working
relationships with associates, elected and appointed officials, outside law enforcement agency
representatives, and the general public.
Education and Experience
High school diploma or GED and extensive experience in law enforcement including administration,
operations, and supervisory experience, or equivalent combination of education and experience.
Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 50
pounds of force; work regularly requires speaking or hearing and using hands to finger, handle or feel,
frequently requires sitting and reaching with hands and arms and occasionally requires standing, walking,
climbing or balancing, stooping, kneeling, crouching or crawling, tasting or smelling, pushing or pulling,
lifting and repetitive motions; work requires close vision, distance vision, ability to adjust focus, depth
perception, color perception and peripheral vision; vocal communication is required for expressing or
exchanging ideas by means of the spoken word and conveying detailed or important instructions to others
accurately, loudly or quickly; hearing is required to perceive information at normal spoken word levels
and to receive detailed information through oral communications and/or to make fine distinctions in
sound; work requires preparing and analyzing written or computer data, visual inspection involving small

defects and/or small parts, using of measuring devices, operating machines, operating motor vehicles or
equipment and observing general surroundings and activities; work occasionally requires exposure to
outdoor weather conditions; work is generally in a moderately noisy location (e.g. business office, light
traffic).
Special Requirements
Possession of the Virginia Basic Law Enforcement Training (BLET) certification upon hire.
Must meet and maintain all department and State training and education requirements for position.
Valid driver's license in the Commonwealth of Virginia.

ACCOUNTING TECHNICIAN
Dept: Administration

FLSA Status: Non-Exempt

General Definition of Work
Primary responsibility to greet visitors to the Municipal Building, receiving and processing incoming
calls, performs intermediate administrative and accounting support work assisting with billing, collecting,
processing, and recording for water, sewer and trash collection fee revenues, taxes and various other fees,
processing payments, preparing connection, disconnection and transfer of service orders, preparing and
maintaining records and files, entering data related to all aspects necessary for payment of accounts
payable, assisting the public, and related work as apparent or assigned. Work is performed under the
supervision of the Town Treasurer.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Initial point of contact for public; answer telephone; provide information; assist the public with the
completion of standardized records or documents;
Receive and respond to customer inquiries or complaints regarding utility bills and other collectibles in
person or via telephone.
Assist Treasurer with preparing and processing property tax, motor vehicle registration and business
license statements.
Prepare, process and collect payments for utility accounts, taxes, licenses and other fees and charges; post
payments;
Maintain cost and inventory records for utility systems;
Balance cash drawer and prepare bank deposits;
Process adjustments and abatements to utility accounts after approval by Treasurer and Town
Superintendent.
Enter a variety of data related to accounts payable and general accounting operations into computer;
verifies data for accuracy and completeness; enter and retrieve sensitive and restricted information in the
computer system;
Prepare reports and other types of correspondence;

Prepare and maintain financial files and records consistent with general accepted accounting practices for
local government operations.
Serve as backup for the Assistant to Town Manager, as required.
Other duties as assigned.
Knowledge, Skills and Abilities
General knowledge of accounting terminology, methods, procedures and equipment; thorough knowledge
of bookkeeping terminology, methods, procedures and equipment; thorough knowledge of standard office
procedures, practices and equipment; ability to use word processing and spreadsheet software, skill in the
use of a variety of office machines and good typing ability; ability to understand and follow oral and
written directions; ability to follow work procedures; ability to post accounts and to perform mathematical
computations with speed and accuracy; ability to establish and maintain effective working relationships
with department heads, associates, State agency representatives, vendors, auditors and the general public.
Education and Experience
High school diploma or GED with coursework in accounting, or related field and moderate experience in
accounting, customer service, or equivalent combination of education and experience.
Physical Requirements
This work requires the occasional exertion of up to 10 pounds of force; work occasionally requires
standing, walking, sitting, speaking or hearing and repetitive motions; work has standard vision
requirements; vocal communication is required for expressing or exchanging ideas by means of the
spoken word; hearing is required to perceive information at normal spoken word levels; work requires
preparing and analyzing written or computer data and observing general surroundings and activities; work
has no exposure to environmental conditions; work is generally in a moderately noisy location (e.g.
business office, light traffic).
Special Requirements
Valid driver's license in the Commonwealth of Virginia.

ASSISTANT TO TOWN MANAGER
Dept: Administration

FLSA Status: Non-Exempt

General Definition of Work
Performs high level administrative support work for the Town Manager, providing administrative
support, preparing and maintaining records and files, typing a variety of documents, preparing reports,
assisting with land use matters, and related work as apparent or assigned. Work is performed under the
supervision of the Town Manager.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Administrative:
Secondary point of contact for public; answer telephone; provide information; assist the public with the
completion of standardized records or documents;
Assist with preparing documents including correspondence, lists, labels, reports, requisitions,
memoranda, etc.; check work to ensure grammatical accuracy and completeness;
Coordinate and prepare newsletter and reports; assist in collecting information from a variety of sources
and compiling data.
Serve as Clerk to Town Council; work with Town Manager to prepare and distribute meeting agendas and
packets; attend Council and other meetings;
Take, transcribe and maintain minutes for the public record; maintain public meeting notices in
accordance with state law and other prescribed guidelines;
Prepare and maintain calendars for town activities and functions; schedule use of town-owned facilities;
Enter data into computer; verify statistical and other records for accuracy and completeness; enter and
retrieve sensitive and restricted information in the computer system;
Order office supplies and maintain inventory;
Retrieve and process daily mail;
Assist with special events as required;

Land Development (Zoning:
Assist Town Manager in administering the planning and zoning regulations within the Town;
provide direction and assistance to the public regarding zoning related matters; process and issue zoning
permits; ensure compliance with applicable laws and ordinances;
Administer fees for zoning permits, water and sewer connections, and other zoning-related matters;
Attend meetings and provides technical assistance to the Planning Commission and the Board of Zoning
Appeals;
Prepares the agenda for meetings, takes, transcribes, and maintains minutes.
Accounting and Safety:
Prepare and process purchase orders for the Town, and enter a variety of data related to this process into
the financial system;
Serve as backup to Treasurer for payroll, requires periodic processing of payroll;
Report Worker’s Compensation claims; assist employee with reporting claims; maintain records and
related information.
Maintain records and files related to inspection and maintenance of Town safety such as automated
external defibrillator (AED), first aid stations, fire extinguishers, smoke alarms, and strobes.
Other duties as assigned.
Knowledge, Skills and Abilities
Thorough knowledge of the principles underlying the laws, ordinances and regulations governing the
operations of the Town; thorough knowledge of the principles, methods and practices of accounting;
thorough knowledge of the Town’s Zoning Ordinances; thorough knowledge of modern business
management and office practices, procedures and equipment; thorough knowledge of correspondence and
report formatting and presentation is necessary; ability to read and interpret blueprints, site plans and
architectural designs and to ensure compliance with appropriate codes and ordinances; general knowledge
of legal procedures related to enforcement of laws and ordinances and regulations; ability to enforce
ordinances and regulations with firmness, tact and impartiality; ability to solve problems within scope of
responsibility; general knowledge of payroll terminology, methods, and procedures; ability to establish
and maintain effective working relationships with elected officials, associates, contractors, and the
general public.
Education and Experience
High school diploma or GED and significant experience in general office administration work, or
equivalent combination of education and experience. Working knowledge of the operations of local
government and land use planning is preferred.

Physical Requirements
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 25
pounds of force; work regularly requires sitting, speaking or hearing and using hands to finger, handle or
feel, frequently requires standing and walking and occasionally requires reaching with hands and arms
and repetitive motions; work has standard vision requirements; vocal communication is required for
expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information
at normal spoken word levels; work requires preparing and analyzing written or computer data, operating
motor vehicles or equipment and observing general surroundings and activities; work has no exposure to
environmental conditions; work is generally in a moderately noisy location (e.g. business office, light
traffic), with many interruptions.
Special Requirements
Valid driver’s license in the Commonwealth of Virginia
Notary public license in the Commonwealth of Virginia

TREASURER
Dept: Administration

FLSA Status: Exempt

General Definition of Work
Performs complex advanced financial and administrative work planning, organizing, managing, and
participating in the financial activities and financial reporting for the Town, managing billing and
collections operations, and related work as assigned. Primarily responsible for preparation and processing
of journal entries, and payroll and related activities. Supervision is exercised over accounting technician.
Treasurer is appointed by Town Council. Work is performed under the direction of the Town Manager.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
General Accounting
Plan, direct, and manage the general accounting functions of the Town in compliance with general
accepted accounting standards established by the Governmental Accounting Standards Board (GASB).
Supervision and direction exercised over accounts payable, procurement, revenue billing and collection,
and capital asset management functions, primary responsibility for general ledger/journal entries and
corrections;
Ability to process accounts payable and revenue billing and collection is absence of Accounting
Technician;
Prepare accounts receivable refunds and write-offs for approval by Town Manager;
Enter a variety of data related to general accounting operations (journal entries, etc.) into computer;
verifies data for accuracy and completeness; enter and retrieve sensitive and restricted information in the
computer system;
Responsible for maintenance and update of accounting system, including testing and installation of new
releases or modules;
Make recommendation to the Town Manager for the development of accounting policies, procedures, and
practices;
Direct, train, and inspect the work of personnel;
Assist the Town Manager with preparation of annual operating and capital improvement budgets and
capital improvement plan; prepare revenue estimates; review and prepare budget amendments, as
necessary;

Prepare financial reports for Town Manager and Town Council, as requested;
Collaborate with Town Manager to reconcile bank statements monthly and balance to general ledger;
Manage annual independent audit, schedule workflow; request audit-related information from other
departments; prepare required schedules, reports and work papers; review final report for accuracy before
final report issued;
Assist Town Manager and Council Finance Committee to oversee the investment of the Town’s idle
funds.
Oversees preparation of grant reimbursement requests and other required financial information to grantor
agencies.
Assist Town Manager to recommend property and liability insurance coverage.
Attends Town Council meetings, as directed.
Payroll
Primarily responsible to prepare and process payroll; upload payroll and tax information into banking
system; balance payroll and benefits accounts;
Maintain and update a variety of databases and required reporting documentation including
contractor/vendor, payroll, and Virginia Retirement System (VRS) database;
Prepare and distribute W2s, 1099s, and other Federal and State required forms;
Work with Town Manager and department head to conduct new employee orientation;
Serve as liaison for the employee health insurance and benefits programs;
Other duties as assigned.
Knowledge, Skills and Abilities
Comprehensive knowledge of general accepted accounting procedures governing municipal financial
practices and procedures; comprehensive knowledge of the principles and practices of budgeting;
thorough knowledge of the principles and practices of a municipal investment of funds; ability to evaluate
complex financial systems and efficiently formulate and install accounting methods, procedures, forms
and records; ability to analyze financial data and prepare informative financial reports; ability to plan,
organize, direct and evaluate the work of subordinate employees; ability to establish and maintain
effective working relationships with associates, consultants, auditors, elected and appointed officials and
the general public.
Education and Experience
High school diploma or GED and significant experience in general accounting practices required.
Bachelor’s with coursework in accounting, finance, or related field and considerable experience in

governmental fund accounting and finance administration including supervisory experience, or equivalent
combination of education and experience is preferred.
Physical Requirements
This work requires the occasional exertion of up to 10 pounds of force; work frequently sitting, speaking
or hearing and using hands to finger, handle or feel and occasionally requires standing, walking, climbing
or balancing, stooping, kneeling, crouching or crawling, reaching with hands and arms, pushing or
pulling, lifting and repetitive motions; work requires close vision and ability to adjust focus; vocal
communication is required for expressing or exchanging ideas by means of the spoken word and
conveying detailed or important instructions to others accurately, loudly or quickly; hearing is required to
perceive information at normal spoken word levels and to receive detailed information through oral
communications and/or to make fine distinctions in sound; work requires preparing and analyzing written
or computer data, operating motor vehicles or equipment and observing general surroundings and
activities; work has no exposure to environmental conditions; work is generally in a moderately noisy
location (e.g. business office, light traffic).
Special Requirements
Required to meet bonding requirements established in the Code of Virginia for Treasurer.

TOWN MANAGER
Dept: Administration

FLSA Status: Exempt

General Definition of Work
Serves as the administrative head of the Town. Performs complex executive work directing daily
operational activities and administration of Town, ensuring professional administration of Town affairs,
implementing Town ordinances, regulations and policies, preparing reports, and related work as apparent
or assigned by Town Council. Work involves recommending policies and goals to Town Council.
Organizational supervision is exercised over all departments and personnel within the organization.
Serves at the pleasure of Council.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to perform
the essential functions.
Essential Functions
Oversee and manage the day-to-day operations of the Town; manages major projects and performs
contract and certification administration on behalf of the Town;

See that all ordinances, resolutions, directives and orders of the Town Council and all laws of the
Commonwealth required to be enforced through the Town subject to the control of the Council
are faithfully executed;
Make reports to the Council from time to time as required or deemed advisable upon the affairs
of the Town;
Receive reports from and give direction to department heads and employees;
Submit to the Town Council a proposed annual budget, in accordance with general law, and with
recommendations;
Execute the budget as adopted by the Council;
Keep the Town Council advised on the locality's financial condition and its future financial
needs;
Appoint all officers and employees of the locality, except those designated in the Town Charter
as appointed by Town Council; may authorize a department head to appoint subordinates;
Serve as Zoning Administrator; administer planning and zoning regulations; provide direction and
assistance to the public regarding zoning related matters; ensure compliance with applicable laws and
ordinances; attend Planning Commission meetings;

Serve as public information officer for the Town; engage citizens; receive, research, and respond to
citizen and media inquiries;
Serve as purchasing agent, responsible for compliance with Town’s procurement policy;
Serve as risk management coordinator; plan, implement, and coordinate safety programs and training;
develop loss control policies for recommendation to Council, and ensures compliance with safety
procedures;

Perform such other duties as may be prescribed by the Town Council.
Knowledge, Skills and Abilities
Comprehensive knowledge of the principles and practices of public administration; comprehensive
knowledge of municipal finance practices, human resources, public works, public safety and community
development; comprehensive knowledge of the laws, ordinances and regulations underlying a municipal
corporation; ability to prepare and present complex and concise reports, memoranda, directives and
letters; ability to analyze complex problems and develop comprehensive plans; ability to interpret Town
and State ordinances and codes, contracts, plan specifications, maps and surveys, personnel manuals,
deeds, easements and other legal documents; ability to meet the public and discuss and resolve inquiries
and complaints; ability to coordinate the work of a local government; ability to establish and maintain
effective working relationships with associates, elected and other government officials, and the general
public.
Education and Experience
Bachelor's degree with coursework in business management, political science, public administration, or
related field and extensive experience in local government in a leadership role, or equivalent combination
of education and experience. Master’s degree in related field is preferred.
Physical Requirements
This work requires the regular exertion of up to 10 pounds of force and occasional exertion of up to 25
pounds of force; work regularly requires speaking or hearing and using hands to finger, handle or feel,
frequently requires walking and sitting and occasionally requires standing, reaching with hands and arms,
pushing or pulling, lifting and repetitive motions; work has standard vision requirements; vocal
communication is required for expressing or exchanging ideas by means of the spoken word and
conveying detailed or important instructions to others accurately, loudly or quickly; hearing is required to
perceive information at normal spoken word levels and to receive detailed information through oral
communications and/or to make fine distinctions in sound; work requires preparing and analyzing written
or computer data, using of measuring devices, operating motor vehicles or equipment and observing
general surroundings and activities; work occasionally requires exposure to outdoor weather conditions;
work is generally in a moderately noisy location (e.g. business office, light traffic).
Special Requirements
Valid driver's license in the State of Virginia.

