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Welcome to the Town of Abingdon! 

We believe that every employee helps to make the Town of Abingdon successful.  We hope that you will 

be proud to be a member of our team.  

This Handbook describes many of our policies.  It is designed to acquaint you with the Town of Abingdon 

and provide you with information about working conditions, employee benefits, and the specific policies 

affecting your employment.  As an employee of the Town of Abingdon, you are responsible for reading, 

understanding, and complying with all provisions of this handbook.  It describes many of your 

responsibilities as an employee and outlines the programs developed by the Town to benefit its 

employees.  The Handbook will answer many questions you may have about your employment at TOA.  

We suggest that you become familiar with the Handbook as soon as possible.  One of our objectives is to 

provide a work environment that is conducive to both personal and professional growth.  

Virginia is an "at will" employment state.  Accordingly, your employment with the Town is voluntary, 

and there is no specified length of employment.  Either you, as the employee, or the Town, as the 

employer, may terminate the relationship at will, with or without case, at any time, so long as there is no 

violation of applicable Federal or State laws.  Policies set forth in this handbook are not intended to create 

a contract, nor are they to be construed to constitute a contractual obligation of any kind, such as a 

contract of employment between the Town and any of its employees. 

Please consult the Director of Human Resources regarding any question not answered in this handbook.  

As the Town continues to grow, the need may arise and the Town reserves the right to revise, supplement, 

or rescind any policy or portion of the handbook from time to time as it deems appropriate, at its sole and 

absolute discretion.  The only exception to any change is our employment-at-will policy permitting you or 

the Town to end our relationship at will, with or without case, at any time, so long as there is no violation 

of applicable Federal or State laws.  Any revised information may supersede, modify, or eliminate 

existing policies.  This handbook is neither a contract of employment nor a legal document. 

It is the policy of the Town of Abingdon that all of its employees shall comply with the letter of all federal 

and state laws and Town ordinances governing Town operations.  Therefore, no employee is authorized to 

act or fail to act in a manner inconsistent with this policy.  No employee is authorized to direct another 

employee to act, or fail to act in a manner inconsistent with this policy.  Likewise, no employee is to act or 

fail to act in any manner which is inconsistent with this policy at the direction of another. 

It is the responsibility and duty of each employee to promptly report known or suspected noncompliance 

with this policy to his/her immediate supervisor. 

We hope that your experience here will be challenging, enjoyable, and rewarding.  Again, welcome!  

Sincerely, 

Gregory W. Kelly 

Town Manager 



 

Introductory Statement 

This employee handbook will give you important information about working for the Town of Abingdon.  

The policies in the Handbook explain many of the benefits of working here.  The Handbook also explains 

what we expect of you and tells about many of our rules.  

However, this employee Handbook cannot cover every situation or answer every question about policies 

and benefits at the Town of Abingdon.  Also, sometimes we may need to change the Handbook. The 

Town of Abingdon has the right to add new policies, change policies, or cancel policies at any time. The 

only policy we will never change or cancel is our employment-at-will policy.  The employment-at-will 

policy allows you or the Town of Abingdon to terminate your employment at any time for any reason.  

The employment-at-will policy is further described in the policy titled Nature of Employment.  If we 

make changes to the Handbook, we will tell you about the changes.  

All employees of the Town of Abingdon, those persons who work for the Town in return for financial 

compensation, except elected officials and independent contractors, are governed by this common set of 

employment policies. The Town Manager may make exceptions to these policies in special or unusual 

situations when, in his/her opinion, an exception would be in the best interest of the Town Policy.  

Exceptions are documented and maintained in the Human Resource Department.   

The policies are intended to provide effective guidance and sufficient flexibility to allow independent 

judgment, while ensuring accountability to the public and consistent, equitable, decision-making. No 

member of the Town administration, other than the Town Manager, has the authority to modify any of the 

terms or provisions of these “Employment Policies and Procedures.” 

Organizational Vision, Mission and Values 

Town Council's vision for the community includes the organizational vision, “Working together, we will 

be a progressive community shaped by new ideas and solutions, a skilled and innovative workforce, and 

citizen leadership-all distinguished by responsible and traditional values, involvement, new technology 

and quality citizen services.” Inherent in Town Council’s vision, the mission of the employees of the 

Town of Abingdon is to deliver services to Town residents, workers and visitors in an efficient, effective 

and equitable manner and to build a stronger community. 

The core values that guide the organization’s actions and decision-making are the following: 

Respect – appreciating the mixture of similarities and differences in beliefs and behavior   

 of employees and citizens. 

Honesty – telling the truth, refraining from cheating and stealing and avoiding conflicts of interest. 

Customer Focus – demonstrating a commitment to internal and external customer service. 

Personal Responsibility – taking ownership and accepting the consequences of one’s actions. 

Integrity – consistently applying these core values even when doing so is difficult or unpopular. 

Ethics 

The Town expects employees to hold themselves and their coworkers to the highest ethical standards. 

Employees are expected to act and make decisions based on public service principles and the 

organizational values to achieve positive results. 



 

Public service principles include, and are not limited to: 

 A.  Build trust though honesty and transparency. 

 B.  Seek no personal gain. 

 C.  Treat everyone fairly. 

 D.  Build the community through good stewardship. 

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

expected to consider an ethical perspective and to seek advice and  guidance whenever there is any 

doubt about whether actions or decisions are appropriate. Such advice and guidance is available from 

many sources including Supervisors, Department heads, the Human Resources Director, the Town 

Attorney and/or Town Manager. 

Employment Relationship 

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

contribution in achieving the Town’s mission. The Town is committed to providing a safe, non-

discriminatory and alcohol and drug free workplace where employees can work in supportive 

relationships and interact responsibly with colleagues and citizens. Managers and employees are partners 

in ensuring that the residents of Abingdon receive appropriate services. 

Employment at Will 

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

of employment. Neither these policies, nor any other document constitutes an express or implied 

employment contract or any right to continued employment. These policies are not intended to and do not 

imply or create a vesting or a contract entitling Town employees to any specific benefits or policies of the 

Town. The contents of this manual and the Town of Abingdon’s policies and procedures may be changed 

at any time. 

Overall Administrative Responsibilities 

The Director of Human Resources shall normally develop policy recommendations, and the procedures 

necessary for implementation of policy, and shall serve as a source of expertise on the intent and 

application of the Town’s Employment Policies. In cases where several policies apply to the same 

situation, or where conflicts appear to exist, the Assistant Town Manager, Town Manager and/or Director 

of Human Resources are authorized to make a determination as to the intent and application of policy. The 

Assistant Town Manager and/or Town Manager has final authority for the approval and administration of 

employment policies and procedures. 

Department Head Responsibilities 

Department head and other designated management officials are held to higher responsibilities and 

leadership standards due to their respective departmental rankings.   Accordingly, department head and 

other designated management officials shall perform the following specific personnel management 

functions, including but not limited to:  

A.  Develop organizational structures and staffing levels based on service needs and resource 

availability. 

B. Establish and communicate work expectations, develop operating procedures, manage 

performance and maintain an effective work environment. 



 

C. Issue departmental rules and operating procedures necessary for the efficient and effective 

functioning of the department; however, such rules and operating procedures shall not conflict with any 

portion of the Employment Policies within this personnel manual and must be coordinated in advance 

with the Human Resource Department. 

D. Schedule activities within their departments including hours of work, rest and lunch periods, time 

to prepare for work and clean-up time. 

E. Select applicants for recommended employment and assign duties and responsibilities to 

employees within their management area. 

F. Recommend promotion, demotion, reassignment, discipline, termination and other personnel 

related recommendation for their departments. 

G. Make salary recommendations as outlined in the job descriptions and written performance 

evaluations. 

H. Identify training and development needs and provide for on-the-job training (OJT).  

I. Ensure that financial and procurement policies are followed appropriately, including making the 

best use of fiscal resources, consultants and approved contracts.  

J. Department heads must perform written annual performance evaluations of their Full Time/Salary 

employees on the hire date anniversary of each employee. 

 

  



 

Employee Acknowledgement Form 

The employee Handbook describes important information about the Town of Abingdon.  I understand that 

I should consult the Director of Human Resources if I have any questions that are not answered in the 

Handbook.  

I became an employee with the Town of Abingdon voluntarily.  I understand and acknowledge that there 

is no specified length to my employment with the Town of Abingdon and that my employment is at will.  

I understand and acknowledge that "at will" means that I may terminate my employment at any time, with 

or without cause or advance notice.  I also understand and acknowledge that "at will" means that the Town 

of Abingdon may terminate my employment at any time, with or without cause or advance notice, as long 

as they do not violate federal or state laws.   

I understand and acknowledge that there may be changes to the information, policies, and benefits in the 

Handbook.  The only exception is that TOA will not change or cancel its employment-at-will policy.  I 

understand that the Town of Abingdon may add new policies to the Handbook as well as replace, change, 

or cancel existing policies.  I understand that I will be told about any Handbook changes and I understand 

that Handbook changes can only be authorized by the Town Manager and/or Assistant Town Manager of 

the Town of Abingdon.  

I understand and acknowledge that this Handbook is not a contract of employment or a legal document.  I 

have received the Handbook and I understand that it is my responsibility to read and follow the policies 

contained in this Handbook and any changes made to it.   

EMPLOYEE'S NAME (printed): _______________________________________________  

EMPLOYEE'S SIGNATURE: _________________________________________________  

DATE: __________________________________ 

 

* This personnel policy is available on the Town of Abingdon web site at: www.abingdon-va.gov 

/Departments/Human Resources and Safety/ Town of Abingdon Personnel Handbook 

  

http://www.abingdon-va.gov/


 

Customer Relations 

Our customers are the citizens of the Town of Abingdon and are very important to us.  Every employee 

represents the Town of Abingdon to customers and the public.  Our customers judge all of us by how we 

treat them.  One of the highest priorities for the Town of Abingdon is to help any customer or potential 

customer.  Nothing is more important than being courteous, friendly, prompt, and helpful to our 

customers.  

Your contacts with the public, your telephone manners, and any communications you send to customers 

reflect not just on you but also on the professionalism of the Town of Abingdon.  If at any time you feel 

you cannot address an issue with our customers, please contact your direct supervisor.  
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101 Nature of Employment 

You became an employee with the Town of Abingdon voluntarily and your employment is at will.  "At 

will" means that you are free to resign at any time, with or without cause.  Likewise, "at will" means that 

Town of Abingdon may terminate your employment at any time, with or without cause or advance notice, 

as long as we do not violate any applicable federal or state law.  

The policies in this Handbook are not intended to create a contract.  The policies should not be construed 

to constitute contractual obligations of any kind or a contract of employment between the Town of 

Abingdon and any employee.  The provisions in the Handbook have been developed at the discretion of 

management and, except for the policy of employment-at-will, may be amended or canceled at any time, 

at the sole discretion of the Town of Abingdon.  

These provisions replace all other existing policies and practices and may not be changed or added to 

without the express written approval of the Town Manager or Assistant Town Manager of the Town of 

Abingdon.   

101.1 FOIA (Freedom of Information Requests) 

As a Town employee, you may be approached in person, by phone or in writing by citizens or Town 

Council Members about providing Town specific information.  As an employee, it is your responsibility 

to forward any request(s) for Town information to the Town's FOIA official, at FOIA@abingdon-va.gov. 

*The Virginia Freedom of Information Act (FOIA), located § 2.2-3700 et seq. of the Code of 

Virginia, guarantees citizens of the Commonwealth and representatives of the media access to 

public records held by public bodies, public officials, and public employees. 

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

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

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

public business.  All public records are presumed to be open, and may only be withheld if a 

specific, statutory exemption applies. 

 

mailto:FOIA@abingdon-va.gov
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103 Equal Employment Opportunity 

To give equal employment and advancement opportunities to all people, we make employment decisions 

at the Town of Abingdon based on each person's performance, qualifications, and abilities. The Town of 

Abingdon does not discriminate in employment opportunities or practices on the basis of race, color, 

religion, sex, national origin, age, disability, or any other characteristic protected by law.  

We will make reasonable accommodations for qualified individuals with known disabilities unless making 

the reasonable accommodation would result in an undue hardship to the Town of Abingdon.   

Our Equal Employment Opportunity policy covers all employment practices, including selection, job 

assignment, compensation, discipline, termination, and access to benefits and training.  

If you have a question about any type of discrimination at work, talk with your immediate supervisor or 

the Director of Human Resources.  You will not be punished for asking questions about this.  Also, if we 

find out that anyone was illegally discriminating, that person will be subject to disciplinary action, up to 

and including termination of employment.  
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104 Business Ethics and Conduct 

We expect the Town of Abingdon employees to be ethical in their conduct.  It affects our reputation and 

success. The Town of Abingdon requires employees to carefully follow all laws and regulations, and have 

the highest standards of conduct and personal integrity.  

Our continued success depends on our citizens' trust.  Employees owe a duty to the Town of Abingdon 

and our citizens to act in ways that will earn the continued trust and confidence of the public.  

As an organization, the Town of Abingdon will comply with all applicable laws and regulations.  We 

expect all directors, officers, and employees to conduct business in accordance with the letter, spirit, and 

intent of all relevant laws and to not do anything that is illegal, dishonest, or unethical.  

If you use good judgment and follow high ethical principles, you will make the right decisions.  However, 

if you are not sure if an action is ethical or proper, you should discuss the matter openly with your 

supervisor.  If necessary, you may also contact the Director of Human Resources for advice and 

consultation.  

It is the responsibility of every Town of Abingdon employee to comply with our policy of business ethics 

and conduct. Employees who ignore or do not comply with this standard of business ethics and conduct 

may be subject to disciplinary action, up to and including possible termination of employment.   
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105 Employment/Hiring Conflicts 

The Town of Abingdon has guidelines to avoid real or potential conflicts of interest.  It is your 

duty as an employee of the Town of Abingdon to follow the following guidelines about conflicts 

of interest.  If this is not clear to you or if you have questions about conflicts of interest, contact 

the Director of Human Resources.  

What is a conflict of interest? An actual or potential conflict of interest is when you are in a 

position to influence a decision or have business dealings on behalf of the Town of Abingdon 

that might result in a personal gain for you or for one of your relatives.   

The Town Council discourages nepotism for Full Time employment unless the applicant is the 

most qualified and is confirmed by the Town Council. (Part-Time/Seasonal employment does not 

apply) 

When relatives or persons involved in a dating relationship work in the same area of an 

organization, it may cause problems at work.  In addition to claims of favoritism and morale 

issues, personal conflicts from outside can sometimes carry over to work.  