On a motion by Council member Justis, seconded by Council member Sterling, and carried by a
vote of 5 to 0, voting recorded as follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE;
RAYNES – AYE; KOHL – AYE, to approve the updated personnel handbook.

INTRODUCTION

Welcome

Welcome to Town of Grottoes!
Each employee’s job is important to the Town’s continued growth and prosperity. We are all
working toward a common goal, to build a stronger and better organization. By working together,
we better serve the citizens of the Town of Grottoes.
The Mayor, Council and Town management believe it to be our responsibility to keep you
accurately informed of the Town’s policies and procedures. This Handbook is a summary of the
Town’s principles and the benefits offered, and the obligations you assume as an employee.
Please read this Handbook carefully and keep it for reference. If you have any questions
concerning the policies or benefits outlined in this handbook, please ask your supervisor,
department head or direct your questions to the Town Manager.
It is a pleasure to welcome new employees and to extend best wishes for success as your career
becomes part of the growth and progress of the Town. We are sincerely proud to have you as a
member of our team.
Sincerely,

Jo Plaster
Mayor

Chapter 1
1.1. Objectives and Administration
1.2 Objectives and Scope
.
The objectives of the Town’s Personnel Management System are to:
A. Provide a clear statement of policies, rules, regulations, and standards governing the conduct
of all Town employees and the Town Council regarding personnel practices and policies.
B. Provide a definition of rights and procedures regulating personnel actions of the Town and its
employees.
C. Define the rights and responsibilities of Town employees who are not otherwise exempted
from these policies.
D. Establish and maintain a sound salary structure that will attract and retain qualified
employees.
E. Establish and maintain salary ranges that will assure internal equity of compensation based
on systematic evaluation of each job.
F. Maintain the salary structure in a proper relationship with competitive pay practices in the
local labor market in which the Town competes.
G. Assure each Town employee a performance and salary review at specified intervals.
H. Provide an effective control of salary payments on a uniform basis.
1.3 Authority. The Town Council is empowered by its Charter and within the Virginia Code to
establish departments, employ personnel and set salaries. These regulations are intended to cover
all facets of the Town’s Personnel Management System in accordance with that grant of
authority. It is recognized that such authority has been delegated to the Town Manager.
1.4 General Principles
A. The Personnel Handbook of the Town of Grottoes will contain policies and procedures
governing employees. It will state the Town’s policies and procedures to be followed
regarding employment, promotion, demotion, dismissal, and any other actions dealing with
personnel.
B. It is the fundamental policy of the Town of Grottoes that a fair and uniform personnel
management system be established for its employees to ensure the most effective provision
of services to the citizens of the community. It shall be the policy of the Town that:

1. Employment shall be based on merit and fitness, without regard to age, sex, race,
religion, political affiliation, disability, or national origin.
2. Just and equitable compensation, benefits, and incentives and conditions of
employment shall be established and maintained.
3. The pay for each position shall be determined based on the duties and responsibilities
of the position. Employee performance shall be a major factor in determining salary
adjustments and increases.
1.5 Rules
A. Applicability of Rules. The rules, regulations and other administrative provisions established
herein shall apply to all employees of the Town. The Town Manager has the authority to take
appropriate action in dealing with cases of violation of the established rules. The
responsibility and authority for the enforcement and administration of the rules and
regulations set forth herein are delegated to the Town Manager.
B. Dissemination of Rules. The Town Manager will make public complete copies of all rules and
changes thereto within thirty days of approval by Town Council. Each Town employee shall
receive a copy of the plan, and updates thereto, within thirty (30) days of approval by Town
Council.
C. Interpretation. These regulations are intended to cover most personnel issues and actions for
which the Town Manager is responsible. Those not specifically covered shall be interpreted
by the Town Manager in keeping with the intent of these regulations.
D. Amendments. This Personnel Policy and Procedures Manual may be amended by action of
the Town Council.
1.6 Disclaimer. This handbook is your guide to the Town’s personnel policies, procedures, and
benefits. It should be kept available for easy reference and periodic review. This is NOT a
contract of employment, either expressed or implied, nor is it intended to cover everything. The
Town reserves the right to make changes in content or application, changes in benefits and
conditions of employment as it deems appropriate. Nothing in this Personnel Handbook changes
the Town’s employment-at-will relationship with its employees.

Chapter 2
Equal Employment Opportunity

2.1. Policy. It is the policy of the Town of Grottoes to provide equal opportunity in employment
and advancement, and to administer its employment policies without regard to race, color,

religion, sex, age, national origin, political affiliation, or disability. This policy will prevail
throughout every aspect of employment practices including, but not limited to the following:
A. Recruiting, hiring, and promoting in all job classifications without regard to race, color,
religion, sex, age, national origin, political affiliation, or disability, except where age can be
demonstrated as a bona fide occupational qualification.
B. Each decision to hire or promote shall be based solely upon the individual’s qualifications for
the position.
C. All other personnel actions such as compensation, benefits, transfers, layoffs, returns from
layoffs, education, social and recreation programs, will be administered without regard to
race, color, religion, sex, age, national origin, political affiliation, or disability.
2.2. Accommodating Individuals with Disabilities. The Town provides equal employment
opportunities to qualified individuals with disabilities. Reasonable accommodations will be
provided to a qualified employee or applicant with a disability when that employee or applicant
requests an accommodation. A qualified employee or applicant is one able to perform the
essential functions of the job either with or without accommodation. A request for an
accommodation may be denied if the accommodation is not shown to be effective, places an
undue burden of the Town, or if the employee poses a direct threat to health and safety of the
employee or others.
Chapter 3
Appointments
3.1. Qualifications for Appointment
A. Open Positions. All positions shall be open to all individuals who meet the minimum
requirements for the position. The recruitment objective is to obtain well-qualified
applicants for each vacancy, and selection shall be based on the best-qualified person
available at the salary offered for the position. First, consideration is to be given to a current
employee if qualified for the position, and if the placement best serves the needs of the
Town.

B. Identification. Applicants for employment must complete a town application or submit a
resume and provide references. Applicants will be interviewed by appropriate Town
management and staff. Applicants may be requested to provide a waiver to the Town
allowing a criminal background check, including being fingerprinted if necessary. Further, if
the employee will be required to use a Town vehicle in the performance on his or her duties,
the applicant’s driving record will be checked.

C. Physical Standards. All employees and applicants must be able to demonstrate that they are
physically able to perform the necessary job duties for any position. The Town will, as

described in Chapter 2 of this Personnel Manual, provide reasonable accommodations for
disabilities.
D. Employment of Relatives. The Town does not prohibit the employment of immediate
relatives; however, in no case shall the employment of an immediate relative of an employee
result in the new hire supervising the relative or being subordinate to the current employee.

E. Introductory Period. All new full-time and part-time employees serve a (12) month
introductory period. During this period, the employee must show capability and willingness
to perform the job satisfactorily. At the end of the introductory period the employee will be
evaluated to determine satisfactory performance. If satisfactory performance is attained the
employee will be entitled to all benefits of non-introductory status, including the utilization
of the grievance procedure. If satisfactory performance is not attained, the Town may either
terminate the employee’s employment or extend the introductory period for an additional (3)
three months. In establishing an introductory period, the Town does not abrogate or modify
in any way the employment-at-will status that applies to its employment relationship with all
employees.
3.2. Applying for Positions
A. Form of Application. All applicants must submit the Town’s employment application, with all
other documents submitted as described in the vacancy advertisement.
B. Application Process. The Town will adhere to the following regulations concerning
application forms from prospective applicants:
1. All employment applications will remain on an active file status for six (6)
months after receipt of application.
2. When the applicant has an active application with the Town, it is his/her
responsibility to request the Town in writing to include the application for
consideration for the position to be filled.
3. Vacancies should unless otherwise determined be advertised for a minimum
period of two weeks.
4. If after advertisement no applicant is chosen, the vacancy should be readvertised.
C. Criminal Background Check Policy. Where determined by the Town as necessary for the
performance of the job to be filled, and prior to employment, an applicant may be required to
authorize a Virginia State Police Criminal Background check, to include a Criminal History
Record Check and Sex Offender and Crimes Against Minors Registry Search. Employment
is contingent on receipt of a Criminal Background Check satisfactory to the Town.

D. Hiring of Felons and Misdemeanants. It shall be the policy of the Town to employ individuals
without a criminal record. However, for certain job positions, the hiring of persons
previously convicted of felony or misdemeanor offenses may be allowed upon approval of
the Town Manager with the consent of the Personnel committee.
3.3 Selection Process
A. Recommendations and Appointments. The Town Manager shall have the authority to hire any
employee other than those employees appointed by Council as established in the Town
Charter. The Town Manager shall consult with the Personnel Committee in the appointment
of persons to fill department head positions. The final decision on the appointment of
department heads shall be made by the Town Manager.
Appointments shall be made based on ability, training, and experience without regard to age,
race, religion, sex, national origin, disability, or political affiliation.
B. Form of Interview. Final interviews shall be conducted in person. The same list of questions
shall be used for each applicant. Questions may be changed for subsequent interviews for
new vacancies in a similar position.
C. Steps in the Selection Process. The steps in the selection process shall be followed in the order
as they appear here:
1. Review and screening of all employment application forms by the Department
Head.
2. Scheduling of interviewees shall be done by the Department Head or the Town
Manager.
3. Employment interview. The Town Manager and Department Head shall
conduct interviews.
4. The Town Manager or department head shall be responsible to ensure that
references provided by the applicant are checked prior to an offer for
employment.
5. If the position to be filled is for a department head position, the Town Manager
shall consult with the Personnel Committee prior to making a decision to make an
offer to an applicant.
6. The Town Manager shall make the final decision to hire any employee except
those appointment by Town Council is required by the Town Charter.

Chapter 4
Position Types and FLSA Classifications
4.1. Employment Types
A. Full-time employee is an employee appointed to a position that requires the person to
regularly work 8 or more hours per day, or 40 or more hours per week.
B. Part-time employee is an employee appointed to a position that requires the person regularly
work less than 40 hours per week, and less than 1560 hours per year. Part-time employees
are not eligible for benefits other than those provided under the law.
C. Temporary employee is an employee appointed to a position for a temporary period, lasting
no longer than 12 months. Temporary employees are not eligible for benefits other than
those provided under the law.
4.2 Position Classifications. The Town’s employment positions are FLSA classified in the
following manners:
A. Exempt-Executive:
1. Town Manager
2. Police Chief
3. Public Works Director
4. Recreation and Tourism Director
B. Exempt-Administrative:
1. Town Treasurer
C. Non-exempt
1. Assistant to Town Manager
2. Police Sergeant
3. Police Officer
4. Wastewater Treatment Plant Operator
5. Public Works Crew Leader
6. Lead Maintenance Technician
7. Maintenance Technician
8. Accounting Technician
9. Administrative Assistant
10. Recreation and Tourism Assistant
11. Lead Tour Guide
12. Tour Guide
13. Pool Manager
14. Head Lifeguard
15. Lifeguard

Chapter 5
Transfer, Demotion, Layoff, Resignation, and Dismissal
5.1. Transfers. The Town Manager has the authority to transfer employees as necessary in the
best interest of the Town. The pay of an employee transferred to another position within the
same salary range shall remain unchanged.
5.2 Demotions. The Town Manager has the authority to demote any employee, other than those
appointed by Town Council in accordance with the Town Charter. The pay of an employee
demoted to a position of lower grade shall be
reduced by no more than 10% below the present salary and within the new salary classification.
The Personnel Committee shall review and approve a reduction in pay of greater than 10%.
5.3. Layoffs.
A. The order of layoff is hereby declared to be as follows:
1. Temporary employees
2. Part-time employees
3. Full-time employees
B. Within each of the above three categories the order of layoff will be based on performance
evaluations(s), level of training and length of service. Layoffs in each department will begin
with the lowest rank increasing to highest rank.
C. Employees subject to layoff will be provided with a written two weeks’ notice, or at the
discretion of the Town Council be paid the two weeks’ notice and released immediately.
5.4 Reemployment Rights. Preference will be given to regular full-time employees who have
been laid off in the event vacancies occur, or the Town Council determines to increase the work
force, in a position(s) of equal or lower classification in the same department, provided the
employee is qualified to complete the duties required. The employee’s salary rate for reemployment will be subject to their new position and current pay scales. If an employee is laid
off and reinstated within a 12-month period to the same position, the previous salary will be
reinstated.
5.5 Resignation
A. An employee who resigns from Town service is expected to give at least two weeks written
notice. Persons in a department head position are expected to give at least four weeks written
notice. The notice shall include the employee’s last date of work.
Employees are expected to work during the notice period. Vacation leave, and compensatory
time, if applicable, are not to be used during the notice period, including time off approved
prior to the resignation. If an employee is sick and needs to use leave during the notice

period, the employee shall furnish the Town Manager with a written statement from his/her
physician indicating the nature of the employee’s condition and the approximate anticipated
date of medical release by the physician.
5.6 Dismissal. The Town Manager has the authority to dismiss any employee, other than those
appointed by Town Council in accordance with the Town Charter. Employees serve “at-will”,
meaning that the employee can be dismissed with or without reason.
5.7 Final Settlement
A. When an employee leaves employment with the Town, the employee will be paid for all work
completed and leave in lump sum at the next regular pay-day.
B. Unused vacation leave will be paid in accordance with Chapter 13 of this handbook.
C. Sick leave pay-out is available to employees who are retiring from the Town who meet the
service requirements stipulated in Chapter 13. See this Chapter 13 for accrual and pay-out
rates.
Chapter 6
Outside Employment
6.1. Policy
A. The Town expects all full-time employees to be 100% committed to his or her job. The
employee must obtain written permission from the Town Manager to seek outside
employment.
B. If permission is granted and the employee’s performance is adversely affected, the employee
will be required to leave their secondary employment.
C. Secondary employment may not create a conflict of interest. The Town Manager shall make
a determination if secondary employment creates such conflict.
Chapter 7
Performance Evaluation
7.1. Policy. The Town Manager shall maintain an employee performance evaluation system to be
used for the annual evaluation of employee performance. Evaluations are to be completed in a
non-biased manner and provide a comprehensive review of the employee’s performance.
7.2. Purpose. The employee performance evaluation is a tool to inform employees about how
well they are performing their work and how they may be able to improve their work
performance. Job descriptions should be reviewed during this process to determine accuracy.

Performance may be used as basis for training and promotion, and for demotion, transfer, or
dismissal, and as a factor in determining order of layoff.
7.3 Frequency. All employees shall be evaluated once per calendar year. All introductory
employees are to be evaluated at six months, and at the end of the introductory period (12
months).
7.4 Review. Each employee shall have the opportunity to review the evaluation with the person
who did the evaluation, and to provide written comments on the evaluation. Evaluations may be
appealed to the Town Manager.
Chapter 8
Pay Plan
8.1. Pay Plan and Rates
A. The Town Manager shall annually, consistent in timing with the adoption of the annual
budget, prepare a pay plan for review by the Personnel Committee and approval of the Town
Council. The pay plan shall consist of a schedule listing the title for each approved position
and a pay range based on annual compensation.
In developing the recommendation, the Town Manager shall evaluate prevailing rates for
comparable work in public and relevant private sector entities, the cost of living, duties and
responsibilities of the position, and the Town’s financial condition.
B. Adoption of the annual budget by the Town Council shall constitute approval of the plan.
C. The Town Manager shall be responsible for administering the pay plan.
8.2 Pay Schedule
A. New Hires. The Town Manager shall determine the starting rate for all new employees within
the pay range established for the position by the Town Council based upon education and
prior work experience that is directly relevant to the job requirements of the position.
B. Promotions. If an employee is promoted, the Town Manager shall set the new pay rate after a
review of the pay scale of the position. Promotions must be funded within the current budget
approved by the Town Council.
C. Reinstatement / Reemployment. An employee reinstated or re-employed shall be paid at a rate
within the approved pay range for the position employed.
D. Part-time Employment. Pay rates for part-time employment shall be at a rate determined by
the Town Manager within the pay range established for the position and consistent with
budgeted amounts.

8.3 Pay Raises.
A. Cost of Living Adjustment (COLA). The Town Manager shall, during the budget process,
recommend to Town Council a COLA increase, if any, for Town employees. COLA
increases, when approved, are effective July 1 of each year.
B. Merit. The Town Council recognizes and appreciates employees who take value in their work
and consistently contribute over and above expectations. Each year, after completion of
performance evaluations, the Town Manager may recommend to the Personnel Committee
merit adjustments. Adjustments approved by the Personnel Committee are included in the
proposed fiscal year budget for consideration by Council. Merit increases may be of any
amount however must fall within the pay range for the position and be funded within the
proposed budget.
C. Bonuses. The Town Council may award bonuses to employees. Bonuses are not a guaranteed
and are not subject to yearly consideration. Bonuses may vary by employee and performance
will be considered when awarding bonuses.
8.4 Payroll Procedure and Schedule.
A. Timesheets.
1. Employees regardless of classification are required to report their time for
payroll purposes in a form required by the Town. The employee shall report
actual work hours and any leave time taken. The employee and their immediate
supervisor should sign the employee’s time sheet.
2. Late submission of a timesheet may result in a delay in pay until the next
scheduled pay day.
B. Distribution. All employees are paid bi-weekly on the Wednesday following the end of a biweekly cycle. The pay week runs Sunday through Saturday. Direct deposit is mandatory for all
employees.
8.5 Overtime / Compensatory time
A. Non-exempt employees, other than law enforcement, receive overtime at a rate of 1 ½ times
the employee’s regular pay rate for all hours worked over 40 in the normal work week.
B. In accordance with the FLSA, police officers work a schedule of 84 hours in a two-week
period. The regular pay rate established for such employees is based on 2,184 hours per
year. Time worked over 84 hours in the two-week period will be paid at 1 ½ times the
employee’s regular rate of pay.
C. At the discretion of the department head and approval from the Town Manager,
compensatory time off at the rate of 1 ½ times may be granted in lieu of overtime pay for

hours worked in excess of the normal work week. Accrued compensatory time may not
exceed 160 hours and must be used within the calendar year. Unused compensation time will
be paid at the rate when earned.
D. Part-time employees who work a holiday in which the Town office is closed will be paid at 1
½ times the employees hourly pay rate regardless of the number of hours worked during the
week.
E. Exempt employees are eligible to receive compensation or accrued leave for hours worked
over a 40-hour week and will receive full pay for the work week if they work any portion of
it. Exempt employees are not required to use vacation or sick leave for missing less than a
day’s work. This policy does not excuse absenteeism. Exempt employees are expected to be
present at work each workday unless vacation or sick leave is used or have been approved to
take compensatory time. Exempt employees are expected to be present for the entire
workday. In the event an exempt employee works more than (40) hours in a work week, the
employee’s supervisor may, but is under no obligation, allow the employee to take
compensatory time within a reasonable period. The use of the compensatory time may not
unduly disrupt the operations of the Town. Excessive tardiness or failure to work a full day
on a regular basis may result in disciplinary action.
8.6 Employee Recognition and Advancement Program. The Town encourages employees to
better themselves through education. Employees who acquire degrees, licensure, or certifications
that directly benefit the Town may be considered for a pay increase. Increases will be reviewed
on a case-by-case basis. Increase amounts will be subject to the amount of work to obtain the
degree, licensure, or certification, and the importance of such acquired skill to the Town’s
operation. Employees who have unsatisfactory performance evaluations are not eligible for this
program.
Chapter 9
Hours of Operation
9.1. Policy. Town offices shall generally be open as follows:
A. Town Administration Office– 8:00 a.m. to 5:00 p.m.; Monday through Friday. Office staff
work a rotating schedule for opening and closing.
B. Public Works – 7:00 a.m. to 3:30 p.m.; Monday through Friday.
C. Sewer Treatment Plant – Schedule will vary due to operation of plant.
D. Grand Caverns
1. The Park is open from Dawn to Dusk.

2. Business hours are 9 a.m. to 5 p.m. (April 1st – October 31st) and 10 a.m. to 4
p.m. (November 1st – March 31st).
3. Full-time employees work a varying minimum 40-hour flexible schedule due to
the nature of a 7 day a week operation.
E. Police Department – The office hours of the Police Department vary based on the schedule of
the administrative assistant. Patrol officers work a “2 days on 3 days off, 2 days on 2 days
off, 3 days on 2 days off” schedule, and rotate between day shift and night shift each two
weeks. The schedule may change upon recommendation of the Chief and approval of the
Town Manager. If the Police Department is not open to the public, a number is posted for
citizens to contact the Harrisonburg-Rockingham Emergency Communications Center to
speak with the on-duty officer.
Chapter 10
Harassment
10.1. Policy. The Town believes that all employees must be afforded the opportunity to work in
an environment free of harassment based on your race, color, religion, sex, age, national origin,
disability, military, or marital status.
10.2 Definition. Harassment is verbal or physical conduct that denigrates or shows hostility or
aversion toward one because of one’s race, color, religion, gender, sex, age, national origin, or
disability or that of your relatives, friends, or associates, that:
A. Has the purpose or effect of creating an intimidating, hostile, or offensive work environment,
B. Has the purpose or effect of unreasonably interfering with your work performance,
C. Otherwise adversely affects your employment opportunities.
10.3 Sexual Harassment. The following are guidelines concerning sexual harassment set forth
by the Equal Employment Opportunity Commission. The Town has adopted these guidelines.
A. Sexual harassment includes:
1. Unwelcome sexual advances,
2. Request for sexual favors,
3. Other verbal or physical conduct of a sexual nature.
B. Such action constitutes sexual harassment when:

1. Submission to such conduct is made explicitly or implicitly a term of an
employee’s employment,
2. Submission to or rejection of such conduct by an employee is used as the basis
for employment decisions affecting such employee,
3. Such conduct has the purpose or effect of unreasonably interfering with an
employee’s work performance, or creating an intimidating, hostile or offensive
working environment.
C. No supervisor or coworker shall intimate either explicitly or implicitly that an employee’s
submission to or rejection of sexual advances will in any way influence any personnel
decisions regarding that employee’s employment, evaluation, wages, advancement, assigned
duties, shifts, or any other conditions of employment.
D. Examples of sexual harassment include:
1. Physical assaults.
2. Subtle or overt pressures or direct requests for sexual favors.
3. Inappropriate displays of sexually suggestive objects or pictures.
4. A pattern of unwelcome conduct of a sexual nature that would be offensive to a
reasonable person such as unnecessary touching, abusive or demeaning language
or gestures (including remarks about another’s clothing, body or body
movements, or sexual activities), or sexually oriented kidding, bantering, or jokes.
10.4 Reporting of Violations
A. An employee who believes that this policy is being violated should:
1. Inform the offending person(s) that the conduct is unwelcome.
2. Report it immediately to the employee’s supervisor or the Town Manager
3. If the employee is not comfortable addressing the situation with the offending
person, they may go directly to their supervisor or Town Manager.
4. A supervisor who receives the complaint shall promptly inform the Town
Manager.
B. If the Town Manager is the complainant or person engaged in the violation of this policy, the
employee should report the violation to the Mayor.
C. The claim should be made in writing if possible, and always include at least the following:

1. Employee’s Name.
2. The name of the accused.
3. The specific nature of the sexual harassment.
4. How long the harassment has occurred.
5. Any employment action taken against the complainant, to include demotion,
failure to promote, dismissal, refusal to hire, transfer, etc.
6. Witnesses to the harassment, if any.
7. Whether the employee had ever reported such harassment before, and if so,
when and to whom.
8. Any other information that is pertinent to the claim.
10.5 Harassment Additional
A. An employee who is reporting a harassment or sexual harassment claim should do so with no
fear of reprisal or retaliation.
B. Prohibitions contained in this policy do not only adhere to employees. If an employee feels a
person other than an employee in connection with the operations of the Town has violated
this policy, the employee should follow the procedures in this policy.
Chapter 11
Personnel Files
11.1 Purpose. The purpose of this policy is to establish an official personnel file and to provide
a procedure governing the access, dissemination and purging of information contained within
this file.
11.2. Policy. The official personnel file shall be defined as the employment file containing
personal information relevant to the individual’s employment which is maintained by the Town
Manager’s Office. The official personnel file shall be the only file considered official and
complete in matters related to wage and salary, employee selection, and employee relations.
Information pertaining to all aspect of employment shall be contained within the file.
Matters pertaining to any record related to the health of an employee (official health record) shall
be maintained in a separate file. Official health records shall be separate from the official
employee personnel file and shall be kept in a locked file that includes only such records.

11.3. Access
A. The access, dissemination, and purging of information contained within the file shall be in
accordance with the Privacy Protection Act of 1976, as amended.
B. The following individuals are designated to have access to personnel files:
1. Town Manager
2. Treasurer
3. The members of any Grievance Panel
4. The Virginia Employment Commission Unemployment Compensation
Division
5. Federal, state, or local law enforcement agencies during the investigation of a
violation or potential violation of the law
6. Mayor.
C. The following individuals shall be designated as having limited access to personnel files:
1. An employee or former employee shall have regular access to their own
personnel file after having satisfactorily demonstrated their identity.
2. Department heads and immediate supervisors shall have regular access to the
official files of employees under their authority only.
D. Access to health records shall be only as permitted under Health Insurance Privacy and
Protection Act (HIPPA) regulations.
11.4 Review of official personnel file. Official personnel files shall be stored in a locket cabinet
and shall be reviewed only in the presence of the Town Manager or Town Treasurer.
Chapter 12
Benefits
12.1. Group Health Insurance
A. Group health insurance is provided as a benefit to full-time employees who request coverage.
Town Council determines the amount, if any, the Town contributes to the cost of the plan.
The percentages listed in this plan are those currently paid but could change in the future.

B. The Town pays 100 % of the cost for employee-only coverage.
C. For those employees electing to purchase a spouse, dependent or family plan, the Town pays
20% of the difference between cost of the employee coverage and the selected plan.
D. The Consolidated Omnibus Budget Reconciliation Act (COBRA). COBRA is a Federal law
mandating coverage for employees and those included on their health insurance plan beyond
the date when they would normally be ineligible for coverage. Qualifying events include:
1. Employees Resignation
2.Termination
3.Lay-off
4.Reduction of hours to part-time status
5.Divorce or legal separation
6.Death
For more information on COBRA benefits please contact the Treasurer.
12.2 Pension Benefits
A. Pension benefits are provided through the Virginia Retirement System (VRS). This benefit is
provided for all full-time employees.
B. Employees are required to contribute 5% of the annual compensation for this benefit. The
Town contributes an additional amount on behalf of the employee as defined by the VRS.
C. For more information regarding the Virginia Retirement System please contact the Treasurer.
12.3. Life Insurance
A. Life insurance is provided for full-time employees through the Virginia Retirement System
life Insurance program. The benefit amount for employees is based on the annual
compensation.
B. The Town pays 100% of the premium.
C. The employee purchase additional coverage, including coverage for family members. The
cost of such additional insurance is paid 100% by the employee.
12.4. Unemployment Compensation. If an employee is laid off or terminated, he or she may
apply for unemployment compensation. Contact the Virginia Employment Commission at
http://www.vec.virginia.gov/ for more information. The Commission determines an employee’s
eligibility, which depends on such factors as length of employment, reason for separation, and
salary earned.

12.5. Leave of Absence. Benefits such as vacation, sick, compensation, and holiday time can be
found in Chapter 13 - Leave of Absence.
12.6 Grand Caverns and Mountain View Park Benefits
Program / Merchandise

Grand Caverns Tour

Full / Part-time Employees / Elected
Officials
No charge to employee or elected official, one
free group tour per year to include immediate
family members

No charge to employee or elected official.
One tour per year granted to immediate family
members at 50% cost.

Fountain Cave Adventure Tours

No charge to employee or elected official.
Immediate family eligible for family pass of 4
at 50% cost. Additional charges for extra
members at 50% cost.

Swimming Pool Use
Pool Party rentals may be granted once per
year at 50% cost.

Gift Shop Merchandise

Park Shelter Rentals

20% discount on all items, excluding
drinks/food and commission items

Two Shelter rentals per year granted to
employees and elected officials.