For this policy, we define a relative as: spouse, parent, child, brother, sister, aunt, uncle, 

niece, nephew, first cousin, brother/sister in-law, mother/father in-law, step-parent, step-

sibling, step-children, grandparent and/or grandchildren.  We define a dating relationship as 

a relationship that might reasonably be expected to lead to a consensual "romantic" or sexual 

relationship.  This policy applies to all employees regardless of their gender or sexual orientation.   

Our policy is that an employee may not directly work for a relative or supervise a relative. We 

also do not allow a person in a dating relationship to work for the other person in that relationship 

or to supervise the other person.  The Town of Abingdon also reserves the right to take quick 

action if an actual or potential conflict of interest arises involving relatives or persons involved in 

a dating relationship within the same department.  If (2) two persons in the same department 

become involved in a personal relationship, the supervisor or department head will advise the 

parties in the relationship that the relationship is under review by the Director of Human 

Resources, Assistant Town Manager and/or Town Manager and one party may be removed from 

the department due to the nature of the relationship. 

If two employees become relatives, or start a dating relationship and one of them supervises the 

other, the one who is the supervisor is required to tell management about the relationship.  We 

will then ask the two employees to decide which one of them is to be transferred to another 

available position.  If they do not make that decision within 30 calendar days, the Town of 

Abingdon will decide which one will be transferred or, if necessary, terminated from 

employment.  

There may also be situations when there is a conflict or the potential for conflict because of the 
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relationship between employees, even if there is no direct reporting relationship or authority 

involved.  In that case, we may separate the employees by reassignment or termination of 

employment.  If you are in a close personal relationship with another employee, we ask that you 

avoid displays of affection or excessive personal conversation at work.   

In the event that a relative is deemed to possess qualifications, experience and expertise superior 

to other applicants within the full candidate pool for that position, the Town Manager shall advise 

the Council of same and shall obtain Council's confirmation of the hiring of the relative prior to 

making any official offer of employment. 
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107 Immigration Law Compliance 

The Town of Abingdon is committed to employing only people who are United States citizens or 

who are aliens legally authorized to work in the United States.  We do not illegally discriminate 

because of a person's citizenship or national origin.  

Because we comply with the Immigration Reform and Control Act of 1986, every new employee 

with the Town of Abingdon is required to complete the Employment Eligibility Verification 

Form I-9 and show documents that prove identity and employment eligibility.  

If you leave the Town of Abingdon and are rehired, you must complete another Form I-9 if the 

previous I-9 with the Town of Abingdon is more than three years old, or if the original I-9 is not 

accurate anymore, or if we no longer have the original I-9.  

If you have questions or want information on the immigration laws, contact the Director of 

Human Resources.    
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108 Conflicts of Interest 

108.1 Conflict of Interests Regarding Contracts 

We do not automatically assume that there is a conflict of interest if you have a relationship with 

another company.  However, if you have any influence on transactions involving purchases, 

contracts, or leases, you must tell the Town Manager and/or the Assistant Town Manager of the 

Town of Abingdon as soon as possible.  By telling us that there is the possibility of an actual or 

potential conflict of interest, we can set up safeguards to protect everyone involved.  

 

108.2 Conflict of Interest Regarding Personal Gain 

The possibility for personal gain is not limited to situations where you or your relative has a 

significant ownership in a firm with which the Town of Abingdon does business.  Personal gains 

can also result from situations where you or your relative receives a kickback, bribe, substantial 

gift, or special consideration as a result of a transaction or business dealing involving the Town 

of Abingdon.  
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114 Disability Accommodation 

The Town of Abingdon is committed to complying fully with the Americans with Disabilities Act (ADA).  

We are also committed to ensuring equal opportunity in employment for qualified persons with 

disabilities.  We conduct all our employment practices and activities on a non-discriminatory basis.  

Our hiring procedures have been reviewed and they provide meaningful employment opportunities for 

persons with disabilities.  We only make pre-employment inquiries regarding an applicant's ability to 

perform the duties of the job.  

We require post-offer medical examinations only for jobs that have bona fide job-related physical 

requirements (ie: Police Officer/Fire Personnel).  An examination will be given any person who enters the 

job but only after that person has been given a conditional job offer.  We keep medical records separate 

from other personnel files and confidential.   

Reasonable accommodation is available to an employee with a disability when the disability affects the 

performance of job functions.  We make our employment decisions based on the merits of the situation in 

accordance with defined criteria, not the disability of the individual.  

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or 

changes in compensation) as well as job assignments, classifications, organizational structures, position 

descriptions, lines of progression, and seniority lists.  We make all types of leaves of absence available to 

all employees on an equal basis.  

The Town of Abingdon is also committed to not discriminating against any qualified employee or 

applicant because the person is related to or associated with a person with a disability. The Town of 

Abingdon will follow any state or local law that gives more protection to a person with a disability than 

the ADA gives.  

The Town of Abingdon is committed to taking all other actions that are necessary to ensure equal 

employment opportunity for persons with disabilities in accordance with the ADA and any other 

applicable federal, state, and local laws.  

*For more information visit: https://www.dol.gov/general/topic/disability/ada 

 

 

 

  

https://www.dol.gov/general/topic/disability/ada
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201 Employment Categories 

It is important that you understand the definitions of the employment classifications at the Town 

of Abingdon and know your classification. Your employment classification helps determine your 

employment status and eligibility for Town benefits.  If you have questions or are not sure what 

your employment classification is, see your supervisor or the Director of Human Resources.  

These employment classifications do not guarantee employment with the Town of Abingdon for 

any specific period of time.  You became an employee at the Town of Abingdon voluntarily and 

your employment is at will.  "At will" means that you may terminate your employment at any 

time, with or without cause or advance notice.  Likewise, "at will" means that the Town of 

Abingdon may terminate your employment at any time, with or without cause or advance notice, 

as long as we do not violate federal or state laws.   

Depending on your job, you are either NONEXEMPT or EXEMPT from federal and state wage 

and hour laws.  If you are a NONEXEMPT employee, you are entitled to overtime pay under the 

specific provisions of federal and state laws.  If you are an EXEMPT employee, you are excluded 

from specific provisions of federal and state wage and hour laws.  Your EXEMPT or 

NONEXEMPT classification may be changed only with written notification from the Town of 

Abingdon management.  

In addition being a Nonexempt or Exempt employee, you also belong to one of the following 

employment categories:  

You are a REGULAR FULL-TIME employee if you are not assigned to a temporary or 

introductory status AND you are regularly scheduled to work the Town of Abingdon full-time 

schedule.  REGULAR FULL-TIME employees are employees who are not in a temporary or 

introductory status AND who are regularly scheduled to work the full-time schedule at the Town 

of Abingdon.  In most cases, regular full-time employees are eligible for all Town of Abingdon 

benefit programs, subject to the terms, conditions, and limitations of each benefit program.  

You are a PART-TIME employee if you are not in a temporary or introductory status AND you 

are regularly scheduled to work less than 28 hours per week or 1500 hours annually.  Part-time 

employees receive all legally mandated benefits, such as Social Security and workers' 

compensation insurance.  Part-time employees are not eligible for the other Town of Abingdon 

benefit programs.   
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202 Access to Personnel Files 

The Town of Abingdon keeps personnel files on all employees.  The personnel files include the 

job applications and related hiring documents, training records, performance documentation, 

salary history, and other employment records.  

Personnel files are the property of the Town of Abingdon.  Because personnel files contain 

confidential information, the only people who can see them are people with a legitimate business 

reason.  

If you wish to review your own file, contact the Director of Human Resources.  You will need to 

give advance notice if you wish to see your file.  You may review your file only when a 

representative of the Town of Abingdon is also present.  
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203 Pre-Employment Verifications 

To ensure that individuals who join the Town of Abingdon are well qualified and have a strong 

potential to be productive and successful, it is the policy of the Town of Abingdon to check the 

employment references of all applicants.   

The Director of Human Resources will respond to all reference check inquiries from other 

employers.  Responses to such inquiries will confirm only dates of employment, wage rates, and 

positions held.  

 

203-1 Pre-Employment Background Check 

The Town of Abingdon will perform a thorough pre-employment background check on all 

persons who have been offered employment with the Town of Abingdon.  Failure to disclose 

pertinent information regarding convictions, arrests, traffic violations, etc that you have been 

involved with will result in automatic disqualification of employment with the Town of 

Abingdon.  The pre-employment background check will include, but is not limited to, court 

documents, personal/professional references, and social media accounts. 

 

203-2 Pre-Employment Drug Screen 

The Town of Abingdon will perform pre-employment drug screening administered by a third 

party company.  Failure to pass the drug screen due to illegal substances will result in automatic 

disqualification of employment with the Town of Abingdon.  If a prescription medication is 

detected from the drug screen, the candidate will have 24 hours to produce the valid prescription 

for said medication. 

Should a drug test result in "dilute" then the Town of Abingdon has the discretion to order a 

second test promptly following the initial test.  In the event that two consecutive drug test results 

indicate "dilute" it will be considered a positive result and the applicant will no longer be 

considered for employment.   

*If an applicant tests positive, the applicant is no longer considered for employment.  However, 

the applicant may reapply for any open positions with the Town of Abingdon after a twelve 

month waiting period. 
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204 Personnel Data Changes 

It is important that the Town of Abingdon have certain personal information about you in our 

records.  You need to tell us as soon as there is a change to your mailing address, telephone 

numbers, marital status, dependents' information, educational accomplishments, and other 

possibly related information.  We also need to have information about who to contact in case of 

an emergency.  If you need to change your personal information or if you have questions about 

what information is required, contact the Director of Human Resources.   
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205 Probationary Period 

The Town of Abingdon has a probationary period for new employees.  During the probationary 

period, we will evaluate your work habits and abilities to make sure that you can perform your 

job satisfactorily.   

Since your employment with the Town of Abingdon is voluntary and at will, you may terminate 

your employment at any time during or after the probationary period, with or without cause or 

advance notice.  Likewise, the Town of Abingdon also may terminate your employment at any 

time during or after the probationary period, with or without cause or advance notice.   

The probationary period for all new and rehired employees is the first 90 calendar days after their 

hire date.  

When employees satisfactorily complete the probationary period, they are assigned to the 

"regular" employment classification.  
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208 Employment Applications 

We rely on the accuracy of the information you put on your employment application.  We also 

expect that you and your references give accurate and true information during the hiring process 

and employment.  If we find that any information is misleading, false, or was left out on purpose, 

we may reject an applicant from further consideration.  If the person was already hired, it could 

result in termination of employment.  
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209 Performance Evaluation 

We encourage you and your supervisor to discuss job performance and goals on an informal, 

day-to-day basis. A formal written performance evaluation will be done at the end of the 

introductory period after you are first hired with the Town of Abingdon.  In addition, you and 

your supervisor will have formal performance evaluations to discuss your work and goals, to 

identify and correct weaknesses, and to encourage and recognize your strengths.  

Performance evaluations will be done every 12 months around the time of the anniversary of 

your original hire date and completed by the Department Head or Direct Supervisor of the 

employee.  Your annual performance evaluation will be used during the annual budget process to 

determine the percentage of merit or bonus increase you may receive based on your performance. 

The evaluation form that is used for the Town of Abingdon is located on the next page. 
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Employee Performance Appraisal Form 

Employee Name  

Title  
Review Period/Year  

Date of Hire  
Supervisor Name  

Date of Review  

Definition of Ratings 

Top Performer (Rating of 3) 
 Consistently and substantially exceed requirements of the position and performs at optimum levels of 

effectiveness 

 Exhibit leadership behaviors consistent with the values and goals of the town 

 Considered role models and used as mentors 

 Brings new ideas or processes which benefit the town 

 Creative problem solver, implementing new ways of working to make positive changes 

 Described as distinguished, remarkable, and extraordinary 

 Exhibit exceptional quality while meeting challenging demands 

 
Core Performer (Rating of 2) 

 Consistently meets requirements of the position and performs satisfactorily and in a reliable manner 

 Successfully do their jobs 

 Demonstrate leadership behaviors consistent with town goals 

 Consistent, ongoing achievement of the established standards 

 Described as knowledgeable and reliable 

 

Low Performer (Rating of 1) 
 May inconsistently meet or fail to meet requirements and standards for the position 

 performance is not at expected levels and/or was not done in a way that demonstrates the town goals and 

values 

 Meets some of the minimum requirements of the position but may need to improve performance to meet 

expected levels in some areas of performance 

 Includes employees who may be new in their job and learning new skills and/or employees who need to 

improve and develop in their job 

 Immediate and sustained improvement is required for this employee 

 Managers of these employees should be meeting with the employee on a frequent basis. 

Directions for Supervisor 

 Employee should be rated on the requirements of their job description and not compared to other employee 

performance to make the appraisal more objective. 

 Rate employee as a 1, 2, or 3 in all categories. Most employees are Core performers and that's ok. That 

means they are doing their job. Top performers always give that extra effort. 

 Add all Ratings to Determine the Employee Rating for the Evaluation Period. 
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Performance Standard 

Customer Service 
 Passionate and dedicated to serving the public 

 Provides exceptional customer service at every interaction and acts in the best interest of the town 

 Establishes and maintains effective relationships in order to gain trust and respect; demonstrates respect for 

others; engenders trust; responds to citizen concerns in an appropriate and timely manner, owns citizen 

problems through to resolution 

Employee Rating _____ 

 
Job Knowledge and Technical Skills 

 Possesses functional, technical, business, and professional knowledge and skills to do the job at a high level 

of accomplishment 

 Knows how and when to apply technical procedure, uses curriculum and enhancement materials 

appropriately and consistently, develops and maintains a positive working environment  

Employee Rating _____ 

 
Dependability 

 Arrives at work in a timely manner on regularly scheduled days as well as leaving and returning from 

scheduled breaks during the day 

 Follows proper call in procedures when unable to report to work, can be depended upon to follow through 

on commitments and responsibilities 

Employee Rating _____ 

 

Productivity and Quality 

 Produces an acceptable amount of work and is able to handle the workload  

 Does what is asked and delivers work on time 

 Does work correctly the first time without waste or rework 

Employee Rating _____ 

 

Accountability 

 Demonstrates a sense of responsibility for completing tasks 

 Recognizes how his/her performance affects overall goals and objectives 

 Works independently under broad or limited supervision. 