* Employee or Elected official must be present for Grand Caverns Tour, Fountain Cave tour, to
purchase a pool pass, to receive a gift shop discount, or to reserve shelters.

* Immediate family members for discounts include spouse, parent, son, daughter, brother, sister,
grandparent, grandchild, stepchild, guardian, and the same relatives of the current active spouse.
12.7 Cellular telephones. Cellular telephones are provided as approved by the Town Manager.
12.8 Educational Assistance. If funding is available in the Town budget, and after obtaining
approval in advance from the Town Manager, an employee may be reimbursed for up to 100% of
the cost of books, fees and tuition for courses that directly benefit the Town. A letter grade of
“C” or better is required to receive reimbursement unless it is approved in advance for the
employee to take a class on an audit or non-credit basis. Only full-time employees are eligible
for tuition assistance.
Chapter 13
Leave of Absence
13.1. Vacation Leave
A. Full-time employees receive paid vacation leave which can be taken for any purpose. Except
in cases of illness or emergency, annual leave must be approved by the employee’s
supervisor in advance. Vacation leave is earned based on the following schedule:
Years of Service

Monthly Rate

Yearly Accrual

Maximum Yearly
Carry-over

0 up to 5

8

96

144

6 up to 10

10

120

180

11 up to 15

12

144

216

16 up to 20

14

168

252

21 or more

16

192

288

B. The maximum number of hours accrued for vacation leave that may be carried over at the end
of each calendar year or at the date of the employee’s termination of employment, may not
exceed one and a half the amount that may be accrued in a year. In no event may an
employee use more vacation leave than has been accrued.
C. The total record of employment in government service in Virginia may be used in determining
the rate of vacation leave accrual when an employee is hired.

D. When employment ends, the former employee will be paid for all unused vacation leave up to
the maximum yearly amount allowed for his or her years of service. In the event of a death
of the employee, the employee’s estate will be paid for accumulated vacation leave.
E. Vacation leave balances for employees who move from one department to another, or
employees who were promoted to a different position in the same department, will have the
vacation leave balances transferred.
F. Employees who received compensatory time must use all compensatory time before vacation
leave may be used.
G. The use of 10 or more consecutive vacation days must be approved in advance by the Town
Manager.
13.2. Sick Leave
A. An employee may use sick leave when unable to work the required number of hours in the
workweek due to illness, injury, death in the immediate family, health problems, pregnancy,
and childbirth. Employees may also use sick leave for medical appointments that cannot be
scheduled outside work hours. Employees must notify their immediate supervisor as soon as
possible to request the use of sick leave.
B. A physician’s certificate may be required by a department head or immediate supervisor at
any time as evidence of illness or scheduled medical appointment before compensation for
sick leave is granted.
C. When it becomes evident an employee is unable to work for an extended period (three (3) or
more consecutive working days), the employee must furnish the department head or
supervisor with a written statement from his/her physician. This statement shall include the:
1. Nature of the employee’s condition.
2. Expected date on which the employee will be able to return and perform
normal work duties (in cases where applicable); and
3. Approximate anticipated date of medical release by the physician.
D. The above medical statement shall also apply when an employee is unable to work for an
illness in their immediate family. An immediate family member shall be defined as spouse,
parent, stepparent, child, stepchild, grandchild, sibling, stepsibling, and any relative living in
the employee’s home or has guardianship over.
E. Employees on approved sick leave will be paid at the regular rate not to exceed 40 hours per
week.
F, Employees who receive compensatory time must use compensatory time before sick leave is
used.

G. Upon retirement, employees employed for a minimum of five (5) years of continuous
employment with the Town are eligible to receive a lump sum payment of accrued unused
sick leave hours. The lump sum payment is based on twenty-five (25) percent of the accrued
unused sick days up to a maximum amount based on the number of years of service an
individual has with the Town, as follows:
Years of service

Maximum Payment

5 up to 10

$750.00

10 up to 15

$2,000.00

15 up to 20

$3,500.00

20 or more

$5,000.00

13.3. Court Leave
A. An employee’s absence from work for jury duty or for attending court in a non-official
capacity as a witness shall be defined as “court leave”. Only full-time employees are eligible
for court leave.
B. Court leave must be approved in advance by the Town Manager or Department head. The
employee requesting the use of court leave must present a copy of the official summons for
jury duty or witness service. Any employee appearing in court either as a defendant or
plaintiff in a case is not eligible for court leave.
C. Leave eligible employees shall be given time off with pay without a reduction to any form of
accrued leave.
13.4. Military Leave
A. Military leave of absence is granted to employees absent from work because of service in the
U.S. Uniformed Services, in accordance with the Uniformed Services Employment and
Reemployment Rights Act (USERRA). Advanced notice of military service is required
unless military necessity prevents such notice or is otherwise impossible or unreasonable.
B. An employee who is a member of the reserves force or the armed services of the United
States, National Guard, or Naval Militia is entitled to a leave of absence without loss of
accumulated leave or regular salary on all days when the employee is attending required
training. The Town will grant up to fifteen (15) days of military training leave per calendar
year. The leave will not count against accumulated annual leave. The employee will be paid
his or her normal earnings while on leave, in addition to his military pay as an incentive for
such military service.

C. When relieved from such duty, an employee shall be restored to the position held when
ordered to duty. If the office or position has been abolished or otherwise has ceased to exist
during such leave of absence, the employee shall be reinstated in a position of like seniority,
status and pay, if the position exists, or in a comparable vacant position for which they are
qualified.
D. The Town Manager shall be presented a copy of the employee’s orders prior to the effective
day of leave if the employee is to utilize military leave. The military leave policy does not
apply to periodic weekend drills or attendance at military schools.
13.5. Absence Without Leave
A. Absence without leave is defined as an absence from regular scheduled work hours without
approval of the employee’s immediate supervisor or department head. The failure to report
to work at the end of an authorized leave is also considered an absence without leave. Any
absence without leave without adequate reason why the employee failed to obtain approval
will be treated as an absence without pay. Any absence without leave may be subject to
disciplinary action, up to and including termination of employment.
B. Any employee absent without leave for three or more consecutive workdays shall be subject
to immediate dismissal.
13.6. Unpaid Leave of Absence
A. A request for unpaid leave of absence will be considered on a case-by-case basis. Employees
interested in such leaves should contact the Town Manager.
B. A request to for unpaid leave of absence shall not be allowed until all balances of applicable
leave with pay have been used.
C. An employee approved for unpaid leave of absence is responsible for 100% of the cost of
health insurance premiums. The Town Manager may grant an exception with approval of the
Personnel Committee. Employees on an unpaid Family Medical Leave Act (FMLA) leave
should consult Chapter 14 for the FMLA policy
D. Employees do not accrue any form of leave nor is the employee paid for holidays occurring
while on an unpaid leave of absence.
13.7. Closures Due to Weather or Other Emergencies.
A. The Town Manager is responsible for determining whether a delayed opening, early closure,
or full day closing of the Town’s Office is necessary due to inclement weather. The Town
will make every reasonable effort to open its facilities during inclement weather. The Town
Manager will consult with the Mayor prior to closing or modifying work hours due to
inclement weather.

B. If the Town offices are open, and an employee believes road conditions are unsafe to travel
to/from work, employees should advise their supervisor and may use vacation or
compensatory leave for such situations.
C. Due to the responsibilities of certain positions within the Town, some employees may be
required to come into work regardless of weather conditions. If this is the case and
employees are concerned about road conditions, employees are encouraged report to their
workplace before any storm begins. Positions that are non-exempt and are required to report
to work when the Town Office is closed during normal business hours will receive additional
straight time for those hours worked.
13.8. Leave Sharing. Leave may be donated from one employee to another if they meet the
following criteria:
A. Employee receiving the leave uses it for authorized sick leave purposes only.
B. Employee receiving the leave has used all other leave balances.
C. Employee donating the leave understands there is no obligation or pressure to do so.
D. Should the employee receiving the leave not use the donated time, the donor shall be returned
the donated leave.
13.9. Funeral Leave
A. Full-time employees are granted three consecutive paid workdays in the event of the death of
a member of the immediate family without reduction to any form of accrued leave.
B. Immediate family members include: Spouse, parent, son, daughter, brother, sister,
grandparent, grandchild, stepchild, stepparent, guardian, person living in the same household
as the employee, and the same relatives of the employee’s spouse.
C. An employee may request leave for the death of a non-immediate family member or friend.
However, vacation, compensatory or leave without pay must be used.
13.10. Holidays.
A. The Town shall observe the Virginia State Holiday schedule and the Town Administration
Office are closed.
B. Police Officers receive additional leave equivalent to 12 hours for each holiday during the
calendar year. Additional leave is accrued on the day the holiday is observed by the Town
and may be used as annual leave during the year. Holiday leave may not carry forward from
year to year and is not paid if not used.

Chapter 14
Family and Medical Leave Act (FMLA)
14.1. Objective. It is the objective of Town of Grottoes to provide eligible employees with up to
12 weeks of unpaid family or medical leave because of the birth of a child or the placement of a
child with the employee for adoption or foster care, because the employee is needed to care for a
family member (child, spouse, or parent) with a serious health condition, or because the
employee's own serious health condition makes him or her unable to do his or her job.
14.2. Employee Eligibility.
A. Employed by the Town for at least twelve (12) months.
B. Worked for at least 1,250 hours during the 12-month period immediately preceding the start
of the leave.
14.3. Qualified Leave Reasons. Employees meeting the FMLA eligibility criteria listed below
may take FMLA for the following reasons:
A. The birth and care of the employee’s child (to be taken within 12 months of the child’s birth).
B. Placement with the employee of a child for adoption or foster care (to be taken within 12
months of the date of placement)
C. To care for the employee’s spouse, child, or parent with a serious health condition.
D. The employee’s own serious health condition which prevents the employee to perform the
functions of his or her position.
Serious health condition is defined as an illness, injury, impairment, or physical or mental
condition that involves either:
1. Inpatient care in a hospital, hospice, or residential medical care facility, or
2. Continuing treatment by a healthcare provider.
14.4. Certification of a Serious Health Condition. If FMLA leave is due to a serious health
condition as defined above, medical certification from a health care provider will be required
before any leave is granted.

14.5. Employee Notice Requirement
A. Employees seeking FMLA leave are required to provide the Town Manager at least a 30-day
notice. If advance notice is not possible due to circumstances beyond the employee’s
control, notice should be given as soon as practicable.
B. The Town requires that a request for FMLA must be supported by a health care provider’s
certification of the medical condition of the person affected; to include the date when the
serious condition began and the probable duration of the condition and/or expected time to
return to work.
14.6. Length of Leave Employees eligible for FMLA may take up to twelve (12) weeks of
unpaid leave during a leave year. The Town uses the rolling backward method for calculating
the leave year, meaning that the 12-month leave year period is measured backward from the date
the employee uses any FMLA leave. Each time an employee takes FMLA leave, the remaining
leave entitlement will be the balance of the 12 weeks that has not been used during the
immediately preceding 12 months.
14.7. Leave on a Reduce Schedule. Full-time employees may reduce their work week schedule,
not to exceed 480 hours (12 weeks in total) after providing the Town Manager with a health care
provider’s certification that such leave is necessary.
A. Employees who must take a Leave on a Reduce Schedule may either use their available paid
leave balances or take unpaid family and medical leave. All leave, whether paid or unpaid,
will run concurrent with FMLA leave and counted towards their total 480 hours.
B. Employees may take a leave on a Reduced Schedule to care for a newborn child, or because
of the placement of a child through adoption or foster care. This leave must be used within
the first 12 months of the child being born or placed in the employee’s care.
14.8. Substituting Paid Leave. An employee who takes FMLA leave must use any sick leave
hours accrued. Once accrued sick leave hours have been exhausted and the employee is still on
FMLA leave, the employee must use annual leave hours. FMLA benefits will run concurrently
with all leave balances taken. The Town is required to provide only the number of unpaid
workdays which, when combined with the number of days of other leave taken, equal a total of
twelve (12) weeks of leave.
Example: An employee uses six days of sick leave and 15 days of annual leave to care for a
parent who has a serious health condition. The Town must allow him to take 39 days of unpaid
leave, to total the 60 days (12 weeks) of coverage.

14.9. Provided Benefits During FMLA.
A. The Town will maintain the employee’s medical, dental and life insurance on the same
conditions that coverage would have been provided if the employee had been continuously
employed during the entire leave period. To remain insured, any employee who pays a
portion of their health coverage will be required to continue to as if they were not on leave.
In some instances, the Town may recover premiums it paid to maintain insurance coverage if
an employee fails to return to work after FMLA leave.
B. During FMLA leave, sick leave and annual leave will continue to accrue while on FMLA
leave whether the leave time is paid or unpaid.
C. The Town will continue to pay for all retirement contributions during any period in which the
employee has received qualifying compensation.
14.10. Outside Employment. Employees on a leave of absence from the Town are not
permitted to engage in other employment unless approved in advance by the Town Manager.
Violation of this policy may result in disciplinary action up to and including termination of
employment.
14.11. Return from FMLA Leave. Employees returning from FMLA will be reinstated to the
same or equivalent position, with equivalent pay, benefits, and other terms and conditions of
employment. Employees returning from a leave for a serious health condition must also provide
the Town Manager with a certification from a health care provider documenting their fitness to
return to work meeting the essential functions of their job.
Chapter 15
Standards of Conduct
15.1. Policy. The Standards of Conduct policy of the Town is to ensure the well-being and rights
of all employees, to insure a safe, efficient operation, and to assure compliance with law.
15.2. Timely and Regular Attendance. All Town employees must report to work consistently
on time with their current work schedule or with orders from their immediate supervisor.
Unexpected absences should be reported to supervisors as soon as possible.
15.3. Dress Code. All employees shall dress in a manner that is acceptable to their place of
work and job duties. Office staff shall dress in business or business casual attire. Department
Heads are responsible for their interpretation on how their employees shall dress, to include
safety considerations as well.
15.3. Application of Time. All employees are expected to apply themselves to their assigned
duties during all periods in which they are compensated. If all duties are met, then the employee
must proactively seek out constructive projects that they can assist with or complete. At no time
shall personal work or projects be done on Town time.

15.4. Satisfactory Work Performance. Employees are expected to maintain a positive and
satisfactory work performance. If any employee is unsure of their duties or has questions about
their work performance, they should see their immediate supervisor.
15.5. Encouraging Engaging Supervision.
A. Supervisors should be actively involved and assist employees in understanding of their
duties, assignments, expectations, and standards of conduct.
B. Anytime a supervisor believes an employee is performing below standards the supervisor
should be proactive to mitigate this issue. It is hoped that most poor performance issues can
be resolved before official discipline is invoked, however if needed supervisors should refer
to the Discipline section of this handbook, at Chapter 16.
15.6. Political Activity. The Town recognizes the right of employees to be involved in federal,
state, and local politics, however such activities are not appropriately conducted on Town time,
or with Town resources. Employees may not:
A. Engage in political activity on work premises or during work hours.
B. Use Town-owned equipment, supplies, or resources, or other material (paper, computers etc.)
when engaged in political activity.
C. Discriminate in favor of or against any person or applicant for employment based on the
applicant’s political activities.
D. Use their title or position, the Town’s logos or brands, wear work uniforms, or any other
means of inappropriately misrepresenting the Town in their political activity.
15.7. Internet Usage.
A. Policy. The Town understands the necessity of employees having access to email and the
internet during work hours, however the Town expects the employee to not let it become a
distraction. To ensure that all employees are responsible and productive this policy considers
all mediums to access the internet, including computers, tablets, cellular phones, etc. and
includes both personal and Town-owned equipment. The following policy is established for
using e-mail and the Internet.
B. Acceptable Uses.
1. To conduct the employee’s job requirements.
2. Usage for non-Town research or browsing during official breaks, or outside of
work hours provided the use meets all other guidelines and does not interfere with
other employee’s productivity.

3. Usage of the internet in non-productive ways during work hours may result in
disciplinary actions.
C. Unacceptable Uses.
1. Any type of material that is obscene, discriminatory, in a harassing nature,
sexually explicit, or fosters a hostile work environment.
2. Usage that is harmful to morale.
3. Usage that disturbs the conduct of business or the productivity of the employee
or others.
4. Communication containing ethnic slurs, racial epithets, or anything that may
be construed as harassment or disparagement of others based on their race, color,
national origin, sex, age, disability, or religious or political beliefs.
5. Any usage for non-work-related matters at times other than during official
breaks or lunch periods.
D. Security and Privacy. No employee has a right or expectation to privacy in any e-mail,
internet communication, or cellular phone usage on Town owned equipment. The Town
reserves the right to access and monitor all messages, files, or usage. This shall include all
communication or technological equipment owned by the Town.
15.8. Social Media Policy.
A. Policy. This policy also provides general guidelines for the use of social media by all Town
employees.
1. The Town of Grottoes respects the right of employees to use social media and
does not discourage employees from self-publishing, self-expression and public
conversation and does not discriminate against employees who use these mediums
for personal interests and affiliations or other lawful purposes.
2. It would be a violation of this policy for an employee to use social media to
post or display comments about coworkers, supervisors or the Town that are
obscene, threatening, intimidating, harassing or a violation of the Town’s
personnel policies against discrimination, harassment, or hostility on account of
age, race, religion, sex, or any other protected characteristic.
B. Procedures. Employees are expected to follow the guidelines and policies set forth to provide
a clear line between you as the individual and you as the employee of the Town of Grottoes.
1. Employees cannot use employer-owned equipment, including computers,
County-licensed software or other electronic equipment, or facilities during

working hours (excluding breaks and lunch periods) for the personal use of social
media.
2. Employees are responsible for their commentary on all social media sites and
can be held personally liable for commentary that is considered defamatory,
obscene, proprietary, or libelous by any party.
3. Employees can be disciplined for any use of social media in a manner that
violates Town policies. Information posted on social media sites can be used by
the Town as evidence in disciplinary actions.
4. Employees are encouraged to be careful in their use of social media to avoid
the appearance of using that media in an official capacity.
5. Employees must respect all copyright and other intellectual property laws. It is
critical that employees show proper respect for the laws governing copyright, fair
use of copyrighted material owned by others, including the Town’s own
copyrights, trademarks, and brands.
6. Employees should not use Town of Grottoes email addresses to register on
social networks, blogs or other online tools utilized for personal use.
C. Forms of Social Media. The forms of social media or technology referred to in this policy
include, but are not limited to blogs, wikis, microblogs, message boards, chat rooms,
electronic newsletters, online forums, social networking sites, and other sites and services
that permit users to share information with others in a contemporaneous manner.
D. Employer Monitoring. Employees have no expectation of privacy while using the Town’s
technology resources for any purpose, including authorized social media. The Town monitors
all such use and may withdraw content deemed to be inappropriate, outside the scope of an
employee’s authority, or in violation of Towns policy as determined by the Town Manager.
E. Discipline for Violations. The Town will investigate and respond to all reports of violations
of this policy. Violations may result in disciplinary action up to and including termination.
Chapter 16
Discipline
16.1. Policy
A. The purpose of this policy is to ensure Town employees are disciplined equally in respect to
their offense and provided due process.
B. The Town will attempt to use disciplinary action less severe than dismissal in an attempt to
work with an employee to remedy unsatisfactory work performance or misconduct before

dismissal is initiated. Dismissal is that action of last resort; however, some instances of
misconduct or poor performance may result in immediate dismissal. Disciplinary actions
may take the form of any of the following forms, may involve one or more forms, and are not
restricted to the order set forth below:
1. Counseling Session
2. Written Reprimand
3. Suspension
4. Administrative Decrease
5. Demotion
6. Dismissal
16.2. Discipline Procedures.
A. Counseling sessions. Informal discussion with the employee about their performance or
behavior, which, if not corrected, could lead to disciplinary action. The session should:
1. Be held in private.
2. Include the employee and their immediate supervisor, as well as the department
head or Town Manager if necessary.
3. Provide a course of action for the employee to follow to improve their
performance or behavior and set forth the supervisor’s expectations.
B. Written Reprimand.
1. Written reprimands shall be hand delivered to the employee in person.
2. Written reprimands shall include a statement of the offense and necessary
actions the employee must take to obtain satisfactory performance or behavior,
and a description of what further disciplinary action could be if their performance
or behavior is not corrected.
3. A counseling session may follow a written reprimand and the procedures used
during the counseling sessions are the same as defined above.
4. Reprimands are appealable to the Town Manager.
5. Two or more written reprimands for the same offense will result in further
disciplinary action as defined below.

C. Suspensions.
1. The Town Manager shall have the authority to place an employee on
suspension, to include suspension with and without pay. All suspensions will be
given in writing and in person, or, if in person is not an option, certified mailed to
the address in the employee’s personnel file. Written suspensions shall include:
a. The reason for the suspension.
b. A warning of what further disciplinary action could entail.
c. A statement of the employee’s right to appeal (if any) in according with
the Town’s grievance policy.
2. A copy of the written suspension shall be placed in the employee’s personnel
file.
D. Administrative Pay Decrease. The Town Manager has the authority to decrease pay of any
employee except those appointed by the Town Council in accordance with the Town
Charter. Decrease in pay may be in any amount, however, cannot result in going lower than
the approved pay scale for the position. Decreasing lower than the pay scale would result in
a demotion, as described later in this chapter.
1. A written notice of the administrative pay decrease shall be hand delivered to
the employee, or certified mailed if required. The notice shall include:
a. The reason for the decrease.
b. A warning of further disciplinary action if the offense is not corrected or
is repeated
c. A statement of the employee’s right to appeal (if any) in accordance
with the Town’s Grievance policy.
2. A copy of the administrative pay decrease shall be placed in the employee’s
personnel file.
E. Demotion. A demotion shall result in the employee being placed at a lower status position
and a reduction in pay. This reduction in pay cannot go below the established pay scale for
the position the employee was demoted to. A demotion shows that the Town would still like
to continue its employment relationship with the employee, however due to the situation the
Town cannot retain the employee in the previous position. The Town Manager has the
authority to demote any employee except those appointed by the Town Council in
accordance with the Town Charter.

1. Written notice of the demotion shall be hand delivered to the employee, or
certified mailed if required. The notice shall include:
a. The reason(s) for the demotion
b. warning of what further disciplinary action may entail if the offense is
not correct or happens again.
c. A statement of the employees’ rights to appeal (if any) in accordance
with the Town’s grievance policy.
2. A copy of the written notice shall be placed inside the employee’s personnel
file.
F. Dismissals. Dismissals will be made as a final resort for all corrective actions. The Town
Manager has the authority to dismiss any employee except those appointed by the Town Council
in accordance with the Town Charter. The Town Manager may consult with the Personnel
committee and the Town Attorney before taking action to dismiss an employee.
16.3. Investigation Procedure of Personnel Incidents.
A. Policy. It is the policy of the Town of Grottoes to provide all employees with a fair and
reasonable due process. Incidents that are above the correctional actions of Counseling
Sessions, Written Reprimands, or Suspensions require an unbiased investigation. Examples
of incidents that would not require an investigation: unsatisfactory work performance,
insubordination, or general misconduct of one’s responsibilities. Investigations generally
flow as follows:
1. Interview of the employee in question by the Town Manager and Department
head and a written statement from the employee
2. Interview of other employees or supervisors involved and written statements from
those individuals
3. Time served by the employee, past work performance, and any past discipline will
be taken into consideration when determining the severity of discipline given to
the employee.
4. The Town Manager shall then consult with the Town’s attorney on how to
proceed with disciplinary action if dismissal is a likely outcome.
5. The Town Manager will then review with the Personnel committee the
appropriate disciplinary action for the case in question.
6. The entire investigation shall be recorded and filed in the employee’s personnel
file.

16.4 Unsatisfactory Work Performance or Behavior. Each situation requires a level of
discretion. Various levels of discipline are available for the Town Manager to use judgment to
determine which is appropriate for the offense. The Town reserves the right to dismiss
employees at any time with reason, or with no reason whatsoever. The Town is an at-will
employer. Examples are shown below as possible violations; however, they are not to be
construed as a comprehensive list:
Sleeping on the job.
Absence without leave.
Violation of the Drug Abuse policy.
Insubordination.
Obsessive tardiness.
Neglect of job responsibilities.
Violation of the Internet usage policy.
Misuse of Town time or doing non-work-related projects.
Partaking in action that puts others at serious risk or harm.
Use of offensive, abusive, threatening, coercive, indecent, or discourteous
language towards coworkers, supervisors, or the public.
Intentional falsification of records or forms.
Threatening, provoking, or participating in a fight while on duty.
Unauthorized carrying of a weapon during work hours on Town property.
Being charged with or convicted of criminal activity.
Incompetence or inefficiency in the performance of required job duties.
Possession of alcohol or illegal substances while on the job or on Town property.
Any action that violates the sexual harassment section of this policy manual.
Leaving work without notifying or obtaining approval of your immediate
supervisor.

16.5 Removals Due to Circumstances Which Prevent an Employee from Performing the
Job
A. Employee is no longer able to meet the responsibilities of the position due to circumstances
as listed below may be terminated under this section. Examples of circumstances: loss of a
driver’s licenses which is required for the job; incarceration for an extended period; loss of a
certificate or license require for the job, etc.
B. Prior to removal, the Town Manager shall notify the employee in person and in writing of the
reasons for the removal and give the employees an opportunity to respond.
C. Final notification of removal shall be in written form, by either hand delivered or sent via
certified mail.
The Town Manager has the authority to remove any employee due to the reasons listed above,
except those appointed by the Town Council in accordance with the Town Charter.
Chapter 17
Grievance Procedure
17.1. Policy. It is the policy of the Town of Grottoes to provide fair, equitable and satisfactory
working arrangements for its employees. Every effort will be made to resolve employee
grievances informally with the least amount of worry and delay. However, in some cases it
becomes necessary to proceed through a formal appeal and panel review to address a grievance.
Accordingly, the following procedure and regulations are established. It is the intent that this
policy fully complies with the applicable state statutes on grievance procedures. In the event of
any conflict between this policy and state statutes, state statutes shall control and be part of this
policy as if set out herein.
17.2. Purpose
A. To afford an orderly and fair method for the resolution of certain disputes that may arise
between the Town of Grottoes and its employees.
B. To encourage employees to express themselves about the conditions of work which affect
them without fear of reprisal.
C. To ensure that personnel actions are taken in accordance with fair and uniform policies and
procedures.
17.3. Grievance Defined. A grievance shall be a complaint or dispute by an employee relating to
his employment, including but not necessarily limited to (i) disciplinary actions, including
dismissals, disciplinary demotions, and suspensions, provided that dismissals shall be grievable
whenever resulting from formal discipline or unsatisfactory job performance; (ii) the application
of personnel policies, procedures, rules and regulations, including the application of policies

involving matters referred to in paragraph 17.4.C below; (iii) discrimination on the basis of race,
color, creed, religion, political affiliation, age, disability, national origin or sex; and (iv) acts of
retaliation as the result of the use of or participation in the grievance procedure or because the
employee has complied with any law of the United States or of the Commonwealth, has reported
any violation of such law to a governmental authority, has sought any change in law before the
Congress of the United States or the General Assembly, or has reported an incidence of fraud,
abuse, or gross mismanagement. For the purposes of clause (iv) there shall be a rebuttable
presumption that increasing the penalty that is the subject of the grievance at any level of the
grievance shall be an act of retaliation.
17.4. Matters Deemed Not Grievable. The Town retains the exclusive right to manage its
affairs and operations of government. Accordingly, the following complaints are nongrievable:
A. Establishment and revision of wages or salaries, position classification or general benefits.
B. Work activity accepted by the employee as a condition of employment or work activity which
may reasonably be expected to be a part of the job content.
C. The contents of ordinances, statutes or established personnel policies, procedures, rules, and
regulations.
D. Failure to promote except where the employee can show that established promotional policies
or procedures were not followed or applied fairly.
E. The methods, means, and personnel by which work activities are to be carried on.
F. Except where such action affects an employee who has been reinstated within the previous six
months as the result of the final determination of a grievance, termination, layoff, demotion,
or suspension from duties because of lack of work, reduction in work force, or job abolition.
G. The hiring, promotion, transfer, assignment, and retention of employees within the Town.
H. The relief of employees from duties of the Town in emergencies.
In any grievance brought under the exception to clause F of this subdivision, the action shall be
upheld upon a showing by the local government that: (i) there was a valid business reason for the
action and (ii) the employee was notified of the reason in writing prior to the effective date of the
action.
17.5. Coverage of Personnel. Except as noted below, all non-probationary full-time and parttime employees are eligible to file grievances under this procedure. The following are
exceptions:
A. Town Manager.