 Establishes priorities appropriately, demonstrating an understanding of the urgency of tasks and the impact 

of tasks on the town 

 Plans effectively, anticipating issues, taking the initiative to address issues, and developing innovative 

approaches to resolving issues 

Employee Rating _____ 

 

Initiative 

 Accepts responsibility willingly, creative in solving problems 

 Generates ideas for improvements, seeks feedback regarding performance 

 Applies new skills, solves problems without being asked 

 Takes on or seeks out new tasks and assignments willingly 

 Seeks opportunities for development and applies new skills 

 Participates enthusiastically in training and professional development to advance skills Learns from 

mistakes and takes responsibility for improving performance 

Employee Rating _____ 
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Teamwork and Interpersonal Skills 
 Genuinely cares about and relates to all kinds of people constructively and effectively  

 Approaches issues and problems through teamwork and collaborative efforts 

 Addresses conflict in a fair, equitable and diplomatic manner 

 Shares ideas and information, emphasizes the positive, viewed as a team player 

 Focuses on solving problems, supports decisions, is collaborative and inclusive 

Employee Rating _____ 

 

Planning and Organization 

 Is prepared with materials required for performance of job 

 Sets and meets reasonable and achievable goals with respect to assignments in area of expertise 

 Manages time and resources so that results are achieved with minimum disruption of other work areas 

Employee Rating _____ 

 

Oral and Written Communication 
 Displays clarity and accuracy in all forms of communications, listens well, communicates effectively both 

orally and in writing 

 Demonstrates professionalism in all interactions, and utilizes appropriate communication style based on the 

audience and situation 

Employee Rating _____ 

 

Acts with Integrity 

 Adheres to and acts in line with town Mission and Values at all times 

 Encourages candidness in others and models ethics and integrity in all aspects of the job, maintains 

confidentiality  

 Demonstrates understanding of others' needs or position, honest and diplomatic in interactions, values 

cultural religious and ethnic differences 

 Upholds and enforces town policies, demonstrates respect for citizens and fellow colleagues in interactions 

and guidance 

 Promptly reports incidents to management 

Employee Rating _____ 
 
Overall Employee Rating for Performance Appraisal Period _____ 

Exceeds Expectations 30-25 

Meets Expectations 24-20 

Below Expectations 19-15 

Unsatisfactory 14-10 

 

Goals for next performance appraisal: 

1. 

2. 

3. 

 
Signature of Supervisor ________________________   Date _____________ 
 

Signature of Employee   ________________________   Date _____________  
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210 Job Descriptions 

We strive to have official job descriptions for all jobs with the Town of Abingdon.  A job 

description includes the following sections: job information; job summary (gives a general 

overview of the job's purpose); essential duties and responsibilities; supervisory responsibilities; 

qualifications (includes education and/or experience, language skills, mathematical skills, 

reasoning ability, and any certification required); physical demands; and work environment.  

We use the job descriptions to help new employees understand their jobs and their 

responsibilities.  We also use job descriptions to identify the requirements of a job, set up the 

hiring criteria, set standards for employee performance evaluations, and establish a basis for 

making reasonable accommodations for individuals with disabilities.  

The Director of Human Resources and the department head prepare a job description when a new 

job is created.  We review existing job descriptions and change them when a job changes.  You 

can help by making sure that your job description is accurate and describes your job duties.  

Your job description does not necessarily cover every task or duty that you might be assigned.  

You may be assigned additional responsibilities as necessary.  If you have questions or concerns 

about your job description, contact your direct supervisor or the Director of Human Resources.  

*Job descriptions are on file in the Department of Human Resources. 
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301 Employee Benefits 

The Town of Abingdon gives full-time/salary employees many benefits.  Some benefits are required by 

law and cover all employees.  The legally required benefits include Social Security, workers' 

compensation, state disability, and unemployment insurance.  

There are several factors that decide if you are eligible for a benefit.  One important factor is your 

employment classification.   See your supervisor or Director of Human Resources to find out which 

benefit programs you are eligible for. 

This employee Handbook contains policies describing many of the benefit programs.  Sometimes a policy 

will tell you that there is more information in another place such as the Summary Plan Document.  

The following benefit programs are available to full-time/salary employees:  

 * Bereavement Leave  
 * Credit Union  
 * Deferred Compensation Plan  
 * Dental Insurance  
 * Drug or Alcohol Rehabilitation Program  
 * Employee Assistance Program  
 * Employee Health Program  
 * Family Medical Leave (FMLA)  
 * Health Insurance  
 * Holidays  
 * Jury Duty Leave  
 * Life Insurance  
 * Military Leave  
 * Paid Time Off (PTO)  
 * Pension Plan (VRS, ICMA-RC) 
 * Short-Term Disability  
 * Sick Leave   
 * Optional Life Insurance  
             *Take home vehicles (Where applicable) 
 * Travel Allowances (Where applicable) 
 * Vacation  
 * Vision Care Insurance  
 * Wellness Program 

 
You may have to pay part or all of the cost for some benefits but the Town of Abingdon fully pays for 

many of them.   When you think about your total pay with the Town of Abingdon, be sure to also count 

how much we pay toward your benefits.  The benefits offered by the Town of Abingdon are described 

more in depth in the following pages. 

I.  Right to Make Changes 

From time to time, conditions or circumstances may require that the Town make changes, 

additions, or deletions to its benefits program for both active employees and retirees, as the Town 
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determines are appropriate. This policy does not grant employees or retirees vested benefits.  In other 

words, employees and retirees are not guaranteed current or future benefits, unless required by federal or 

state law. 

II. Medical and Dental Coverage 

A. Eligibility:  Group medical and dental coverage is currently available for all full time 

employees and their eligible dependents. Enrollment takes place at new hire on-boarding and coverage 

will begin the 1st day of the month following the date of full-time hire and thereafter during Open 

Enrollment periods. Employees may make changes in their coverage during open enrollment periods and 

when a life qualifying event occurs that allows changes such as marriage, divorce and birth or adoption of 

a child. 

B.  Cost of Coverage:  The Town currently pays the full cost for the employee’s coverage (single 

coverage). Employees who elect to cover their eligible dependents are responsible for a portion of the cost 

of the dependents’ coverage. Payment for dependent coverage must be made through payroll deductions 

and is automatically processed on a pre-tax basis. 

III.  Group Life Insurance 

A.  All full time employees are eligible for the Town’s basic group life insurance plan. The 

life insurance plan is administered by the Virginia Retirement System (VRS) and underwritten by a 

provider selected by VRS. 

B.   Coverage for death due to natural causes is two times the annual base salary, rounded up 

to the nearest thousand dollars. The accidental death benefit is four times the annual salary. The Town 

currently pays 100% of the cost for the basic group life insurance plan. 

 

 

IV.  Optional Group Life Insurance 

A.  All full-time employees are eligible to purchase optional group term life insurance for 

themselves, their spouse and their children. 

B.   The employee is responsible for 100% of the cost of the optional life insurance. 

C.   Employees may purchase coverage in amounts of 1, 2, 3, or 4 times their annual salary. 

The amount of coverage available to spouses and children depends upon the amount of coverage selected 

by the employee. 

V.  Retirement 

A.  All full-time employees are enrolled in the Virginia Retirement System (VRS) based 

upon the date of hire. An employee hired after the first of the month begins coverage the first of the 
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following month. 

B.    VRS is a state retirement system and all rules and regulations regarding contributions and 

retirement benefits are made by the State legislature. The Town, as a member employer, must comply 

with all regulations as set forth by the legislature. 

C. An employee may request a refund from VRS, or a portion of retirement contributions, 

upon termination from employment in accordance with VRS regulations. 

D. Retirement benefits are based on three factors:  years of service; the plan an employee is 

enrolled in (Plan I, Plan II or Hybrid); and the age at the time of retirement.   Details concerning the 

Virginia Retirement System are covered in the Handbook for VRS Members, available at 

www.varetire.org.        

E. The Town reserves the right to participate in another retirement system should it deem 

appropriate. 

F. All employees should be aware that it takes VRS three (3) months to process a retirement 

application. Therefore, when considering retirement, all employees are encouraged to schedule an 

appointment with the Director of Human Resources (90) days prior to the proposed date of retirement.  

There are several forms, tax considerations, payroll and other issues that must be resolved before an 

employee can retire.  For example, many employees depending on their age file for social security as well.  

Each employee considering retirement must consider continuing health insurance, life insurance, and also 

how they will handle tax withholding on their retirement income.  Another consideration is annual and 

sick leave balances, if any.  Please schedule an appointment with the Director of Human Resources to 

develop a plan. 

To get an estimate of your retirement benefits an employee can fill out VRS-form 60 and mail it 

to VRS or call 1-888-827-3847.  Forms can be found at www.varetire.org 

It is also important to inform your Supervisor as soon as possible once you have decided to retire.  

Retirement is considered a voluntary action similar to a resignation.  Department heads will need time to 

plan and schedule the work as the employee transitions from employment to retirement. 

VI.  Deferred Compensation 

A.  The Deferred Compensation Program is an individual income investment plan authorized 

by Section 457 of the Internal Revenue Code, which can be used as a supplement to retirement plans and 

Social Security 

B.  Eligibility: 

1.   Employees holding full-time positions are eligible to participate in the Deferred 

Compensation Program effective with the date of hire. 



  

23 

4.  Employees eligible for a distribution from International Town/County Management 

Association (ICMA-RC) due to their age and retirement status are not eligible to 

contribute to the deferred compensation program as an active employee. 

C.  As a part of an overall benefits program, the Human Resource Department coordinates the 

Deferred Compensation Program. The Program is directly administered by the International Town/County 

Management Association Retirement Corporation (ICMA-RC), which is specifically organized to 

promote voluntary retirement plans for local government employees. Participant contributions are 

deducted on a pre-tax basis. Program participants have numerous investment choices from which to 

choose. All contributions remain with ICMA-RC until the funds are withdrawn in accordance with 

ICMA-RC guidelines upon separation from employment, retirement or death. 

D.  Program Guidelines: 

1.   Individual voluntary contributions to the employee’s Deferred Compensation account 

shall be made by the employee through payroll deductions. Contributions must be at 

least $5.00 per pay period and may not exceed the maximum allowed by law. 

2.   Initial enrollment and changes in deductions shall be submitted to the Human 

Resource Department. A signed authorization form is required prior to actual 

deductions or changes. 

3.  ICMA-RC Responsibilities: 

a.  The ICMA-RC will assign an account manager to the Town of Abingdon who shall 

be accessible and periodically meet with employees. 

b.  ICMA-RC will provide general information and individual account information 

directly to employees. 

The Director of Human Resources coordinates with the ICMA-RC account manager and provides 

routine information to participants about Deferred Compensation. 

Leave concurrent with Workers’ Compensation. 
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303 Annual Leave Options 

Annual Leave Option 1 

The Town of Abingdon offers vacation time off with pay to eligible employees.  Full Time/Salary 

employees will accrue time after the 15th of each month for the current month of employment.  If an 

employee is hired prior to the 15th of the month, they will receive the monthly vacation/sick accrual.  

However, if an employee leaves employment with the Town of Abingdon prior to the 15th of the month, 

they will NOT accrue vacation/sick time for that month.   

Employees in the following employment classifications are eligible for paid vacation time: Full Time 

Hourly and Salary Employees 

The amount of paid vacation time you receive each year depends on how long you have been working.  

This is the schedule for accruing vacation:  

*Upon initial eligibility the employee is entitled to 96 vacation hours each year, accrued monthly at the 

rate of 8 hours per month.  

*After 5 years of eligible service the employee is entitled to 120 vacation hours each year, accrued 

monthly at the rate of 10 hours per month.  

*After 10 years of eligible service the employee is entitled to 144 vacation hours each year, accrued 

monthly at the rate of 12 hours per month.  

*After 15 years of eligible service the employee is entitled to 168 vacation hours each year, accrued 

monthly at the rate of 14 hours per month.  

*After 20 years of eligible service the employee is entitled to 192 vacation hours each year, accrued 

monthly at the rate of 16 hours.  

Once you enter an eligible employment classification, you begin to earn paid vacation time according to 

the schedule in this policy. You can request to use vacation time after it is earned.   

You may not take less than one hour vacation at a time.  To schedule your vacation time, you should first 

ask for advance approval from your supervisor by completing the time off request form or submitting the 

electronic request via the employee self service portal through the time management system.  Each request 

will be reviewed based on a number of factors, including our business needs and staffing requirements.  

You will be paid for vacation time off at your base pay rate of pay at the time of the vacation.  Vacation 

pay does not include overtime or any special forms of compensation such as incentives, commissions, 

bonuses, or shift differentials.  

We encourage you to use your available paid vacation time for rest and relaxation.  If you do not use your 

available vacation by the end of a benefit year, you may carry over the unused time to the next benefit 

year.  If the total amount of your unused vacation time reaches the "cap" amount, you temporarily stop 

accruing vacation.  The "cap" amount is the annual vacation amount that you are eligible to accrue.  When 

you take vacation again and your total accrued amount falls below the cap, you will start accruing 
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vacation again.   

Separation of Employment:  When your employment terminates, you will be paid for any unused 

vacation time that has been earned through your last day of work.  Upon separation of employment, a full-

time/salary employee (or the employee’s estate in case of the employee’s death) will receive a maximum 

payment of 100% of annual leave.  A maximum payment of $5,000 for total accrued time (annual/sick) 

will be made with the balance to be paid out in keeping with normal pay periods until total amount 

accrued is fulfilled.  Accrual of annual/sick time is discontinued upon separation of employment. 

 

Years (Months) of Service Hours Earned Each Year Maximum # of hours that Can 

Be Accrued: 
0-4 Years (0-59 Months) 96 192  

5-9 Years (60-119 Months) 120 240  
10-14 Years (120-179 Months) 144 288  
15-19 Years (180-239 Months) 168 336  

20 + Years (240 + Months) 192 384 

 

Annual Leave Option 2 

Paid Time Off (PTO) 

The Town of Abingdon has made it an option for employees to choose which Annual Leave plan they 

wish to participate in.  Annual Leave Option 1 which allows the monthly accrual of annual and sick time; 

(see Section 307 for specific Sick Leave guidelines) and is based on years of service.  (See guidelines 

above).  Annual Leave Option 2 or Paid Time Off (PTO) which is a front loaded time off system and does 

not require the employee to use the time off for specific reasons. (example: sick day) 

 

Years of Service Paid Time Off (PTO) Max Carryover/Max Accrual 

1-9 Years 160 Hours (20 Days) 40 Hours/200 Hours (25 Days) 

10-19 Years 200 Hours (25 Days) 40 Hours/240 Hours (30 Days) 

20+ Years 240 Hours (30 Days) 40 Hours/280 Hours (35 Days) 

 

Any new Full Time/Salary employee who becomes employed with the Town after June 30, 2017, will 

automatically be enrolled in this PTO program after one year of full time service with the Town. 