B. Any Department Head, to include: Public Works Director, Police Chief, Town Treasurer, and
Recreation and Tourism Director.
C. Members of Town Council, Planning Commission or Board of Zoning Appeals.
D. Town Attorney.
E. Employees whose terms of employment are limited by law.
F. Temporary, limited term, and seasonal employees.
G. Law-enforcement officers as defined in Law-Enforcement Officers Procedural Guarantee Act
(Va. Code § 9.1-500 et. seq.) whose grievance is subject thereto and who have elected to
proceed pursuant to those provisions in the resolution of their grievance, or any other
employee electing to proceed pursuant to any other existing procedure in the resolution of
their grievance.
The Town Manager shall determine the officers and employees excluded from the grievance
procedure and shall maintain a list of employees who are not eligible to utilize the grievance
procedure.
17.6. Waiver of Time Limits. All time periods listed in the procedure may be extended by
mutual agreement of the grievant and the Town. Failure by the employee to process a grievance
within time limits, or agreed upon extension, shall constitute termination of the grievance.
17.7. Determination of Grievability.
A. Decisions regarding grievability and access to the procedure shall be made by the Town
Manager at any time prior to the panel hearing, at the request of the Town or grievant, within
10 calendar days of the request. The Town Manager may consult with the Town Attorney;
however, the Town attorney shall not be authorized to decide the question of grievability. A
copy of the Town Manager’s ruling shall be sent to the grievant. Decisions of the Town
Manager may be appealed to the Rockingham County Circuit Court for a hearing on the issue
of whether the grievance qualifies for a panel hearing. Proceedings for review of the decision
of the Town Manager shall be instituted by the grievant by filing a notice of appeal with the
Town Manager within 10 calendar days from the date of receipt of the decision and giving a
copy thereof to all other parties. Within 10 calendar days thereafter, the Town Manager shall
transmit to the clerk of the Rockingham County Circuit Court: a copy of the decision of the
Town Manager, a copy of the notice of appeal, and the exhibits. A list of the evidence
furnished to the court shall also be furnished to the grievant. The failure of the Town
Manager to transmit the record shall not prejudice the rights of the grievant. The court, on
motion of the grievant, may issue a writ of certiorari requiring the Town Manager to transmit
the record on or before a certain date.
B. Within 30 days of receipt of such records by the clerk, the court, sitting without a jury, shall
hear the appeal on the record transmitted by Town Manager and such additional evidence as

may be necessary to resolve any controversy as to the correctness of the record. The court, in
its discretion, may receive such other evidence as the ends of justice require. The court may
affirm the decision of the Town Manager or may reverse or modify the decision. The
decision of the court shall be rendered no later than the fifteenth day from the date of the
conclusion of the hearing. The decision of the court is final and is not appealable.
17.8. Compliance.
A. After the initial filing of a written grievance, failure of either party to comply with all
substantial procedural requirements of the grievance procedure, including the panel hearing,
without just cause shall result in a decision in favor of the other party on any grievable issue,
provided the party not in compliance fails to correct the noncompliance within five workdays
of receipt of written notification by the other party of the compliance violation. Such written
notification by the grievant shall be made to the Town Manager.
B. The Town Manager, at his option, may require a clear written explanation of the basis for just
cause extensions or exceptions. The Town Manager shall determine compliance issues.
Compliance determinations made by the Town Manager shall be subject to judicial review by
filing a petition with the Rockingham County Circuit Court within 30 days of the compliance
determination.
17.9 Grievance Procedure.
Step 1 – Immediate Supervisor Level
An employee who has a grievance and wishes to utilize this procedure shall bring the problem to
the attention of the employee's immediate supervisor within twenty-one (21) days of the incident
giving rise to the grievance or within twenty-one (21) calendar days following the time when the
employee reasonably should have gained knowledge of its occurrence. The grievance may be
presented orally or in writing with the objective of resolving the matter informally. The
immediate supervisor and the employee shall meet promptly in person to discuss the matter.
Within seven (7) days of such meeting, the supervisor shall take action with respect to the
grievance and shall report the result to the Town Manager and the employee. In all cases, the
supervisor shall make a report of the grievance presented. It is mandatory that the employee
present the grievance first to the immediate supervisor and afford the supervisor an attempt to
discuss with the employee and adjust the grievance informally before proceeding to Step 2. The
only persons present at this meeting shall be the employee and his/her immediate supervisor. If
the complaint is alleging discrimination or retaliation by the immediate supervisor, the grievance
may be presented at Step 1 to the Department Head or if there is no Department Head above the
immediate supervisor to the Town Manager. If Step 1 is with the Town Manager, Step 2 is
omitted, and the written grievance is presented to the Town Manager. The grievance proceeds
immediately to Step 3.
Step 2 – Department Head Level

If the action of the immediate supervisor is not to the satisfaction of the employee, or if a
response is not provided within the required time frame, the employee may proceed by putting
the grievance in writing on the Grievance Form which is attached to this procedure. The
Grievance Form shall be delivered, by mail or in person, to the applicable Department Head
within seven (7) calendar days of receipt of the supervisor’s response or the deadline for the
supervisor’s response, whichever occurs first. If the immediate supervisor is the Department
Head, the written grievance shall be presented to the Town Manager and will proceed as if it
were at Step 3. The grievant shall specify the relief that he expects to gain using this procedure.
The Department Head shall promptly meet with the grievant. Normally, the only persons who
may be present at the meeting or hearing shall be the Department Head, the grievant, and the
appropriate witnesses.
The Department Head shall render a written response to the grievance within seven (7) calendar
days following receipt of the completed Grievance Form, with a copy of the response being sent
to the Town Manager. With the consent of the Department Head, the grievant may skip Step 2
and proceed directly to Step 3.
Step 3 – Town Manager Level.
If the action of the Department Head is not to the satisfaction of the employee, or if a response is
not provided within the required time frame, the employee shall indicate his desire to advance
the grievance to Step 3 on the Grievance Form. The Grievance Form shall be delivered by mail
or in person, directly to the Town Manager within seven (7) calendar days of receipt of the
Department Head’s response (or the deadline for such response, whichever occurs first). If the
Town Manager determines (or has previously determined) that the complaint is grievable, the
Town Manager then shall meet with the employee within seven (7) days and shall take action
with respect to the grievance within seven (7) days of that meeting. If the Town Manager
determines that further specific information is needed from the grievant before conducting the
Step 2 meeting, the Town Manager may request such information in writing from the employee
within seven (7) days of receipt of the written grievance, and the employee then has seven (7)
days to provide such requested information in writing. The Step 3 meeting in that case should be
held within seven (7) days of receipt by the Town Manager of the additional information. The
only persons present at a Step 3 meeting shall be the Town Manager, the employee, and any
appropriate witnesses. If at any time the Town Manager was the immediate supervisor, the
employee may skip Step 3 and move directly to Step 4.
Step 4 – Final Appeal to Hearing Panel
A. If the employee wishes to appeal the decision of the Town Manager in Step 3, the employee
shall complete step 4 of the Grievance Form. The Grievance From shall be delivered, by
mail or in person, directly to the Town Manager within ten (10) calendar days following
receipt of the Step 3 response or the deadline for that response, whichever occurs first. The
Grievance Form shall contain the name of the person whom the grievant desires to serve on
the grievance panel. The grievant shall not name a person to serve on the grievance panel
unless and until the grievant has received that person’s consent to do so. The grievance shall
be heard by an impartial grievance panel as set out below.

1.The panel shall consist of consist of one member appointed by the grievant,
one member appointed by the Town Manager and a third member selected by the
first two. In the event that agreement cannot be reached as to the final panel
member, the chief judge of Rockingham County’s Circuit Court shall select the
third panel member. The third impartial panel member shall be the chairperson.
The panel shall not be composed of any persons having direct involvement with
the grievance being heard by the panel, or with the complaint or dispute giving
rise to the grievance. Managers who are in a direct line of supervision of a
grievant, persons residing in the same household as the grievant and the
following relatives of a participant in the grievance process or a participant's
spouse are prohibited from serving as panel members: spouse, parent, child,
descendants of a child, sibling, niece, nephew and first cousin. No attorney
having direct involvement with the subject matter of the grievance, nor a partner,
associate, employee, or co-employee of the attorney shall serve as a panel
member.
2. The following rules shall apply to panel hearings conducted under this section:
a. Panels do not have authority to formulate policies or procedures or to alter
existing policies or procedures.
b. Panels have the discretion to determine the propriety of attendance at the
hearing of persons not having a direct interest in the hearing, and, at the
request of either party, the hearing shall be private.
c. The Town shall provide the panel with copies of the grievance record prior
to the hearing and provide the grievant with a list of the documents furnished
to the panel, and the grievant and his attorney, at least 10 days prior to the
scheduled hearing, shall be allowed access to and copies of all relevant files
intended to be used in the grievance proceeding.
d Panels have the authority to determine the admissibility of evidence without
regard to the burden of proof, or the order of presentation of evidence, so long
as a full and equal opportunity is afforded to all parties for the presentation of
their evidence.
e. All evidence shall be presented in the presence of the panel and the parties,
except by mutual consent of the parties.
f. Documents, exhibits, and lists of witnesses shall be exchanged between the
parties in advance of the hearing.
g. The panel hearing is not intended to be conducted like a proceeding in court
and the rules of evidence are not necessarily applicable. The panel may
determine (by majority vote) questions of admissibility or relevancy of
evidence offered.

h. Both the grievant and the Town may call upon appropriate witnesses and be
represented by legal counsel or other representatives at the panel hearing.
Such representatives may examine, cross-examine, question and present
evidence on behalf of the grievant or the Town before the panel without being
in violation of the provisions of Virginia Code 54.1-3904. Each participant in
a panel hearing shall bear their own attorney's fees.
i. The panel's written decision must be rendered within ten (10) calendar days
after the conclusion of the panel hearing and must be executed by at least two
(2) panel members. Such decision shall contain findings of fact together with
the panel's conclusions.
j. The majority decision of the panel, acting within the scope of its authority
and in accordance with this procedure and law, shall be final and binding,
subject to existing policies, procedures, and law.
k. The Town Manager shall determine whether the relief that the panel grants
is consistent with written policy, unless the Town Manager has a direct
personal involvement with the event(s) giving rise to the grievance, in which
case the decision shall be made by the Rockingham County Commonwealth's
Attorney.
l. Either party may petition the Rockingham County Circuit Court for an order
requiring implementation of a panel hearing decision.
B. No recording shall be made of any Step 1, 2 or 3 meeting. Only Step 4 panel hearings may be
recorded.
C. All time limits as described in this section refer to calendar days, inclusive of weekends,
holidays, or other days on which the Town Office is closed. In the event a deadline falls on a
weekend, holiday, or other day on which the Town Office is closed, the deadline shall be
extended to the next business day on which the Town Office is open.
D. All grievance meetings and hearings shall be held during normal Town working hours unless
both the grievant and the Town Manager should mutually agree otherwise.
Chapter 18
Law Enforcement Officers Procedural Guarantee Act
This Chapter of the Personnel Policy provides certain guarantees to law enforcement officers
rights as required by Virginia's Law Enforcement Officers Procedural Guarantees Act. It applies
to sworn law enforcement officers only.
18.1. Exemptions.

A. This Chapter does not apply to probationary employees.
B. The grievance procedures in section (d) below do not apply when an officer has elected to
proceed under the general Grievance Procedure in Chapter 17 above.
18.2. Conduct of Investigations. Whenever an investigation by the Town focuses on matters
which could lead to the dismissal, demotion, suspension, or transfer for punitive reasons of a law
enforcement officer, the following conditions shall be complied with:
A. Any questioning of the officer shall take place at a reasonable time and place as designated

by the investigating officer, preferably when the officer under investigation is on duty and at
the Police Department, unless matters being investigated are of such a nature that immediate
action is required.
B. Prior to the officer's being questioned, he shall be informed of (i) the name and rank of the

investigating officer, and of any individual to be present during the questioning, and (ii) the
nature of the investigation.
C. When a blood or urine specimen is taken from an officer for the purpose of determining
whether the officer has used drugs or alcohol, the procedures set forth in Va. Code, § 9.1501
must be followed.
D. No officer shall be required or requested to disclose any item of his property, income, assets,

source of income, debts, or personal or domestic expenditures, including those of any
member of his family or household, unless (i) such information is necessary in investigating
a possible conflict of interest with respect to the performance of his official duties, (ii) such
disclosure is required by law, or (iii) such information is related to an investigation. Nothing
in this section (b) shall preclude an agency from requiring the officer to disclose any place of
off-duty employment and where he may be contacted.
18.3. Notice of Charges. Before any dismissal, demotion, suspension without pay, or transfer for
punitive reasons may be imposed, the following must be complied with:
A. The officer shall be notified in writing of all charges, the basis therefor, and the action which

may be taken.
B. The officer shall be given written notification of his right to initiate a grievance under the

grievance procedure established in Chapter 17. A copy of the grievance procedure shall be
provided to the officer upon his request. The officer may proceed under Chapter 17 or section
18.4 below, but not both.
C. The officer shall be given five working days to respond to the charges orally, in writing, or

both. (For purposes of this chapter, a "workday" is a day the Town administration offices are
open.)

D. In making his response, the law enforcement officer may be assisted by counsel at his own

expense.
18.4. Hearings.
A. Whenever an officer is dismissed, demoted, suspended, or transferred for punitive reasons, he
may, within five working days following such action, request a hearing. If such request is
made in a timely manner, a hearing shall be held within seven workdays from receipt of the
request.
B. The hearing shall be conducted by a panel consisting of one member from within the Police
Department selected by the grievant, one member from within the department appointed by
the Police Chief, and a third member from within the agency to be selected by the other two
members. In the event that such two members cannot agree upon their selection, the Chief
Judge 26th Judicial Circuit of Virginia shall choose the third member.
C. At the hearing, the officer and the Town shall be afforded the opportunity to present evidence
and examine and cross-examine witnesses. The grievant and the Town shall also be given the
opportunity to be represented by counsel at the hearing. The hearing panel appointed under
section (c)(3) above shall rule on the admissibility of the evidence and shall issue subpoenas
requiring the testimony of witnesses who have failed or refused to appear at the hearing. A
verbatim record shall be made of the hearing.
D. The recommendations of the panel, and the reasons therefor, shall be in writing and shall be
transmitted by the completion of the next working day to the grievant, or his attorney, and the
Chief of Police. Such recommendations shall be advisory only but shall be accorded
significant weight by the Chief.
E. Should the grievant desire to appeal the decision of the Chief to the Town Manager, he may
do so, in writing, within five days of the Chiefs decision. The Manager will decide the matter
within ten days, based upon the record of the hearing.
18.5 Immediate Suspension. Nothing in this Chapter shall prevent the immediate suspension
without pay of any officer whose continued presence on the job is deemed to be a substantial and
immediate threat to the welfare of the Town or the public, nor shall anything in this Chapter
prevent the suspension of an officer for refusing to obey a direct order issued in conformance
with the Town's written and disseminated rules and regulations. In such case, the officer shall,
upon request, be afforded the rights provided for under this section within five working days
from the date of the suspension.
18.6 Informal Counseling. Nothing in this Chapter shall be construed to prohibit the informal
counseling of a law enforcement officer by a supervisor in reference to a minor infraction of
policy or procedure which does not result in a disciplinary action being taken against the officer.

Chapter 19
Vehicle Operator Policy
19.1. Eligibility to Drive.
A. Must be approved by the Town Manager or Department Head.
B. Must have a valid driver’s license for which the vehicle they are driving.
C. If requested, the employee must provide their DMV Motor Vehicle Report and have a
satisfactory report.
D. No employee under 18 is allowed to operate heavy equipment (i.e., backhoe).
19.2. Compliance.
A. All drivers shall check over their vehicle to ensure it is in a safe and efficient operating
manner.
B. Vehicles are to be operated in a safe manner.
C. Seat belts are to be worn at all times.
D. No possession or use of alcohol or illegal drugs in Town vehicles, or town property.
E. No Town employee shall text and drive in a Town vehicle. Whenever possible, an employee
should pull over to make phone calls.
F. There is to be no personal use of Town vehicles.
G. All Town vehicles must be returned to the office at the end of the working day unless prior
approval is obtained.
H. Drivers must maintain the vehicle in a neat and clean condition.
I. If an employee finds a vehicle to be in a defective state, they should inform their supervisor
immediately.
J. Employees operating a vehicle in an unsafe manner will be subject to disciplinary action, up
to and including dismissal.
19.3. Take home vehicles. The following positions have been granted the benefit of using a
Town vehicle to travel to and from work. This benefit is given to employees who are on-call or
are emergency personnel, as well as all members of the Police Department to compete with other
local department benefits. This benefit is only for driving from home to work and vice versa.

The Town Manager may grant a temporary take home vehicle to any employee as well if it is in
the best interests of the Town to do so.
A. Town Manager
B. Public Works Director
C. Police Chief
D. Police Sergeant
E. Full-time Police Officers
Chapter 20
Travel and Business Expenses
20.1. Policy. To provide employees and other authorized travelers with fair and equitable
compensation for expenses related to the conduct of official Town business.
20.2. Authorization. In order to be authorized for Travel and Business expense reimbursement,
the employee must provide an expense report to the Town Manager prior to traveling.
20.3. Overnight Lodging.
A. The Town will compensate employees for overnight lodging if the requirements for the
lodging meets one of the following:
1. The meeting was more than 60 miles away.
2. There are evening meeting sessions that would make traveling back a nuisance for the
employee.
3. The Town Manager believes the employee would benefit best by staying local to
where the meeting(s) is held.
B. Due to lodging costs varying at each location, lodging cost must be considered reasonable
and not extravagant.
C. Per diem payments will be provided for trips that involve overnight lodging as described in
the per diem section.
20.4. Per Diem. The Town will provide a per diem to authorized travelers at the rate set by the
Commonwealth of Virginia.

20.5. Vehicle Use. The Town discourages the use of personal vehicles to conduct Town
business. Whenever possible, employees should use a Town vehicle. If a Town vehicle is not
available for use, the Town will reimburse the employee at the mileage rate set by the
Commonwealth of Virginia. This does not include circumstances where approved staff are
assigned vehicles to take home and cannot use their Town vehicle for such purpose.
Chapter 21
Health and Safety
21.1. Policy. Our first responsibility is the prevention of occupational injuries and illnesses.
Despite our best efforts, injuries and illnesses do sometimes occur. Workers’ Compensation
provides benefits for an employee in the event of certain occupational illnesses, injuries, or
death.
21.2. Program. The Town provides workers compensation coverage as required by Virginia
law. This program provides benefits for employees when they experience a work-related
incident arising out of and in-the-course of employment in accordance with the Virginia
Workers’ Compensation Act. Benefits employees may be eligible for include lost wages and
related medical expenses.
21.3. Reporting.
A. Employees are required to immediately report all workplace injuries, conditions, or illnesses
to their supervisor. All incidents shall be reported no matter how insignificant and regardless
if medical treatment is necessary. If the immediate supervisor is not available, report must be
made to the Department Head or Town Manager. Late reporting by the employee can result
in delayed or denied workers compensation benefits.
B. The immediate supervisor shall immediately have the injured worker call CompCare On-Call,
the nurse triage injury hotline: 1-877-234-0898 and report the claim. CompCare On-Call is
available 24-7-365. Employees have the option of speaking with a registered nurse to receive
treatment advice or simply report their claim. If the employee is unable to call CompCare OnCall or unwilling to call, the supervisor must make this call and report the claim on the
employee’s behalf. Ensuring claims are reported and reported timely is the Town of Grottoes
responsibility.
C. Delays in reporting may jeopardize the employees’ rights under the workers’ compensation law
and subject the Town to penalties, which can be assessed by the Virginia Workers’
Compensation Commission. All occupational incidents shall be called into CompCare OnCall immediately upon the notification of a work-related injury or illness (at minimum within
24 hours).

21,4. Panel of Physicians
A. The Town of Grottoes has an approved Panel of Physicians for treating Workers’
Compensation injuries and illnesses. The supervisor shall, immediately upon notification of a
work-related injury or illness, provide the employee with the Panel of Physicians. The
employee shall sign and date an acknowledgement of receipt of the Panel of Physicians and
the supervisor shall witness the employee’s signature. The supervisor will retain the original
signed panel and provide the employee with a signed copy. The Panel of Physicians shall be
offered and provided to the employee, regardless if the employee intends to receive medical
attention.
B. Treatment by a physician or medical facility outside of the panel will be at the employee’s
expense. In the event of an emergency the employee may treat at the closest emergency facility.
Once the emergency treatment is completed a panel physician must be chosen for follow up
care.
C. All departments shall post a copy of the Panel of Physicians in a conspicuous location.
21.5. Medical Treatment. An employee shall not utilize health insurance for situations believed
to be work related unless the claim is denied.
A. CompCare On-Call will send a Medical First Report form to the panel physician selected by
the employee for the physician to complete. The employee shall provide the completed form
and any other return to work/out of work medical documentation to their supervisor following
treatment, so the employer is aware of the employee’s return to work capabilities or
restrictions.
B. Immediately upon receipt, all medical bills, reports and other medical correspondence shall be
forwarded to Virginia Risk Sharing Association (VRSA) through your supervisor. All medical
facility inquiries shall be referred to VRSA.
21.6. Prescriptions.
A. The supervisor shall complete and provide the employee with first fill prescription
form/letter. The employee will take this authorization to a participating network pharmacy
and will be provided a 10-day supply of medication at no cost. This authorization is valid for
one time use only. VRSA must authorize any additional medication prescribed beyond the
first fill.
B. Should an employee incur the cost for any medication, a receipt, which includes the
employee’s name, prescribing physician’s name, date of purchase, name of medication and
cost of medication, may be submitted to VRSA for reimbursement consideration.

21.7 Wage Loss Benefits
A. An employee is not entitled to lost wage compensation for the first seven days of incapacity
resulting from a work-related disability. The Virginia Workers’ Compensation Law includes
weekends/holidays in this count, and these days do not need to be consecutive. The employee
will be given the option of using earned Sick/Comp/Annual leave for up to seven days. If the
employee chooses not to use earned leave this will be excused leave without pay. It is the
employee’s responsibility to notify their supervisor/Town Manager regarding how they would
like to charge the first seven days missed. If a designation is not made, the employee’s pay
will be docked. Temporary and part-time employees who are not eligible for annual leave and
employees who have no earned leave available, will not receive pay for the first seven days.
When an employee is out of work over twenty-one days for a covered injury/illness, which
disability is authorized by a panel physician, the employee will receive compensation for the
first seven days. The employee has the option of signing this check over to the Town in return
their earned leave will be restored, or the employee can keep the compensation and their earned
leave will not be reinstated.
B. Injured employees do not continue to accrue sick and annual leave while out of work due to a
workers’ compensation injury/illness. Earned annual/sick/comp leave cannot be used
concurrently with workers’ compensation benefits. Work related disability will be designated
under the Family Medical Leave Act (FMLA) and will run concurrently with workers’
compensation benefits when the disability constitutes a “serious health condition”. While
receiving workers’ compensation benefits, any voluntary deductions are the responsibility of
the employee. Earned annual/sick/comp leave may be used for disability resulting from a
denied workers’ compensation claim and disability will be designated under FMLA, when the
disability constitutes a “serious health condition”.
21.8. Occupational Safety and Health. The Town attempts to provide a safe and healthy working
environment for all employees by providing the necessary safety education and training.
Employees shall follow all prescribed safety procedures when performing their daily activities and
shall further exercise all reasonable and prudent judgment to ensure their safety.
A. Supervision. Each supervisor has the responsibility for ensuring that their subordinates work
areas are free from any recognized hazards that might lead to death or injury.
B. Employees. It is the responsibility of each employee to perform all work in a safe manner
and participate in safety training and education. All potential hazards or unsafe work
conditions must be reported to your supervisor immediately. Further, any co-worker or
supervisor that is acting in an unsafe manner or putting others at risk of danger should be
reported to the Town Manager immediately.
C. Safety Precautions. The below list details precautions employees must take to ensure a safe
working environment. This is not an exhaustive list; however, safety should be considered at
all times during work hours.

1. Wear protective clothing and shoes appropriate for your work environment.
Each Department head is responsible for directing the appropriate form of
clothing their employees.
2. Safety glasses are to be worn at all times where there is an exposure to flying
objects.
3. Maintain a clean work area at all times to eliminate tripping, fire, or other
hazards.
4. Inspect all tools before use for breaks, defective parts, or excessive wear.
5. At all times adhere to safety regulations set forth by OSHA or Town policy
and ask your supervisor if you have questions regarding these regulations.
6. No horseplay while on the jobsite or during work hours.
7. Complete slip, trip, and fall checks around Town owned buildings and inspect
all buildings for potential hazards.
8. Keep watch on your surroundings and be extremely careful when working
near or on a roadway. Always watch your back.
9. Where gloves when handling sharp or threatening materials.
10. Seat belts are to be used at all times when operating or riding in a Town
vehicle.
11. Report ALL unsafe conditions or acts to your supervisor or Town Manager.
12. Report ALL injuries to yourself and others immediately to your supervisor or
Town Manager.

Chapter 22
Drug and Alcohol Policy
22.1. Policy. It is the policy of the Town of Grottoes to ensure a work environment that is free
from illegal drug or alcohol use and possession. This policy is imperative in achieving a safe and
productive work environment for both staff members and the public. The below constitutes the
Town’s actions and provisions to achieve a drug and alcohol-free work environment.
22.2. Testing.

A. Random. All Full-time employees are subject to random drug testing and are done quarterly.
When names are drawn quarterly, the Town Manager will give the selected employee a date
and time to appear at the testing office.
B. Reasonable Suspicion. If an employee is suspected of being under the influence of illegal
drugs or alcohol, then the employee may be sent for a drug and alcohol screening. An
employee failing to consent to a drug or alcohol screening will be subject to discipline up to
termination of employment.
C. Injury. Any employee who is involved in an accident on the job which requires the care of a
physician will also have a drug test at the time of the care for the accident, if applicable.
D. Employment. An applicant to a safety-sensitive or management position may be required to
complete an alcohol and drug screening as part of their conditional offer of employment
before beginning employment.
E. Costs. The Town incurs and pays for required Drug and Alcohol screening tests.
22.3 Employee Drug and Alcohol Assistance Program.
A. An employee who tests positive for alcohol or illegal substances will be subject to
termination of employment unless that employee agrees to participate in a Rehabilitation
program. This benefit is not guaranteed and will be used at the discretion of the Personnel
Committee and Town Manager. Costs incurred in the assistance program will be paid by the
employee. If the employees’ health insurance covers rehabilitation, the employee will need
to have the written approval from the Town Manager before undergoing such treatment. The
employee will not be paid wages during their treatment however the Town will continue to
pay for their Health Insurance premium (the employee only).
B. An employee successfully completing a Rehabilitation program shall provide the Town
Manager with a certification of doing so. The employee will also be subject to intense
supervision and a six (6) month probation period that includes monthly drug or alcohol
screenings after successfully completing the program. If the employee tests positive for any
screening during the probation period they will be subject to immediate dismissal.
22.4 Searches. The Town will take whatever measurers necessary to determine if alcohol or
illegal drugs are located on or are being used on or in Town property. Measurers include
searches of people and searches of personal property located on Town premises. Searches may
be conducted by law enforcement or management. If an employee refuses to consent to the
search, the search will not be conducted; however, the employee will be terminated immediately.

Mayor Plaster said asked if Council had looked over the recommended changes to Chapter 22 –
Police Department. She said this would be the first reading to amend the ordinance and requested
that the Ordinance, Health and Property Committee review and make any suggestions before
approval.
On a motion by Council member Kohl, seconded by Council member Sterling, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to announce the first reading to amend Chapter 22- Police Department and send to the
Ordinance, Health and Property Committee for review.

Chapter 22
POLICE DEPARTMENT
[HISTORY: Adopted by the Town Council of the Town of Grottoes 2-3-1970 as Title 23 of the 1970
Ordinances of the Town of Grottoes. Amendments noted where applicable.]
§ 22-1. Composition of Department.

The Police Department shall consist of a Chief of Police and such members as shall be provided
by the Council.
§ 22-2. Duties.

The Council shall require the performance by the Police Department of any duties deemed
necessary to the efficient operation of the Police Department.
§ 22-3. Reserved
§ 22-4. Reserved
§ 22-5. Reserved
§ 22-6. Reserved
§ 22-7. Reserved

Finance Committee – Interim Manager Paxton said Kim Clark the new accounting technician
started March 1st.

Water and Sewer Committee – Interim Manager Paxton stated that we have received a couple of
requests for irrigation meters. He said AJ checked into this and the Water and Sewer Committee
concurred with staff and recommends a connection fee of $500.00 for an irrigation meter.
Interim Manager Paxton further stated that the Town has not had a water study since the early
2000’s, and a wastewater study has almost been as long. He recommended the Town initiate both
studies to better inform Council what lines need to be replaced, and what the capacity of each
system. He said that the Committee recommends beginning an engineering study of the Town’s
water system this spring and following that with the sewer study in next year’s budget.
Interim Manager Paxton also noted that last year Council was conservative and put all capital
projects on hold pending understanding the impact of the Covid-19 pandemic. He said it appears
the financial status has stabilized, and staff is recommending purchasing much needed equipment
for Public Works. Mr. Paxton reviewed the bids for the equipment with Council, which included
a mini excavator, a truck, a compact track loader, and a utility trailer. He said the total cost of the
equipment is $130,525.00 of that $43,615.00 would come from General Fund, $31,955.00 from
water, $31,955.00 from sewer, and $23,000.00 from Highway.
Interim Manager Paxton reported that the Town has a 12-inch water line that runs along Holly
Avenue and ends at 14th Street and another 12-inch water line that runs along Holly Avenue from
16th Street to 19th Street. He said staff has been approached by a property owner to construct a
new home between those two lines. Staff recommends connecting the two 12-inch lines rather
than extending a two-inch line from one side. Mr. Paxton said the proposal is for the builder to
work with the Town to construct the 12” line and the property owner would pay the cost to run a
two-inch line, and the Town will pay the difference to have the 12-inch line connected. He stated
there are several similar circumstances in Town, where higher capacity lines do not connect, and
staff requests having such collaborative projects reviewed by the Water and Sewer Committee
rather than having Council approve each project.