An eligible Town employee can opt into the PTO program after one year of full-time, continuous 

service with the Town.  The employee would accrue time based on the Annual Leave Option 1 

guidelines until their one year anniversary date.   

After one year, the employee may opt in to the PTO program.  The opt in period is between June 

1-15 of each fiscal year.  (Once an employee has opted in to the PTO program, they cannot opt 
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out.) 

Time will be front loaded into the employee’s bank on July 1
st
 of each fiscal year. (The amount 

of time loaded is based on years of service.  See chart above).  An employee may only carry over 

40 hours into each new fiscal year.  If they do not use all of their time, they will lose all of it 

except the 40 hour carryover. 

Any employee who has a vacation balance as of June 30th of that year, it will be added to their 

PTO allotment on July 1st of the following fiscal year.  Moving forward, the employees will be 

held to the maximum PTO allowances listed above.  An employee may carry over 

If an employee who opts in to the PTO program has sick leave, it will be placed in reserve and 

paid out at 25% upon separation (volunteer quit, retirement, layoff) of employment with the 

Town. 

This program is NOT for everyone.  Any employee who chooses this program must be 

responsible with their time and understand that if he/she uses all of their time, unexcused 

absences could result in corrective action up to and including termination of employment. 

It is highly recommended that any employee in the PTO program keep/save days in case of 

emergency or unexpected situations. 

*Exempt Employees: If you are an Exempt/Salary employee, you must also be aware of using 

all of your time.  If you are out of time and do not come into work for the day, (scheduled or 

unscheduled) you will not be paid for the day.  As stated above, if there are multiple instances of 

absences that take place because you have used all of your time, it could result in corrective 

action up to and including termination of employment. 

Each employee is responsible for scheduling and knowing how much time they have to use each 

year. 

Any new Full Time/Salary employee who becomes employed with the Town after June 30, 2017, will 

automatically be enrolled in this PTO program after one year of full time service with the Town. 

*Except in extraordinary/extreme medical situations, any time off requests longer/greater than 

ten (10) business days must be approved by the Assistant Town or Town Manager.
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305 Holidays 

The Town of Abingdon gives time off to all employees on the following holidays:  

 * New Year's Day (January 1)  

             * Lee Jackson Day (Friday before Martin Luther King Day) 

 * Martin Luther King, Jr.  Day (third Monday in January)  

 * Presidents' Day (third Monday in February)  

 * Memorial Day (last Monday in May)  

 * Independence Day (July 4)  

 * Labor Day (first Monday in September)  

 * Columbus Day (second Monday in October)  

 * Veterans' Day (November 11)  

 * Thanksgiving (fourth Thursday in November)  

 * Day after Thanksgiving  

 * Christmas Eve (December 24)  

 * Christmas (December 25)  

 

Eligible employees will be paid for holiday time off.  If you are eligible, your holiday pay will be 

calculated at your straight-time pay rate as of that holiday multiplied by the number of hours you 

would normally have worked that day.  

Employees in the following employment classifications are eligible for holiday time off with pay 

immediately: Full Time Hourly and Salary Employees 

If you are eligible for paid holidays, you must also work both the last scheduled work day 

immediately before the holiday and the first scheduled day immediately after the holiday (unless 

prior approval has been obtained from your supervisor).   

If a recognized holiday falls on a Saturday, the Town of Abingdon will observe it on the Friday 

before the holiday.  If a recognized holiday falls on a Sunday, the Town of Abingdon will 

observe it on the Monday after the holiday.   

If you are eligible for paid holidays and on the holiday you are on a paid absence, such as 

vacation or sick leave, you will get holiday pay instead of the paid time off pay you would have 

received.   

If eligible nonexempt employees work on a recognized holiday, they will receive holiday pay 

plus their wages at their straight-time rate for the hours they worked (up to 8 hours) on the 

holiday.   

Holiday's are counted as paid time in regards to calculating overtime.    
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306 Workers' Compensation Insurance 

COMPANY NURSE® INJURY REPORTING  
 

NOTE:  If life- or limb-threatening injury only, call 911!! Then report the injury / 

incident after the employee is stabilized.  
 
 

Step 1    MAKE THE CALL BEFORE SEEKING TREATMENT 
 

 

 Notify supervisor of the injury/incident 
 

 In a quiet place, employee and/or supervisor call Company Nurse at:  

888-770-0925 
 

 You will be asked to provide the following information during the call: 

1. Search Code (located on posters – helpful but not required for call) 

2. Employer name and/or worksite  

3. Employee personal information 
4. Injury details: Who?  What?  When?  Where? 
 

 Possible Outcomes as a result of the Call:   

o Self-care or basic first aid, OR 

o Referral to one of your panel facilities by a Nurse – Occ Health or Urgent 

Care or ER 

 

 IMPORTANT!   
o Translators are available for more than 170 different languages 
o Be prepared to write down a Call Confirmation Number 

 

Step 2    REPORT DISTRIBUTION AFTER THE CALL 

 
 

 Report of Injury is emailed or faxed to key stakeholders at the employer   
 

 If injured employee is referred for medical treatment, an Alert will be sent 
immediately to the medical provider to expect the employee at their facility 

   

Step 3    FOLLOW-UP CALL 

 

 

 Additional Nurse Advice: Employees, who were triaged by a nurse but not initially 

referred, are welcome to call our nurses again if injuries become worse or new 

symptoms develop for which they may require additional nurse advice or injury 

triage services and a possible referral for medical treatment.  
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NOTE:  If the employee does not use a physician from the Town’s panel, the employee is 

financially responsible for any incurred medical expenses. 

 Employer Responsibilities: 

o The Human Resource Department, working with VACorp, oversees Workers’ 

Compensation in compliance with the Workers’ Compensation Act of Virginia. 

o When a work-related injury or illness also qualifies as a serious health condition 

under the Family Medical Leave Act (FMLA), absences will be designated as 

Family Medical Leave concurrent with Workers’ Compensation. 

 

 

First Assist Urgent Care  

603 Campus Drive, Suite 100 

Abingdon, VA 24210 

276-739-8010 

Monday - Saturday 8am-6pm 

Sunday 8am-2pm 
 

Wellmont Urgent Care 

24530 Falcon Place Blvd, Suite 100 

Abingdon, VA 24210 

276-619-0075 

Monday-Friday 8am-8pm 

Saturday - Sunday 10am-6pm 
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307 Sick Leave Benefits 

The Town of Abingdon provides paid sick leave benefits to eligible employees who are temporarily 

absent due to illness or injury.  Employees in the following employment classifications are eligible for 

sick leave:  

Full Time Hourly and Salary Employees  

 *Any employees who begin work after June 30, 2017 will not have any sick leave accrual.  Please 

see guidelines listed under Section 303. 

Sick leave benefits are calculated on the basis of a "benefit year".  A "benefit year" is the 12-month period 

that begins when you start earning sick leave.  

Each full-time hourly/salary employee is entitled to 96 sick hours each year, accrued monthly (after the 

15th) at the rate of 8 hours per month.  

You may not take less than one hour sick leave.  You may use sick leave benefits to be absent because 

you are ill or injured.  You can also use sick leave to be absent because of the illness or injury of a 

dependent family member.   

 For the purposes of sick leave usage, a dependent family member is defined as the employee’s parent, 

spouse, child/stepchild or person for whom the employee has been appointed legal guardian. 

If you cannot report to work because of an illness or injury, you should notify your supervisor before the 

scheduled start of your workday, if possible.  Your supervisor must also be contacted on each additional 

day of absence.  

If you are absent for three or more consecutive days due to illness or injury, you must give us an 

authentic/certified doctor's statement that states you are ill or injured, when it began, and when you should 

be able to return to work.  We may also request a similar statement for other sick leave absences of less 

than three days.  Failure to provide an authentic/certified doctor's statement may lead to disciplinary 

action up to and including termination. 

Your sick leave benefits will be calculated based on your base pay rate at the time of your absence.  Sick 

leave benefits do not include any special forms of compensation, such as incentives, commissions, 

bonuses, or shift differentials.  

Unused sick leave benefits will be allowed to accumulate until you have accrued 1,000 hours of sick leave 

(*exception: grandfathered employees).  If your unused sick leave reaches this maximum, you will 

temporarily stop accruing sick leave.  When you start using sick leave again and the total accrued sick 

leave falls below days, you will start accruing sick leave again.  Sick leave benefits are meant to provide 

income protection in the case you are ill or injured.  They may not be used for any other absence.     

*Grandfathered Employees: A grandfathered employee is an employee who has accrued 1,000 or more 

sick hours by 12/31/15.  These employees will not lose any sick time, but will not accrue anymore unless 

they fall below the 1,000 hour sick leave maximum. .  *Any employees who begin work after June 30, 
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2017 will not have any sick leave accrual.  Please see guidelines listed under Section 303. 

 

Effect of Reassignment:  Promotion, demotion, transfers or reassignment does not affect the amount of 

accumulated sick leave. 

Separation of Employment:  Employees who separate employment with the Town of Abingdon via 

voluntary quit or retirement shall be paid at a rate of twenty-five percent (25%) of the value of their sick 

leave based upon the balance (up to 1,000 hours*) at the time of separation.  If an employee is terminated 

from the Town of Abingdon, he/she will forfeit payment of any accrued sick leave. 

Payment of Sick Leave Balance:  Upon separation from employment, a full-time employee (or the 

employee’s estate in case of the employee’s death) will receive payment for a maximum of 25% of sick 

leave.  A maximum payment of $5,000 for total accrued time (annual/sick) will be made with the balance 

to be paid out in keeping with normal pay periods until total amount accrued is fulfilled.  Accrual of 

annual/sick time is discontinued upon separation of employment.  *Any employees who begin work after 

June 30, 2017 will not have any sick leave accrual.  Please see guidelines listed under Section 303. 

 

*Please note: if an employee has chosen the Paid Time Off (PTO) option, he/she will not accrue sick 

leave, but will have one lump sum of time as outlined in section 303. 
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309 Bereavement Leave 

The Town of Abingdon provides bereavement leave to employees who need to take time off 

because an immediate family member died.  To ask for bereavement leave, see your supervisor.  

Full-time hourly and Salary employees are eligible for bereavement leave.  Upon request, the 

Department Head or supervisor shall grant paid bereavement leave for a period of three 

consecutive working days.  In the event that the deceased resided in the employee's home or the 

funeral of the immediate family member is out of state, five consecutive working days may be 

granted.  

If leave is desired for a death other than the immediate family, or the employee needs more time 

than outlined above, the time off may be granted at the discretion of the employee’s Department 

Head or Supervisor and charged to other appropriate paid leave. 

While you are on a paid bereavement leave, you will get your base pay rate but you will not get 

any special forms of pay, such as incentives, commissions, bonuses, or shift differentials.   

We normally will give you bereavement leave unless there are business reasons that require you 

to be at work.  With your department head or supervisor's approval, you can use any available 

paid leave benefits you have, such as vacation, if you need more time off.  

For bereavement leave, "immediate family" is defined as the employee’s spouse, parent, 

mother/father in-law, child, sibling, grandparent, grandchild, son/daughter in-law, step-parents, 

step-children, and/or step-siblings. 

   



  

33 

311 Jury Duty 

The Town of Abingdon encourages you to fulfill your civic responsibilities by serving jury duty 

if you get a summons. Employees in an eligible classification may request up to 4 weeks of paid 

jury duty leave over any 2 year period (with proper court documentation). 

If you are eligible for jury duty, you will be paid at your base rate of pay for the number of hours 

you would normally have worked that day.  Employees in the following classifications are 

eligible for paid jury duty leave: Full Time and Salary Employees 

If you stay on jury duty longer than paid jury duty allows, you may use any available paid time 

off benefits you have, such as vacation, to be paid for the unpaid jury duty leave.   

If you get a jury duty summons, show it to your supervisor as soon as possible.  This will help us 

plan for your possible absence from work.  We expect you to come to work whenever the court 

schedule permits.  

Subject to the terms, conditions, and limitations of the applicable plans, the Town of Abingdon, 

will continue to provide health insurance benefits for the full period of unpaid jury duty leave.   

Your benefits, such as vacation, sick leave, or holiday benefits, will accrue during an unpaid jury 

duty leave.     
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313 Benefits Continuation (COBRA) 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) helps employees and 

their dependents to continue their health insurance even if they are no longer eligible under our 

health plan.  

There are strict rules about when you can use COBRA.  COBRA lets an eligible employee and 

dependents choose to continue their health insurance when a "qualifying event" happens.  

Qualifying events include the employee's resignation, termination, leave of absence, shorter work 

hours, divorce, legal separation, or death.  Another qualifying event is when a dependent child 

stops being eligible for coverage under your health insurance.  

If you continue your insurance under COBRA, you will pay the full cost of the insurance with the 

Town of Abingdon's group rates.  At the time of your hire, we will give you a written notice 

describing your COBRA rights.  Upon separation with the Town of Abingdon, you will be 

provided with the necessary COBRA information.  Because the notice contains important 

information about your rights and what to do if you need COBRA, be sure to read it carefully.  

*The Director of HR must be notified within 60 days of employment separation if you wish to 

elect COBRA benefits.  The full premium must be paid to the Town of Abingdon by the first of 

each month.  All COBRA premiums must be paid in full upon election and the coverage then 

becomes retroactive.  
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318 Short-Term Disability 

Short Term Disability Program: 

1. The Town provides a Short Term Disability program for its employees.  The Short Term 

Disability program will consist of weekly benefits for up to 125 days (total) within the same fiscal 

year.   

2. Eligibility:  

a. One-year waiting period for non-work related claims 

b. First day benefit for work-related claims 

c. MUST provide physicians certification outlining short term disability/illness 

Days of Income Replacement: Non-Work Related Disability 

Note: The Town of Abingdon will not pay short term disability benefits caused by, contributed by or 

resulting from a participant’s commission of a felony/misdemeanor, nor does it cover disabilities 

incurred during any period where an employee is incarcerated. 