On a motion by Council member Leeth, seconded by Council member Justis, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to approve water irrigation meters for fee of $500.00.
On a motion by Council member Leeth, seconded by Council member Justis, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to approve a water study to be done and not exceed $20,000.00. Council member Leeth
amended the motion to include Engineering Services at an hourly rate reviewed by the water and
sewer committee. Council member Justis seconded the amendment.

On a motion by Council member Leeth seconded by Council member Raynes, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to accept the proposals for the maintenance equipment in the amount of $130,525.00,
which includes the mini excavator, truck, compact track loader, and utility trailer. He stated this
money is being reallocated from the reserve fund.
On a motion by Council member Leeth seconded by Council member Raynes, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to authorize the Town to pay the difference to upgrade the Holly Avenue water line and
for future upgrades for looping lines the water and sewer committee will review and approve,
based on cost.
Interim Manager Paxton informed the Council that a proposal was received from a private
contractor to operate the Town’s wastewater treatment plant. The annual cost is in excess of
$200,000.00. The cost for the Town to hire a person in-house is approximately $77,000.00 with
salary and benefits. He stated that neither price included weekend coverage. Mr. Paxton stated
currently we are paying staff overtime for the weekend. Staff is proceeding with hiring a
wastewater treatment plant operator. The new employee is expected to start in early April.
Streets and Street Lights Committee – no report
Ordinance, Health and Property Committee – no report
Special Events – Council member Leeth said the Easter Egg Hunt is a Drive-Thru event.
Council member Leeth informed Council that the Town will not host the Chief Charlie’s Kid’s
Fish Day this year. He stated that the Department of Game and Inland Fisheries is not stocking
for private events due to COVID, and the CDC is still recommending caution with large
gatherings.
Parks, Recreation and Public Facilities – Recreation/Tourism Director Collier informed the
Council that the seven trees that need to be removed are on the schedule for April.
Recreation/Tourism Director Collier said a head lifeguard position has been added to the list of
positions. She stated that anytime the pool manager is not on duty there must be a head lifeguard
on duty.
Recreation/Tourism Director Collier informed Council that Davenport is not able to repair the
concrete pad at shelters 4 and 5, but she has other companies coming to look at it to give us an
estimate to repair the concrete.

On a motion by Council member Justis seconded by Council member Leeth, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to set the rate for a Pool Manager at $15.00 per hour, a Head Lifeguard at $12.00 per hour,
and Lifeguards at $10.00 per hour.
On a motion by Council member Justis seconded by Council member Sterling, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to authorize $36,200.00 for safety improvements at the Caverns that have been
recommended by VRSA’s Safety Report.
On a motion by Council member Justis seconded by Council member Leeth, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to pay Dean’s Tree Service $9,200.00 for the removal of seven trees.
On a motion by Council member Justis seconded by Council member Sterling, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to repair the roof at the Grand Caverns for a total amount of $16,464.00.
Mayor Plaster said she has had several citizens ask about a Love Sign for Grottoes. She
contacted the Brand Manager for Virginia is for Lovers and said that they will match $1,500.00
towards the Love Sign. Mayor Plaster said she would like for the Parks committee and maybe
even have a sub-committee to come up with a design and location for a Love Sign.
On a motion by Council member Leeth seconded by Council member Justis, and carried by a
vote of 5 to 0, voting recorded as follows: and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, to have the Parks Committee and possibly a sub-committee design a love sign and come
up with a location for it.
Mayor Plaster adjourned the work session.

March 8, 2021
A joint public hearing, a public hearing and the regular session of the Town Council of the Town
of Grottoes was held on Monday, March 8, 2021 beginning at 7:00 p.m. at the Grottoes Town
Hall, Grottoes, Virginia.
CALL TO ORDER
Mayor Plaster called the joint public hearing of the Grottoes Town Council and the Grottoes
Planning Commission to order at 7:00 p.m. on March 8, 2021. Mayor Plaster asked for a roll call.
ATTENDANCE: Planning Commission Members present: Chairman Justin Neitzey, Jen Smith,
Kevin Campbell, Nathan Foerster, Dylan Nicely, and Michael Kohl. Planning Commission
member absent: David Bradley.
Council Members present: Mayor Jo Plaster, Jim Justis, Mark Sterling, Tim Leeth, David
Raynes, and Michael Kohl; Council member absent: C.W. Stephenson.
Mayor Plaster said the reason for the public hearing is to hear citizen comments on amending
Town Code Section 100-68- Permitted Uses to add: A (29) Short Term Rental.
Speaking for the request – None.
Speaking against the request – None.
There was no discussion from Council or Planning Commission.
Mayor Plaster closed the public hearing at 7:03 p.m. and turned the meeting over to the Planning
Commission.
Chairman Neitzey asked the Commission if they had any comments or if they were prepared to
make a recommendation.
On a motion from Commission member Smith, seconded by Commission member Foerster, and
carried by a 5-0 vote, voting as follows: SMITH – AYE; CAMPBELL – AYE; FOERSTER –
AYE; NICELY – AYE; KOHL – AYE, to recommend amending Grottoes Town Code Section
100-68 Permitted Uses to add A (29) Short Term Rental.
Chairman Neitzey adjourned the meeting at 7:05 p.m.
CALL TO ORDER
Mayor Plaster called the public hearing to order at 7:06 p.m.
Mayor Plaster stated the reason for the public hearing is to hear citizens comments regarding the
Town leasing the property at 204 Aspen Avenue to Broad Porch Coffee, LLC.

Speaking for the request – Jillian McMullen said she is co-owner of Broad Porch Coffee
Company LLC and she also grew up in Grottoes. She said that it was her dream to open a coffee
shop. She said now she wants to bring this home to Grottoes. Ms. McMullen said they will start
out operating out of a truck but will need to use the building for rest rooms and storage. She said
if the business went well, they would like to expand using the building.
Speaking against the request – None.
Questions by Council – None.
Mayor Plaster adjourned the public hearing at 7:10 p.m.
CALL TO ORDER
Mayor Plaster called the regular session of March 8, 2021 of the Grottoes Town Council to order
at 7:11 p.m. Mayor Plaster asked Clerk Morris for a roll call.
ATTENDANCE: Council Members present: Jim Justis, Mark Sterling, Tim Leeth, David
Raynes, and Michael Kohl; Council member absent: C.W. Stephenson.
Other Town Officials present: Town Attorney Nathan Miller, Town Clerk Tara Morris, Interim
Manager Joseph S. Paxton, Treasurer Rhonda Danner, Parks/Tourism Director Ashley Collier,
Director of Public Works AJ Hummel, Interim Police Chief Jason Sullivan.
APPROVAL OF MINUTES.
On motion by Council member Raynes, seconded by Council member Leeth, and carried by a
vote of 5 to 0, voting recorded as follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE;
RAYNES – AYE; KOHL – AYE, the Council approved the minutes of the regular meeting of
February 8, 2021 and the Special Meeting on February 11, 2021 with one addition, to add Jim
Justis to the work session meeting.
PRESENTATION OF PETITIONS AND CLAIMS
There was no one.
REPORTS OF STANDING COMMMITTEE:
FINANCE – Council member Raynes made a motion, seconded by Council member Justis, and
carried by a vote of 5 to 0, voting recorded as follows: JUSTIS – AYE; STERLING – AYE;
LEETH – AYE; RAYNES – AYE; KOHL – AYE, the Council accepted the financial report for
February 2021.
On motion by Council member Raynes, seconded by Council member Kohl, and carried by a
vote of 5 to 0, voting recorded as follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE;

RAYNES – AYE; KOHL – AYE, the Council approved the payment of bills for February and
the bills as of March 8, 2021.
WATER AND SEWER – no report
ORDINANCE, HEALTH AND PROPERTY – no report
STREET AND STREET LIGHTS - no report
PARKS, RECREATION AND PUBLIC FACILITIES – no report
SPECIAL EVENTS – no report
PERSONNEL, FIRE AND POLICE PROTECTION – no report
STAFF REPORT
INTERIM MANAGER. – Interim Manager Paxton informed Council that the dumpster pad for
the townhouses has been moved from the north side of 12 th Street to the south side of 12th Street.
Mr. Paxton also informed the Council he has been notified that the potential buyer for the Town
property on 3rd Street is no longer interested in purchasing the property.
ATTORNEY. Attorney Miller updated the Council on the railroad alley condemnation.
Mr. Miller also noted that the Charter needs to be revised to consolidate requirements for
elections of officers, the chain of command for the employees. He said he wants to get approval
from Council so he can get it to our legislators in early summer and have it submitted to the
General Assembly for approval.
Attorney Miller said he is working on a resolution to rent the town’s facilities for general shortterm usage, so the Council does not have to have a public hearing for every birthday party. He
will report back on that matter.
TREASURER. no report
INTERIM POLICE CHIEF. no report
PUBLIC WORKS. no report
RECREATION AND TOURISM DIRECTOR. Tourism Director Collier said they have filled
the three staff vacancies, and as they move to their busier season, they will determine their
staffing needs.
SPECIAL ORDER OF BUSINESS

NEW BUSINESS
AMENDMENT TO CHAPTER 100-68 (SHORT-TERM RENTAL). On a motion by Council
member Kohl, seconded by Council member Sterling, and carried by a vote of 5 to 0, voting
recorded as follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE;
KOHL – AYE, the Council approved to amend Chapter 100-68 Permitted Uses to add A (29)
Short-Term Rental.
LEASE OF TOWN PROPERTY AT 204 ASPEN AVENUE. On a motion by Council member
Leeth, seconded by Council member Justis, and carried by a vote of 5 to 0, voting recorded as
follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE; RAYNES – AYE; KOHL –
AYE, the Council approved to lease the property at 204 Aspen Avenue to Broad Porch Coffee,
LLC.
OLD BUSINESS
ADJOURNMENT
Mayor Plaster declared the meeting adjourned at 7:30 p.m.

Attest

_____________________________________

_____________________________

Mayor

Clerk

March 18, 2021
A Special Meeting of Town Council of the Town of Grottoes was held on Thursday, March 18,
2021 at 5:00 p.m. at the Grottoes Town Hall, Grottoes, Virginia.
CALL TO ORDER
Mayor Plaster called the special meeting of March 18, 2021 meeting of the Grottoes Town
Council to order at 5:04 p.m. The special meeting was called by Mayor Plaster to discuss the
applicants for the Town Manager vacancy. Mayor Plaster requested roll call.
ATTENDANCE: Council Members present: Jim Justis, Mark Sterling, Tim Leeth, David
Raynes, Michael Kohl. Absent Council member C.W. Stephenson.
Other Town Officials present were: Town Clerk Tara Morris and Town Attorney Nathan Miller.
CLOSED SESSION
On motion by Council member Leeth, seconded by Council member Raynes, and carried by a
vote of 5 to 0, voting recorded as follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE;
RAYNES – AYE; KOHL – AYE, the Council recessed the meeting from 5:06 p.m. to 6:58 p.m.,
for a closed meeting pursuant to Section 2.2-3711.A(1), for the discussion of candidates for the
Town Manager vacancy.
On motion by Council member Leeth, seconded by Council member Sterling, and carried by a
vote of 5 to 0, voting recorded as follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE;
RAYNES – AYE; KOHL – AYE; the Council returned to open session.
Mayor Plaster read the certification of the closed session to the best of your knowledge that only
public business matters lawfully exempted from open meeting requirements under section 2.23711(A)1, of the Code of Virginia, as only such public business matters that were identified in
the motion by which a closed meeting were heard, discussed, or considered in the closed
meeting. Attorney Miller took a roll call. J. Justis; so certified, M. Sterling; so certified, T. Leeth;
so certified, D. Raynes; so certified, M. Kohl; so certified, J. Plaster; so certified.
ADJOURNMENT.
Mayor Plaster declared the meeting adjourned at 6:59 p.m.

March 29, 2021
A Special Meeting of Town Council of the Town of Grottoes was held on Monday, March 29,
2021 at 8:56 a.m. at the Grottoes Town Hall, Grottoes, Virginia.
CALL TO ORDER
Mayor Plaster called the special meeting of March 29, 2021 meeting of the Grottoes Town
Council to order at 8:56 a.m. The special meeting was called by Mayor Plaster to interview the
applicants for the Town Manager vacancy. Mayor Plaster requested roll call.
ATTENDANCE: Council Members present: Jim Justis, Mark Sterling, Tim Leeth, David
Raynes, Michael Kohl. Absent Council member C.W. Stephenson.
Other Town Officials present were: Town Clerk Tara Morris and Town Attorney Nathan Miller.
CLOSED SESSION
On motion by Council member Leeth, seconded by Council member Raynes, and carried by a
vote of 5 to 0, voting recorded as follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE;
RAYNES – AYE; KOHL – AYE, the Council recessed the meeting at 8:58 a.m., for a closed
meeting pursuant to Section 2.2-3711.A(1), for the interviewing of candidates for the Town
Manager vacancy.
On motion by Council member Leeth, seconded by Council member Raynes, and carried by a
vote of 5 to 0, voting recorded as follows: JUSTIS – AYE; STERLING – AYE; LEETH – AYE;
RAYNES – AYE; KOHL – AYE; the closed meeting adjourned at 7:08 p.m. and Council
returned to open session.
Council member Leeth read the certification of the closed session “to the best of your knowledge
only public business matters lawfully exempted from open meeting requirements under section
2.2-3711(A)1, of the Code of Virginia, as only such public business matters that were identified
in the motion by which a closed meeting was called, were heard, discussed, or considered in the
closed meeting.” Clerk Morris took a roll call. J. Justis; so certified, M. Sterling; so certified, T.
Leeth; so certified, D. Raynes; so certified, J. Plaster; so certified, M. Kohl; so certified.
ADJOURNMENT.
Mayor Plaster declared the meeting adjourned at 7:10 p.m.