Months of continuous 

Service with Town of 

Abingdon 

Workdays at 100% 

Income Replacement 
Workdays at 80% 

Income Replacement 
Workdays at 60% 

Income Replacement 

0-12 0 0 0 
13-59 0 0 125 
60-119 25 25 75 

120-179 25 50 50 
180 or more 25 75 25 

 

Days of Income Replacement: Work-Related Disability 

Months of continuous 

Service with Town of 

Abingdon 

Workdays at 100% 

Income Replacement 
Workdays at 80% 

Income Replacement 
Workdays at 60% 

Income Replacement 

Less than 60 0 0 125 
61-119 85 25 15 

120 or more 85 40 0 
 

3.  Taxes and other deductions will be automatically withheld from the employee’s check for the 

benefit of the employee.  This will prevent the employee from having to come in monthly to pay 

for any health insurance, optional life and/or any other deductions that are withdrawn from the 

employee’s check.   

4. The employee must complete the Short Term Disability application on the following page and 

turn in (with supporting physician’s certification) to their supervisor. 
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5. The Short Term Disability program will be administered by the Town through a committee 

comprised of the employee’s Department head, Director of Human Resources and the Assistant 

Town Manager/Town Manager.  The decision of the committee is final. 

6. It is the responsibility of the employee to notify their supervisor of any change in condition.  If 

any information requested by the Town is not provided by the employee, the Town reserves the 

right to cease the payment of benefits to the employee. 

7. The employee must have exhausted all annual, sick and compensatory benefits before applying 

for Short Term Disability. 

8. An employee with a Worker’s Compensation claim pending is not eligible to receive Short Term 

Disability benefits. 

9. Short term disability benefits end when the employee returns to work. 

10. Short Term Disability will run concurrently (at the same time) as FMLA (Family Medical Leave 

Act) for employee related illness upon certification from the employee’s physician. (As outlined 

on the DOL Fact Sheet #28) 

11. Pregnancy – Up to six weeks of post-partum income replacement following a normal delivery or 

C-Section.  (Must be a full time employee with the Town for a minimum of 1 year)*See table of 

benefits above. 
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Town of Abingdon 

Short Term Disability Application 

 

Employee Name: SS#: 
Date of Birth: Department: 
Reason for absence: 

Employee Signature/Date  
Supervisor Signature/Date  
Town Manager Signature/Date  

 

Short-term disability is equivalent to a maximum 25 weeks (125 business days) in any one fiscal year.  

The employee will be paid according to the guidelines listed in the table outlined in the Short Term 

disability policy.   The employee understands that FMLA will run concurrently with Short Term 

Disability for an employee’s personal illness.  (See full policy in section 318 of the Town of Abingdon 

personnel manual.) 

To be completed by Physician 

Nature of short-term illness or disability: 

 

Return to work date: 

I hereby certify that the above named employee of the Town of Abingdon is totally unable to work 

due to the short-term illness or disability indicated above.   
 

Physician’s 

Signature/Date 
 

Print Name:  
Address:  
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324 Employee Assistance Program 

The Employee Assistance Program (EAP) can help you to solve personal problems that might be 

affecting your work life or personal life.  The EAP offers counseling services to you and your 

immediate family members to help deal with problems such as alcohol or drug abuse, marital or 

family tensions, financial or legal troubles, and emotional distress.  The EAP can help analyze 

the problem, give counseling and, if necessary, refer you to community or private services for 

long-term help.  

The EAP is confidential and keeps all your information private.  The EAP cannot release the 

information you give them unless you approve it in writing.  If you talk with the EAP, it will not 

be recorded in your personnel file.  

There is no charge for you to talk to an EAP counselor because the Town of Abingdon pays for 

the EAP.  If the EAP counselor thinks that more counseling is needed, the counselor will tell you 

what other services are available and if the costs will be covered by our health plan.  If you get 

counseling from people outside the EAP, you will be responsible for paying for any costs that are 

not covered by health insurance.  

We encourage you to talk with the EAP if you are having problems in your life.  Call 855-223-

9277 to talk with an EAP counselor.  

 *In certain circumstances a supervisor may require a mandatory session with an EAP counselor. 
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335 Coomes Recreation Center Membership 

The Town of Abingdon, in its sincere interest in the well being and actual health and wellness of 

its employees, extends free membership for the Coomes Recreation Center to all full and part 

time employees, employee's spouse and dependent children living in the home of the employee.  

The Town of Abingdon staff invites and encourages all employees to use this benefit towards 

improving and maintaining personal fitness and health.  The Town of Abingdon retirees shall 

have a lifetime membership to the Coomes Recreation Center.  

If an employee is involuntarily separated from employment with the Town of Abingdon, all 

memberships associated with that employee will be discontinued by the Town of Abingdon. 
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336 Employee "Thank You!" Day 

The Town of Abingdon appreciates each of the employees and the work they do each and every 

day.  As a small token of appreciation, the Town provides a paid day off for the birthday of each 

full-time hourly and salary employee.  If the birthday falls on a weekend or Town paid holiday, 

the employee should work with the Department Head or supervisor to schedule their "Thank 

You" day. 
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401 Timekeeping 

Nonexempt employees are responsible for accurately recording the hours they work.  This means 

each employee will punch in/punch out of the Town of Abingdon's electronic time keeping 

system at the beginning and at the end of each shift.  The law requires the Town of Abingdon to 

keep accurate records of "time worked" in order to correctly calculate employee pay and benefits.  

"Time worked" means all the time that nonexempt employees spend performing their assigned 

work.  

If you are a nonexempt employee, you must accurately record the time you start and stop work, 

when you start and end any meal periods or split shifts, and when you leave the workplace for 

personal reasons. You are responsible for punching in and punching out for your shift each day.   

Before you work any overtime, you must always get advance approval.  

Falsifying time records is a serious matter.  You may not change time after it is already recorded, 

enter a false time on purpose, tamper with time records, or record other employees' time for 

them.  If you do any of these actions, you may be subject to disciplinary action, up to and 

including termination 

If you are a nonexempt employee, you can only start earlier or work later when your supervisor 

approves it in advance.   

Nonexempt employees must sign their time records to say they are accurate.  Each supervisor 

will review and check of the time record before submitting it for payroll processing.  In addition, 

if corrections or changes are made to the time record, both you and your supervisor must submit 

a signed notification to the payroll department regarding the changes and why they were made.  
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403 Paydays 

All employees are paid biweekly on every other Friday.  Each paycheck includes pay for all work 

performed through the end of the previous payroll period.  (The Town of Abingdon work week 

runs Monday through Sunday) 

If a payday falls on a weekend or holiday, you will be paid on the first work day after that 

payday.   

If you are on vacation on payday, you will get your paycheck when you return, if you receive a 

paper paycheck.    

The Town of Abingdon has a mandatory direct deposit program.  Direct deposit means that we 

will deposit your pay directly into your bank account if you authorize it.  On paydays, instead of 

a check, you will receive a statement explaining how much you were paid and all the details.   

 

*If you have questions or concerns about the direct deposit, please contact the payroll 

department.  
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405 Employment Termination 

There can be many reasons why employment may terminate.  The following are some of the 

most common reasons for termination of employment:  

 * Resignation - voluntary employment termination initiated by an employee.   

 * Discharge - involuntary employment termination initiated by the organization.   

 If the employee is discharged due to a positive drug test, he/she may re-apply after 

12 months 

 * Layoff - involuntary employment termination initiated by the organization for 

nondisciplinary reasons.   

 * Retirement - voluntary employment termination initiated by the employee meeting age, 

length of service, and any other criteria for retirement from the organization.  

We will usually schedule an exit interview if you terminate.  You may make suggestions or 

complaints and ask questions at the exit interview.   At the exit interview, we can go over such 

topics as your benefits, benefits conversion rights, repayment of any outstanding debt to the 

Town of Abingdon or return of the Town of Abingdon-owned property.  If you fail to return any 

Town owned property, the Town will follow the legal process as outlined by state and federal 

laws. 

Your employment with the Town of Abingdon is voluntary and at will, you may terminate your 

employment at any time, with or without cause or advance notice.  Likewise, the Town of 

Abingdon may terminate your employment at any time, with or without cause or advance notice.   

If an employee wishes to use annual, sick and/or compensatory time prior to separation, 

department procedures for requesting and granting leave time must be followed.  An employee 

who has unused annual, sick and or compensatory time in excess of two-weeks, will be paid for 

the unused time in a lump sum payment of $5,000, followed by bi-weekly checks (if necessary) 

until the balance of unused time has been paid out.  

Your benefits are affected by termination in several ways.  All accrued, vested benefits that are 

due and payable at termination will be paid out.  You may be allowed to continue some benefits 

by paying for them yourself.  You will be notified in writing about which benefits you can 

continue and the limitations and details of how to continue them.   
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409 Administrative Pay Corrections 

The Town of Abingdon tries to make sure that you are paid correctly and on scheduled paydays.  

In the event that you find a mistake in your pay, contact the Payroll Office immediately so that 

the error can be corrected as quickly as possible.  

In the event you find a mistake in your pay, please contact your supervisor or department head.  

The supervisor or department head will act as the liaison between the employee and the payroll 

department. 
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410 Pay Deductions and Setoffs 

Laws require the Town of Abingdon to take deductions from your pay.  Deductions are money 

taken from your pay for certain things such as federal, state, and local taxes.  The law also 

requires us to deduct Social Security taxes from your pay.  We must deduct up to a certain 

amount called the Social Security "wage base".  We also contribute to your Social Security.  We 

pay the same amount of Social Security tax to the government as we deduct from your pay.   

The Town of Abingdon also offers programs and benefits to eligible employees that are not 

required by law.  You may ask us to deduct money from your pay to cover your payment for 

these programs.   

If you want to know why money was deducted from your paycheck or how your pay is 

calculated, contact the Payroll Office.  

Below are examples of deductions (required and optional) that may be deducted from your 

paycheck: 

Required: 

 Federal Tax 

 State Tax 

 FICA 

 SSA 

 Worker's Compensation 

 VRS 

 ICMA-RC (if you are a VRS Hybrid member) 

 BCBS (if the employee adds family members) 

 

Optional: 

 Life Insurance (Minnesota Life, Liberty, Aflac) 
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411 Garnishment 

If the Town of Abingdon receives a Court Order to garnish an employee's wages, federal and/or 

state law require that the Town of Abingdon complies with the order.  A garnishment, including 

child support, will reduce the garnished employee's take-home pay.  Should the Town of 

Abingdon receive multiple garnishments for the same employee, the Town of Abingdon will 

abide by state/federal regulations when garnishing wages.  

 

*We encourage all employees who reside within the Town of Abingdon limits to be current on 

ALL Town owed taxes.  
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501 Safety 

Our workplace safety program is a top priority at the Town of Abingdon.  We want the Town of 

Abingdon to be a safe and healthy place for employees, customers, and visitors. Each 

Department Head is responsible for implementing, administering, monitoring, and evaluating the 

safety program for their respective department.  A successful safety program depends on 

everyone being alert and committed to safety.  

We regularly communicate in different ways with employees about workplace safety and health 

issues.  These communications may include supervisor-employee meetings, bulletin board 

postings, memos, or other written communications.  

Employees and supervisors receive workplace safety training.  The training covers possible 

safety and health hazards as well as safe work practices and procedures to eliminate or reduce 

hazards.   

Some of the best safety improvement ideas come from employees.  If you have an idea, concern, 

or suggestion on how to improve safety in the workplace, tell your supervisor, another 

supervisor, or the Director of Human Resources.  We want you to know that you can report any 

concerns about workplace safety anonymously and without fear of reprisal.   

You are expected to obey all safety rules and be careful at work.  You must immediately report 

any unsafe condition to the appropriate supervisor.  If you violate the Town of Abingdon safety 

standards, you may be subject to disciplinary action, up to and including termination of 

employment.  Violations include causing a hazardous or dangerous situation, not reporting a 

hazardous or dangerous situation, and not correcting a problem even though you could have 

corrected it.  

It is very important that you tell your supervisor immediately about any accident that causes an 

injury, no matter how minor it might seem at the time.  The supervisor will report the accident to 

the Director of Human Resources.  When you report it quickly, we can investigate the accident 

promptly follow the laws, and start insurance and worker's compensation processing.  

If an employee is involved in multiple accidents, the employee may face corrective action up to 

and including termination. 
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505 Smoking 

The Town of Abingdon prohibits smoking and/or the use of tobacco, e-cigarettes and/or vaping 

throughout the workplace.  ALL Town of Abingdon buildings, grounds and vehicles are tobacco 

free.  On-duty employees are prohibited from any tobacco use in any municipal building or Town 

vehicle. 

Violations of this policy and/or disregard for failure to comply with this standard of conduct may 

lead to disciplinary action, up to and including possible termination of employment and any other 

remedy available at law. 

*Employees who are found to have violated this policy may be subject to disciplinary action up 

to and including termination. 
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506 Rest and Meal Periods 

If you are a full-time nonexempt employee, you will have 2 rest periods each workday.  Your 

supervisor will tell you the length of your rest period and when you can take it (lunch is typically 

scheduled half-way into your work shift).  You will only receive an 30 minute unpaid lunch/meal 

period if you work an 8.5 hour or longer day.  When possible, rest periods will be scheduled in 

the middle of work periods.  Because rest time is counted and paid as time you worked, you must 

not be absent from your workstation longer than the rest period allows.   

All full-time employees will have one meal period each workday.  Your supervisor will schedule 

your meal period to accommodate operating requirements.  During meal periods, you are not 

subject to any work responsibilities or restrictions.  You will not be paid for meal period time.   

*Rest/meal time may not be used in lieu of leave time. 
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507 Overtime 

When operating requirements or other needs cannot be met during regular working hours, employees may 

be scheduled to work overtime hours.  When possible, advance notification of these mandatory 

assignments will be provided.  All overtime work must receive the supervisor's prior authorization.  

Overtime assignments will be distributed as equitably as practical to all employees qualified to perform 

the required work.  

Overtime regulations are mandated by the Fair Labor Standards Act as outlined below: 

The federal overtime provisions are contained in the Fair Labor Standards Act (FLSA). Unless exempt, employees 

covered by the Act must receive overtime pay for hours worked over 40 in a workweek at a rate not less than time 

and one-half their regular rates of pay. There is no limit in the Act on the number of hour’s employees aged 16 and 

older may work in any workweek. The Act does not require overtime pay for work on Saturdays, Sundays, 

holidays, or regular days of rest, unless overtime is worked on such days. 

The Act applies on a workweek basis. An employee's workweek is a fixed and regularly recurring period of 168 

hours — seven consecutive 24-hour periods. It need not coincide with the calendar week, but may begin on any 

day and at any hour of the day. Different workweeks may be established for different employees or groups of 

employees. Averaging of hours over two or more weeks is not permitted. Normally, overtime pay earned in a 

particular workweek must be paid on the regular pay day for the pay period in which the wages were earned.  

Overtime Pay May Not Be Waived: The overtime requirement may not be waived by agreement between the 

employer and employees. An agreement that only 8 hours a day or only 40 hours a week will be counted as 

working time also fails the test of FLSA compliance. An announcement by the employer that no overtime work will 

be permitted, or that overtime work will not be paid for unless authorized in advance, also will not impair the 

employee's right to compensation for compensable overtime hours that are worked. (www.dol.gov) 

Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage and 

hour restrictions.  Overtime pay is based on actual hours worked.  However, the Town of Abingdon 

will allow Town observed holidays to be included in overtime calculations.  Time off on sick leave, 

vacation leave, or any other leave of absence will not be considered hours worked for purposes of 

performing overtime calculations.  

If you are normally scheduled to work (4) ten hour shifts during a holiday week, you will revert to (4) 

eight hour shifts for that week. 

Exempt employees are not subject to the overtime provisions as outlined by the FLSA, and therefore, are 

not typically eligible to receive overtime compensation.   

Compensatory Time: Under certain prescribed conditions, employees of the Town of Abingdon may 

receive compensatory time off, at a rate of not less than one and one-half hours for each overtime hour 

worked, instead of cash overtime pay.   

Employees who work overtime without receiving prior authorization from the supervisor may be subject 

to disciplinary action, up to and including possible termination of employment.    

*The Town of Abingdon’s work week begins on Monday and ends on Sunday. 



  

51 

508 Use of Equipment and Vehicles 

Equipment and vehicles essential in accomplishing your job duties are expensive and may be 

difficult to replace.  When you use the Town of Abingdon property, you should be careful, 

perform required maintenance, and follow all operating instructions, safety standards, and 

guidelines.  

Tell your supervisor if any equipment, machines, tools, or vehicles appear to be damaged, 

defective, or in need of repair.  When you promptly report damages, defects, and the need for 

repairs, you can prevent deterioration of equipment and possible injury to employees or other 

people.  

See your supervisor if you have questions about your responsibility for maintenance and care of 

equipment or vehicles you use on the job.  

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or 

vehicles, as well as excessive or avoidable traffic and parking violations, may result in 

disciplinary action, up to and including termination of employment.  

 

508-1 Vehicle Idling Policy 

With the exception of police vehicles, all Town departments shall refrain from allowing vehicles 

to idle in one location for a period of time exceeding five (5) minutes.   In the event that the 

driver of the vehicle is leaving the vehicle, he/she shall turn off the ignition until such time as 

he/she returns.   This policy aims to reduce the impact of vehicle emissions by encouraging the 

application of sustainable principles to vehicular use. 

Practicing anti-idling activities will reduce air pollution, promote energy conservation, reduce 

noise pollution, and will reduce wear and service needs of vehicles and equipment. Supervisors 

in each department will enforce this policy and counsel employees who do not follow the policy. 

Further, each Department head within the structure of the Town government shall monitor and 

discourage use of vehicles to job sites which serve to transport single individuals to the same 

except upon rare instances.  As an alternative, Department heads shall encourage the planning 

and arranging of vehicular transportation to take full advantage of ride/share, comprehensive and 

efficient planning of meetings and use of audio/video conferencing whenever possible and 

practical. 

*Emergency Services vehicles are exempt from the Town Vehicle Idling Policy. 
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509 Take Home Vehicles 

 In general, there is no absolute need for any Town employee to take a Town-owned vehicle home 

every evening. The decision to allow a Town employee to take a public vehicle home shall be 

based on the determination that the employee performs an essential job duty for the Town of 

Abingdon.  The Town Manager will determine who has authorization to take home a Town 

owned vehicle.  

 The objective of the take home vehicle policy is to ensure that public property, specifically 

vehicles, is used properly in the public interest and not to the personal advantage of Town 

employees. 

 Employees are not authorized to take home Town-owned vehicles except under the following 

circumstances: 

o The employee is on twenty-four (24) hour call for emergency response where rapid or 

immediate response time is required. 

o The employee is on stand-by and drives a vehicle specially equipped to fulfill a 

departmental mission. 

o A determination has been made, and approved by the Town Manager, that allowing or 

requiring a vehicle to be taken home will be beneficial to the delivery of services to the 

citizens of Abingdon through enhanced productivity or cost savings. 

o On a case by case basis, with Department head approval, to facilitate attendance at work 

functions at locations and/or times where it would be more convenient or more 

productive, to attend while proceeding to or from home without having to obtain a Town-

owned vehicle from a central location (e.g., evening meetings, travel out of town, job site 

inspections). Such approval shall end when the specific reason for taking the vehicle 

home has passed. 

o As stipulated in an agreement, pre-approved by the Town Manager. 

o With the approval of the Town Manager, employees previously allowed to take vehicles 

home prior to the implementation of this policy. 

 

 The use of a take home vehicle is subject to the following conditions: 

o There shall be no personal use of Town-owned vehicles unless such use is incidental and 

minimal, such as travel to or from lunch on the way to or from work, or during lunch 

break, if the errand requires only a minor deviation of one mile or less from the normal 

route traveled. 
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o Individuals allowed to take home a Town-owned vehicle shall reside within the Town of 

Abingdon unless there is a clear demonstration of the value of allowing the vehicle to be 

taken out of the Town and such use is approved by the Town Manager. 

o There shall be an annual review of take home vehicles justified for emergency response to 

include the number of times the vehicle was actually used for emergency response after 

being taken home. 

o An employee utilizing an approved take home vehicle shall be taxed according to 

prescribed IRS rules and regulations for any compensatory benefits received from the use 

of a Town-owned vehicle.  Any employee who does not elect to take a vehicle home or 

use it for any personal use will not receive a 1099.  

o The employee may have passengers who are not Town employees in the vehicle.  

However, these passengers are NOT allowed to drive the vehicle under ANY 

circumstances. 

o If a Town vehicle is involved in an accident, please contact the Director of Human 

Resources and the Abingdon Police Department.   

o Unless waived by the Town Manager, every take home vehicle shall have decals 

markings and other identification as prescribed for Town-owned vehicles. 
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510 Emergency Closings 

During inclement weather conditions, all municipal offices remain open to serve the citizens of 

Abingdon and employees are expected to report to work.  However, there may be times when 

emergencies, such as severe weather, fires, power failures, etc disrupt normal business operations 

of the Town of Abingdon.  We may even have to close a work facility.  

When we are officially closed due to emergency conditions, you will be paid for the time off.   

If an emergency closing is not authorized and you do not report for work, you will not be paid for 

the time off.  You may request to use any available paid time off you have, such as accrued 

vacation time.   

There may also be some times when we ask employees in essential operations (ie: Public Works 

or Police) to work on a day when we are officially closed due to an emergency.  If we ask you to 

work on a day when we are officially closed, we will pay you your regular pay for the hours 

worked plus up to eight hours at your regular rate of pay or equivalent compensatory time.   
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512 Business Travel Expenses 

Mileage Reimbursement 

Mileage reimbursement rates are the current reimbursement rates set for the by the Internal Revenue 

Service.   

https://www.irs.gov/Tax-Professionals/Standard-Mileage-Rates 

You must use a Town vehicle.  (To be secured through the Town Fleet Management Contact) 

If you choose to take your own vehicle, even though a Town vehicle was available, the Town will ONLY 

reimburse for gas pertaining to the destination (to/from) the approved trip. 

A MapQuest printout showing the mileage to/from the destination must be attached to the gas receipts and 

pre-approved Employee Travel Request form for the trip. These documents must also be entered into the 

travel card system. 

ALL work trips must originate in the Town of Abingdon. 

Overnight Lodging 

All requests for overnight lodging must be approved by the Town Manager or Assistant Town Manager 

prior to registering for a conference or training.  Lodging expenses are limited to the actual cost of the 

room; first consideration is given to the hotel hosting the event.  Lodging will not be approved for events 

less than two hours travel time between the Town and the event site for single day events. 

Meal Expenditures 

Itemized receipts are required for all reimbursement of meal expenses and shall not exceed the per diem 

meal allowance: Daily and Partial Day Per Diem would simplify this using Department of Accounts 

Meals and Incidental Travel Expenses (M&IE) which is based off of the US General Services 

Administration rates. 

 http://www.gsa.gov/portal/content/101518 

The recommended daily allowance for meals and incidental expenditures is $64 for a full day and $49 for 

a partial day.  We encourage employees to keep daily meal expenditures at or below $64 for a full day or 

$49 for a partial day.  Gratuities up to 20% are not included in the daily allowance totals. 

Any overages deemed to be excessive or are not accompanied by an itemized receipt MUST be repaid by 

the employee within 7 days. 

If meal(s) cost is included with any convention, conference, training or seminar fees, then a meal expense 

for that meal(s) will not be reimbursed. 

Receipts 

Upon completion of travel, employees shall submit their itemized receipts with an expense report within 

five days and have these documents entered into the travel card system. 

 

https://www.irs.gov/Tax-Professionals/Standard-Mileage-Rates
http://www.gsa.gov/portal/content/101518
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Disallowed Expenses 

 Lost or stolen articles 

 Alcoholic beverages 

 Damage to personal vehicles, clothing or other items 

 Services to gain entry to a locked vehicle 

 Movies charged to hotel bills 

 All expenses related to personal negligence of the traveler such as fines (Fees)  to change flights 

or excess baggage fees 

 Entertainment expenses 

 Travel insurance (Must be approved by Assistant/Town Manager) 

 Towing charges for parking infractions, parking tickets and/or speeding tickets 

 Non-conference expenses for family, spouses and/or guests 

 

The above list is NOT all inclusive.  Travelers should use prudent judgment and remember that all travel 

expense accounts are open to the public. 

Social Media Posting 

It is highly recommended that Town employees avoid posting pictures to any social media site while they 

are traveling for the Town of Abingdon. 

*This does not include a department who is at a conference for the promotion of the Town of Abingdon. 

Accidents 

Employees involved in an accident while traveling on business must promptly report the incident to 

his/her immediate supervisor.  If personal injuries are involved, the employee must contact the employer’s 

Workers’ Compensation “Company Nurse” at 1-888-770-9925 as soon as possible to explain the nature of 

the injuries.   

A drug test will be required in any situation, depending on the circumstances of the accident.  A drug test 

will be required immediately (same day) following the accident if the Town employee is found to be at 

fault for the accident. 

If the employee is being treated for injuries, the drug test must be performed by the medical facility 

providing the treatment. 

Automobile Repairs 

The Town is not responsible for any automobile repairs to an employee’s personal vehicle.  If a Town 

owned vehicle needs repairs while the employee is on Town business, the employee must immediately 

contact their supervisor prior to having repairs made.  The supervisor will advise the best course of action 

for that situation. If the employee has tried unsuccessfully to reach their department head or supervisor 

and must make a decision, it is recommended that the employee either: 

1) Leave the disabled vehicle in a secure location and contact someone to pick you up and return you 

to Abingdon 

2) Procure a rental vehicle for return trip to Abingdon. 
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Town of Abingdon 

Travel Policy Acknowledgement Form 

 

I, ___________________________, acknowledge that I understand and will abide by the Town 

of Abingdon's travel policy as outlined in the Personnel Manual.  I understand that failure to 

abide by the policy will result in disciplinary action up to and including termination. 

 

__________________________ 

Employee Name  

 

__________________________ 

Employee Signature/Date 
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Employee Travel Request Form 

Employee Name:  

Department:  

Date:  

Itinerary 

Name of Conference: 

Overnight Trip: Yes/No Day Trip: Yes/No 

Is conference required to maintain 

certification?  Yes/No 
If Yes, what type of certification? 

Destination: Departure/Return Date: 

Hotel Name: Number of Nights Reserved? 

Will you travel in town vehicle or personal vehicle? 

Reason if choosing personal vehicle: 

Estimated Travel Expenses 
Conference Registration Fee: Budget Line Charged: 

Hotel Room Fee: Budget Line Charged: 

Estimated Gas Reimbursement if taking 

personal vehicle: 
Budget Line Charged: 

Meals Cost (Approximate): Budget Line Charged: 

Employee Signature:  

Department Head Signature:  

Approved: Yes/No Reason for Denial: 

Asst Town/Town Manager Signature:  
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516 Computer and Email Usage 

To help you do your job, the Town of Abingdon may give you access to computers, computer files, the 

email system, and software.  You should not use a password, access a file, or retrieve any stored 

communication without authorization. To make sure that all employees follow this policy, we may 

monitor computer and email usage.   

We try hard to have a workplace that is free of harassment and sensitive to the diversity of our employees.  

Therefore, we do not allow employees to use computers and email in ways that are disruptive, offensive to 

others, or harmful to morale.  

The IT Security Policies establish guidelines for the proper and acceptable use of all information systems 

including e-mail by Town Employees, elected officials, volunteers, interns, and other affiliates who may 

be authorized to use telephones, devices, hardware, software, and/or network connections provided by the 

Town of Abingdon. All electronic messages created with, received by, or stored within the telephone, 

hardware and software systems administered by the Town of Abingdon are the property of the Town and, 

therefore, are not considered private. Employees do not have a personal privacy right in using the Town’s 

e-mail system. 

The Town of Abingdon reserves the right to restrict or remove access or availability of electronic tools for 

any employee that violates appropriate use and/or security policies and practices. Refer to the IT security 

policies.  Policies included on the Information Technology intranet site for more information.  

Communication - Electronic and Telephone 

All electronic and telephonic communication systems and all communications and information 

transmitted by, received from, printed from, or stored in these systems are the property of the Town and, 

as such, are to be used solely for job-related purposes. The Town retains the right to monitor all of its 

electronic and communication systems at its discretion, including listening to and/or printing and reading 

all voice mail and e-mail messages stored in these systems. The use of any software and business 

equipment including, but not limited to, facsimiles, telecopiers, computers, and copy machines for private 

purposes is strictly prohibited.  

 

Employees using this equipment for personal purposes do so at his/her own risk. Further, employees are 

not permitted to use a code, access a file, or retrieve any stored communication unless authorized to do so 

or unless he/she has received prior clearance from an authorized Town representative. All computer codes 

are the property of the Town. No employee may use a pass code that has not been issued to that employee 

or that is unknown to the Town. Employees who violate this policy are subject to disciplinary action up to, 

and including, dismissal. 

 

To ensure that the use of electronic and telephonic communications systems and business equipment is 

consistent with the Town of Abingdon's legitimate business interests, authorized representatives of the 

Town may monitor the use of such equipment from time to time to determine if such use is business-

related. 
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The use of personal cell phones, including texting, is prohibited while operating a Town vehicle. 

(Exception: First Responders may have the need to use their cell phone to perform their job duties and are 

exempt from this policy per VA Code 46.2-341.20:5) During break and lunch time personal cell phones 

may be used.  

 

E-mail is an extension of the workplace and any abusive or inappropriate e-mail will result in disciplinary 

action by the employer that could lead to termination. There will be no allowances for display or 

transmission of any sexually explicit images, cartoons or messages. The e-mail system will not be used for 

any communications containing any racial or ethnic slurs or epithets or anything that could be construed 

as harassing or offensive to others based on sex, age, race, national origin, sexual orientation, disability, 

color or any other classifications protected by state or federal law.   Any message on the e-mail system 

can be traced to its author even after the message is deleted. 

 

Social Media Policy 

 
POLICY 

This policy provides guidance for employee use of social media, which should be broadly 

understood for purposes of this policy to include blogs, wikis, micro blogs, 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 simultaneous manner. 

 
PROCEDURES 
The following principles apply to professional use of social media on behalf of the Town of Abingdon as 

well as personal use of social media when referencing the Town of Abingdon. 

 Employees need to know and adhere to the Town of Abingdon’s Code of Conduct, Employee 

Handbook, and other company policies when using social media in reference to the Town of 

Abingdon. 

 Town employees shall not post on any social media application during working hours (with the 

exception of breaks/lunch) 

 Employees should be aware of the effect their actions may have on their images, as well as the 

Town of Abingdon’s image(s). The information that employees post or publish may be public 

information for a long time. 

 Employees should be aware that Town of Abingdon may observe content and information made 

available by employees through social media. Employees should use their best judgment in 

posting material that is neither inappropriate nor harmful to the Town of Abingdon, its employees, 

or customers. 

 Although not an exclusive list, some specific examples of prohibited social media conduct include 

posting commentary, content, or images that are defamatory, pornographic, proprietary, harassing, 

libelous, or that can create a hostile work environment. 

 Employees shall not publish post or release any information that is considered confidential or not 

public. If there are questions about what is considered confidential, employees should check with 

the Human Resources Department and/or supervisor. 

 Social media networks, blogs and other types of online content sometimes generate press and 

media attention or legal questions. Employees should refer these inquiries to the Town of 

Abingdon Town Attorney, Assistant Town Manager and/or Town Manager. 

 If employees find or encounter a situation while using social media that threatens to become 

antagonistic, employees should disengage from the dialogue in a polite manner and seek the 
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advice of a supervisor. 

 Current or former employees, members, vendors and/or suppliers of the Town of Abingdon 

should get appropriate permission before referring to or posting images of current or former 

employees, members, vendors and/or suppliers. Additionally, employees should get appropriate 

permission to use a third party's copyrights, copyrighted material, trademarks, service marks or 

other intellectual property. 

 Social media use shouldn't interfere with employee’s responsibilities at the Town of Abingdon. 

The Town of Abingdon’s computer systems are to be used for business purposes only. Personal 

use of social media networks or personal blogging of online content is discouraged and could 

result in disciplinary action. (ex: Facebook, Twitter, Abingdon Topix, and LinkedIn)  

 

Subject to applicable law, after-hours online activity that violates the Town of Abingdon’s Code of 

Conduct or any other company policy may subject an employee to disciplinary action or termination. 

If employees publish content after‐hours that involves work or subjects associated with the Town of 

Abingdon, a disclaimer should be used, such as this: “The postings on this site are my own and may not 

represent the Town of Abingdon’s positions, strategies or opinions.” 

It is highly recommended that employees keep the Town of Abingdon related social media accounts 

separate from personal accounts, if practical. 

 

Discipline.   Violations of this policy may result in disciplinary action up to and including immediate 

termination of employment. 

 

Note: Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your rights 

under any applicable federal, state, or local laws, including your rights under the National Labor 

Relations Act to engage in protected concerted activities with other employees to improve terms and 

conditions of employment, such as wages and benefits. 

  

Social Media Tips: 

 1. Keep personal and professional interests separate.  Facebook is better suited for personal, 

  family and friend connections. 

 2. Remember:    "the whole world is watching!" 

 3. Frequently monitor and update your posts. 

 4. Regard social media as a powerful marketing tool. 

 5.   Use the built-in privacy capabilities of the social networking sites, and consider limiting  

  the access of users you are connected with. 

 6. Remember that what you put out there is permanent! 

  Social Media Law Conference 2014/Virginia CLE 

 

Town Issued Cell Phone; I-pad; Tablet; Laptop Policy 

 

The Town of Abingdon recognizes that certain positions of employment within the Town require that an 

employee and/or Council Member and/or Council Appointee be accessible when away from the office or 

during times outside scheduled working hours.  For this reason, in addition to economic management and 

IRS income-related concerns, the Town has carefully studied policies from localities across the 

Commonwealth regarding the efficiency and effectiveness of the best use of said electronic devices 

among said Individuals. 

The Abingdon Town Manager shall designate certain Individuals who will be eligible to receive and own 
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a cell phone and/or I-pad/tablet/laptop computer. Specific type of configuration, brand and style of 

equipment will be at the sole discretion of the Town Manager in collaboration with the Information 

Technology Department.   

Upon issuance of the equipment the employee individually shall own outright the hardware.  In order to 

meet satisfactory measures of efficiency, effectiveness and comply with IRS regulations pertaining to the 

Individual's taxation of benefits received from Town-provided equipment, the Town's primary method of 

providing electronic devices shall be observed as follows, and each Individual shall:  

 In limited circumstances, in lieu of a cell phone, designated individuals shall receive a stipend 

from the Town each of  twenty-six (26) pay periods in the amount equal to the cost of the respective 

service to each employee, depending upon specifics regarding type, quantity and service required;  

 The stipend amount shall be automatically included in the employee's check and will be used to 

reimburse the Town for the cost of the respective service.  No tax consequence shall apply to the 

individual employee;  

 A new device, at the sole discretion of the Town Manager and IT Director, shall be provided by 

the town to the applicable employees issued devices hereunder every two (2) years;  

 The service plan will be provided by the Town to each designated employee and each phone will 

be assigned a maximum amount of usage, or minutes. Any excesses in usage charges shall be reimbursed 

by the Individual;  

 The employee, as owner of the phone or device(s), may use the device  for his/her personal use 

and any/all personal use can be subject to the censorship of the Town or the general public if it is related 

to Town business which can be subject to FOIA. 

 Any/all Town business conducted on the phone or other device(s) shall be the sole property of the 

Town and subject to censorship;  

 The Town Manager shall have the sole discretion to terminate use of any service plan, should 

unnecessary or abusive use of the phone or devices(s) become evident during regular working hours. 

 While the Town recognizes that the Individual does not control incoming calls, the Town expects 

said Individuals to exercise prudent judgment in keeping personal calls to a minimum during regular 

working hours, as applicable;  

 Upon separation from the Town, the Individual shall own outright his/her respective phone and/or 

device(s), however, service as described herein on the part of the Town contract shall be terminated as of 

the date of the separation, unless a written extension is issued at the discretion of the Town Manager;  

 Upon separation from the Town, the IT Department of the Town shall have the right to inspect the 

hard drives or memory sticks of any device issued for the sole purpose of gathering and preserving all 

Town-related data on said device; 

 If employment with the Town ends within one year (12 months) the employee must return ALL 

electronic devices to the Director of HR or Director of IT. 

 The Town reserves the right to cancel the benefit described herein (use of cell phone and 

device(s)) of any Individual for budgetary restraints, job-related need and/or abuse of same as described 

above 
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517 Internet Usage 

The Town of Abingdon may provide you with Internet access to help you do your job.  This policy 

explains our guidelines for using the Internet. Internet usage is intended for job-related activities but short, 

occasional personal use is allowed as long as you keep it within reasonable limits.   

All Internet data that is written, sent, or received through our computer systems is part of official Town of 

Abingdon records.  That means that we can be legally required to show that information to law 

enforcement or other parties.  Therefore, you should always make sure that the business information 

contained in Internet email messages and other transmissions is accurate, appropriate, ethical, and legal.  

The equipment, services, and technology that you use to access the Internet are the property of the Town 

of Abingdon.  Therefore, we reserve the right to monitor how you use the Internet.  We also reserve the 

right to find and read any data that you write, send, or receive through our online connections or is stored 

in our computer systems.   

You may not write, send, read, or receive data through the Internet that contains content that could be 

considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any 

employee or other person.  

Examples of unacceptable content include (but are not limited to) sexual comments or images, racial slurs, 

gender-specific comments, or other comments or images that could reasonably offend someone on the 

basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or any 

other characteristic protected by law.  

The Town of Abingdon does not allow the unauthorized use, installation, copying, or distribution of 

copyrighted, trademarked, or patented material on the Internet.  As a general rule, if you did not create the 

material, do not own the rights to it, or have not received authorization for its use, you may not put the 

material on the Internet.  You are also responsible for making sure that anyone who sends you material 

over the Internet has the appropriate distribution rights.   

If you use the Internet in a way that violates the law or the Town of Abingdon policies, you will be subject 

to disciplinary action, up to and including termination of employment.  You may also be held personally 

liable for violating this policy.  

The following are some examples of prohibited activities that violate this Internet policy:  

 * Sending or posting discriminatory, harassing, or threatening messages or images  

 * Using the organization's time and resources for personal gain  

 * Stealing, using, or disclosing someone else's code or password without authorization  

 * Copying, pirating, or downloading software and electronic files without permission  

 * Sending or posting confidential material, trade secrets, or proprietary information outside of the 

organization  
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 * Violating copyright law  

 * Failing to observe licensing agreements  

 * Engaging in unauthorized transactions that may incur a cost to the organization or initiate 

unwanted Internet services and transmissions  

 * Sending or posting messages or material that could damage the organization's image or 

reputation  

 * Participating in the viewing or exchange of pornography or obscene materials  

 * Sending or posting messages that defame or slander other individuals  

 * Attempting to break into the computer system of another organization or person  

 * Refusing to cooperate with a security investigation  

 * Sending or posting chain letters, solicitations, or advertisements not related to business purposes 

or activities  

 * Using the Internet for political causes or activities, religious activities, or any sort of gambling  

 * Jeopardizing the security of the organization's electronic communications systems  

 * Sending or posting messages that disparage another organization's products or services  

 * Passing off personal views as representing those of the organization  

 * Sending anonymous email messages  

 * Engaging in any other illegal activities 
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518 Workplace Monitoring 

The Town of Abingdon may conduct workplace monitoring to help ensure quality control, 

employee safety, security, and customer satisfaction.  

All computer equipment, services, or technology that we furnish you are the property of the 

Town of Abingdon.  We reserve the right to monitor computer activities and data that is stored in 

our computer systems.  We also reserve the right to find and read any data that you write, send, 

or receive by computer.   

We may perform video surveillance of non-private workplace areas.  We use video monitoring to 

identify safety concerns, detect theft and misconduct, and discourage and prevent harassment and 

workplace violence.   

Because we are sensitive to employees' legitimate privacy rights, we will make every effort to 

guarantee that workplace monitoring is always done ethically and with respect.  
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519 IT Disposal of Equipment 

1.0 Purpose:  This policy describes the general guidelines for the disposal of inventory at the 

Town of Abingdon. 

2.0 Applicability:  All IT Employees. 

3.0 Procedure: Equipment that is deemed ready for disposal of must meet one of the following 

conditions: 

 Exceeded useful lifespan 

 No longer utilized 

 Obsolescence 

 Wear, damage or deterioration 

 Excessive cost of maintenance 

 Replaced with new model 

 Surplus Equipment 

 

 3.1 Special Requirements for Software  

Computer software cannot be designated as surplus and sold.  It must be disposed of 

according to the licensing agreement under which it was acquired. All software except for the 

operating system must be wiped from the hard drives of any computer being disposed of.  

3.2 Special Requirement Working Hard Drives 

If a hard drive needs to be disposed, the disk needs to be wiped. Magnetic and optical media 

cannot be cleansed of sensitive data simply by erasing or formatting the medium. Due to the 

physical properties of the medium and disk technology, overwriting and/or physical 

destruction of the medium is required. In cases of extremely sensitive information a 

combination of methods may be desirable. 

To remove data and software from rewritable storage devices or media, the Wipe Drive 

program needs to be run. Wipe Drive is a Department of Defense (DoD) 5220.22-compliant 

sanitation program.  The DoD 5220.22-compliant, programs must use the DoD’s “three-pass” 

process to: (1) overwrite all electronically addressable locations on the device with a 

character; (2) overwrite it again with the same character’s complement bit configuration: and 

then (3) overwrite it again with a random character. Finally, the program must perform a 

verification process to assure that the cleaning has been accomplished. 

3.3 Special Requirement for Non-Working Hard Drives 

 Hard drives that are no longer functional will need to be destroyed to ensure that data is 

unrecoverable. This should be done by physical destruction of the hard drive using the hard 

drive destroyer. 
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3.4 Disposal of Software/Hardware 

 

 Software 

 

o All software approved for disposal should be shredded, including all media and 

documentation. 

 

 Hardware 

 

o Update PC Inventory to reflect the disposal status. 

o PC Support staff will get proper approval for disposal.  

 

 

 Items valued under $5000 

 

o A help desk ticket will be submitted and assigned to the technician to complete the 

disposal. 

 

o All hardware will be delivered to the E-Recycling Center. The collection site is 

the Information Technology department, 425 W. Main Street, Abingdon Virginia. 

 

o Once the hardware has been taken to the E-Recycling Center the help desk ticket 

will be closed. 

 

 Items valued $5000 and up 

o All Electronic/ computer/ network hardware designated for disposal with an initial 

purchase price of $5000 or more needs additional approval by the Information 

Technology Director. 

o If this item has value, a request needs to be submitted for posting of the item to 

approved government auction site, otherwise follow the normal disposal process. 
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522 Workplace Violence Prevention 

We are committed to preventing workplace violence and making the Town of Abingdon a safe 

place to work.  This policy explains our guidelines for dealing with intimidation, harassment, 

violent acts, or threats of violence that might occur during business hours or on our premises at 

anytime.  

You are expected to treat your co-workers, including supervisors and temporary employees, with 

courtesy and respect at all times.  You should not fight, play tricks on others, or behave in any 

way that might be dangerous to other people.  

The Town of Abingdon does not allow behavior at any time that threatens, intimidates, bullies, or 

coerces another employee, a customer, or a member of the public.  This includes off-duty 

periods.  We do not permit any act of harassment, including harassment that is based on an 

individual's sex, race, age, or any characteristic protected by federal, state, or local law.  

You should immediately report a threat of violence or an act of violence by anyone to your 

supervisor or another member of management.  If you report a threat of violence, give every 

detail you can.  

Be sure to immediately report any suspicious person or activities to a supervisor.  Do not place 

yourself in danger.  If you see or hear trouble or a disturbance near your work area, do not try to 

see what is happening or try to stop it.  Contact 911 immediately. 

We will promptly and completely investigate all reports of violent acts or threats of violence.  

We will also promptly and completely investigate all suspicious people and activities.  We will 

protect the identity of a person who makes a report when practical. Until we have investigated a 

report, we may suspend an employee, either with or without pay, if we think it is necessary for 

safety reasons or to do the investigation.   

If you commit a violent act, threaten violence, or violate these guidelines in another way, you 

will be subject to disciplinary action, up to and including termination of employment.  

If you are having a dispute with another employee, we encourage you to talk it over with your 

supervisor or the Director of Human Resources.  The Town of Abingdon wants to help you work 

out problems before they become more serious and possibly violent.  We will not discipline you 

for bringing these types of problems to our attention.  
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601 Medical Leaves 

The Town of Abingdon provides medical leaves of absence to eligible employees who become 

temporarily unable to work due to a serious health condition or disability.  For medical leave 

purposes, a serious health condition or disability includes inpatient care in a hospital, hospice, or 

residential medical care facility. It also includes continuing treatment by a health care provider.  

It also includes temporary disabilities associated with pregnancy, childbirth, and related medical 

conditions.  For more in depth information regarding what is covered under FMLA, please visit 

https://www.dol.gov/whd/fmla/. 

Full Time Hourly and Salary Employees are eligible to request medical leave if they meet the 

below eligibility requirements.  

Eligible employees must meet the below guidelines: 

The FMLA entitles eligible employees of covered employers to take unpaid, job-protected 

leave for specified family and medical reasons with continuation of group health insurance 

coverage under the same terms and conditions as if the employee had not taken leave. Eligible 

employees are entitled to: 

 Twelve workweeks of leave in a 12-month period for: 

 the birth of a child and to care for the newborn child within one year of birth; 

 the placement with the employee of a child for adoption or foster care and to care for 

the newly placed child within one year of placement; 

 to care for the employee’s spouse, child, or parent who has a serious health condition; 

 a serious health condition that makes the employee unable to perform the essential 

functions of his or her job; 

 any qualifying exigency arising out of the fact that the employee’s spouse, son, 

daughter, or parent is a covered military member on “covered active duty;” or 

 Twenty-six workweeks of leave during a single 12-month period to care for a covered 

service member with a serious injury or illness if the eligible employee is the service 

member’s spouse, son, daughter, parent, or next of kin (military care giver leave). 

 When both spouses are employed by the Town, they are jointly entitled to a combined 

total of twelve (12) work weeks of family leave for the birth or placement with the 

employee of a child for adoption or foster care, and to care for a parent who has a serious 

health condition. 

 

If you think you will need a medical leave, give your request to your supervisor at least 30 days 

before the leave would start.  This will help us plan for your possible absence.  If it is an 

unexpected situation, make your request as soon as possible.  

https://www.dol.gov/whd/fmla/
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We require a health care provider's statement verifying that you need a medical leave, when the 

leave would start and the expected end dates.  You are responsible for telling us if that 

information changes later.  Before you can return to work, we will require verification from a 

health care provider that says you are fit to return.  

If you sustain a work-related injury, you are eligible for a medical leave for the period of 

disability in accordance with the laws covering occupational disabilities.  

Subject to the terms, conditions, and limitations of the applicable plans, the Town of Abingdon 

will continue to provide your health insurance benefits for the full period of an approved medical 

leave.  However, you are responsible for your plan specific premium, which should be paid to the 

Town of Abingdon on the 1st of each month while you are on leave.   

Your benefits, such as vacation, sick leave, or holiday benefits, will not accrue during an unpaid 

medical leave.  When you return from leave, the benefits will start accruing again.   

Please give us at least two weeks advance notice before you plan to return.  When you return 

from medical leave, you will go back to the same job if it is still available.  If that job is no longer 

available, we will place you in an equivalent job that you are qualified for.  

If you do not come back to work promptly at the end of a medical leave, we will assume that you 

have resigned.   

*Employees must use all accrued vacation, sick and compensatory time while on leave.  FMLA 

runs concurrently with the short term disability leave. 

*The FMLA doctor's certification paperwork can be found at this web address: 

https://www.dol.gov/whd/fmla/2013rule/militaryforms.htm 

 

 

https://www.dol.gov/whd/fmla/2013rule/militaryforms.htm
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605 Military Leave 

The Town of Abingdon will grant a military leave of absence if you are absent from work 

because you are serving in the U. S. uniformed services in accordance with the Uniformed 

Services Employment and Reemployment Rights Act (USERRA).  You must give your 

supervisor advance notice of upcoming military service, unless military necessity prevents 

advance notice or it is otherwise impossible or unreasonable.  

You will receive full pay if you are on military leave for training assignments up to ten 

working days, or a shorter absence; not to exceed 80 hours in a calendar year.  You will not 

be paid for military leave beyond two weeks.  However, you may use any available accrued paid 

time off, such as vacation or sick leave, to help pay for the leave.  

Continuation of health insurance benefits is available as required by USERRA based on the 

length of the leave and subject to the terms, conditions and limitations of the applicable plans for 

which you are otherwise eligible.   

Your benefits, such as vacation, sick leave, or holiday benefits, will not accrue during a military 

leave.  When you return from leave, the benefits will start accruing again.   

If you are on military leave for up to 30 days, you must return to work on the first regularly 

scheduled work period after your service ends (allowing for reasonable travel time).  If you are 

on military leave for more than 30 days, you must apply for reinstatement in accordance with 

USERRA and applicable state laws.  

When you return from military leave (depending on the length of your military service in 

accordance with USERRA), you will be placed either in the position you would have attained if 

you had stayed continuously employed or in a comparable position.  For the purpose of 

determining benefits that are based on length of service, you will be treated as if you had been 

continuously employed.  

If you have questions about military leave, contact the Director of Human Resources for more 

information.  

For more information about the USERRA guidelines, please visit: 

https://www.dol.gov/vets/programs/userra/userra_fs.htm 

 

 

 

  

https://www.dol.gov/vets/programs/userra/userra_fs.htm
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607 Pregnancy-Related Absences 

The Town of Abingdon will not discriminate against an employee who asks for an excused 

absence for medical disabilities associated with pregnancy.  If you ask for leave because of a 

pregnancy-related condition, we will treat your request the same as a medical leave request and 

follow the applicable federal and state laws.  Read the Medical Leave policy in this Handbook 

for more information.  

If you ask for time off for pregnancy and/or childbirth reasons such as bonding or child care, we 

will treat your request the same as an unpaid family medical leave request.  This is because 

bonding and child care are not considered medical disabilities.   
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701 Employee Conduct and Work Rules 

We expect you to follow certain work rules and conduct yourself in ways that protect the interests and 

safety of all employees and the Town of Abingdon.  

While it is impossible to list every action that is unacceptable conduct, the following lists some examples.  

Employees who break work rules such as these may be subject to disciplinary action, up to and including 

termination of employment:  

 * Theft or inappropriate removal or possession of property  

 * Falsification of timekeeping records  

 * Working under the influence of alcohol or illegal drugs  

 * Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while    

    on duty, or while operating employer-owned vehicles or equipment  

 * Fighting or threatening violence in the workplace  

 * Boisterous or disruptive activity in the workplace  

 * Negligence or improper conduct leading to damage of employer-owned or customer-owned  

     property  

 * Insubordination or other disrespectful conduct  

 * Violation of safety or health rules  

 * Smoking in prohibited areas  

 * Sexual or other unlawful or unwelcome harassment  

 * Possession of dangerous or unauthorized materials, such as explosives or firearms, in the  

     workplace  

 * Excessive absenteeism or any absence without notice  

 * Unauthorized absence from work station during the workday  

 * Unauthorized use of telephones, mail system, or other employer-owned equipment  

 * Unauthorized disclosure of business "secrets" or confidential information  

 * Violation of personnel policies  

 * Unsatisfactory performance or conduct 

Since your employment with the Town of Abingdon is voluntary and at will, you may terminate your 

employment at any time you want, with or without cause or advance notice.  Likewise, the Town of 

Abingdon may terminate your employment at any time, with or without cause or advance notice.    
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702 Drug and Alcohol Use 

The Town of Abingdon is committed to being a drug-free, healthful, and safe workplace.  You 

are required to come to work in a mental and physical condition that will allow you to perform 

your job satisfactorily.  

The Town of Abingdon employees may not use, possess, distribute, sell, or be under the 

influence of alcohol or illegal drugs while on the Town of Abingdon premises or while 

conducting any business-related activity away from the Town of Abingdon premises.  You may 

use legally prescribed drugs on the job only if they do not impair your ability to perform the 

essential functions of your job effectively and safely without endangering yourself or others.  

If you violate this policy, it may lead to disciplinary action, up to and including immediate 

termination of your employment.  We may also require that you participate in a substance abuse 

rehabilitation or treatment program.  If you violate this policy, there could also be legal 

consequences.  

If you have questions or concerns about substance dependency or abuse, you are encouraged to 

use the Employee Assistance Program.  You can also discuss these matters with your supervisor 

or the Director of Human Resources to get help and referrals to community resources.   

If you have a drug or alcohol problem, you may participate in a rehabilitation or treatment 

program through our health insurance benefit coverage, if your substance abuse problem has not 

already resulted in disciplinary action and you are not currently subject to immediate disciplinary 

action.   

Under the Drug-Free Workplace Act, if you perform work for a government contract or grant, 

you must notify the Town of Abingdon if you have a criminal conviction for drug-related activity 

that happened at work.  You must make the report within five days of the conviction.   

If you have questions about this policy or issues related to drug or alcohol use at work, you can 

raise your concerns with your supervisor or the Director of Human Resources without fear of 

reprisal.   

*Employees may be subject to random quarterly drug testing.  (See Section 714 for more 

information on Drug Testing) 
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703 Sexual and Other Unlawful Harassment 

The Town of Abingdon is committed to providing a work environment that is free from all forms 

of discrimination and conduct that can be considered harassing, coercive, or disruptive, including 

sexual harassment. The Town of Abingdon will not tolerate any actions, words, jokes, or 

comments based on a person's sex, race, color, national origin, age, religion, disability, sexual 

orientation, or any other legally protected characteristic.  

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct 

of a sexual nature.  This definition includes many forms of offensive behavior and includes 

gender-based harassment of a person of the same sex as the harasser.  The following is a partial 

list of sexual harassment examples:  

* Unwanted sexual advances.  

* Offering employment benefits in exchange for sexual favors.  

* Making or threatening reprisals after a negative response to sexual advances.  

* Visual conduct that includes leering, making sexual gestures, or displaying of sexually 

suggestive objects or pictures, cartoons or posters.  

* Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes.  

* Verbal sexual advances or propositions.  

* Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, 

sexually degrading words used to describe an individual, or suggestive or obscene letters, notes, 

or invitations.  

* Physical conduct that includes touching, assaulting, or impeding or blocking movements.  

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other 

verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) submission 

to such conduct is made either explicitly or implicitly a term or condition of employment; (2) 

submission or rejection of the conduct is used as a basis for making employment decisions; or, 

(3) the conduct has the purpose or effect of interfering with work performance or creating an 

intimidating, hostile, or offensive work environment.  

If you experience or witness sexual or other unlawful harassment at work, report it immediately 

to your supervisor.  If your supervisor is unavailable or you believe it would be inappropriate to 

discuss it with your supervisor, you should immediately contact the Director of Human 

Resources or any other member of management.  There will not be punishment or reprisal if you 

report sexual harassment or ask questions or raise concerns about it.  
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All allegations of sexual harassment will be quickly and discreetly investigated.  To the extent 

possible, your confidentiality and the confidentiality of any witnesses and the alleged harasser 

will be protected against unnecessary disclosure.  When the investigation is completed, you will 

be informed of the outcome of the investigation.  

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment 

must immediately advise the Director of Human Resources or any member of management so it 

can be investigated in a timely and confidential manner.  Any employee who engages in sexual 

or other unlawful harassment will be subject to disciplinary action, up to and including 

termination of employment.  
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704 Attendance and Punctuality 

We expect the Town of Abingdon employees to be reliable and punctual.  You should report for 

work on time and as scheduled.  If you cannot come to work or you will be late for any reason, 

you must notify your supervisor as soon as possible.  

Unplanned absences can disrupt work, inconvenience other employees, and affect productivity.  

If you have a poor attendance record or excessive lateness, you may be subject to disciplinary 

action, up to and including termination of employment.  
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705 Personal Appearance 

Personal appearance means how you dress, how neat you are, and your personal cleanliness 

standards.  Your personal appearance can influence what the community thinks about the Town 

of Abingdon.  Personal appearance can also impact the morale of your co-workers.  

During business hours or whenever you represent the Town of Abingdon, you should be clean, 

well groomed, and wear appropriate clothes.  

If your supervisor finds that your personal appearance is inappropriate, you will be asked to leave 

work and return properly dressed and groomed.  If you are asked to leave, you will not be paid 

for the time you are away from work.  See your supervisor if you are not sure about the correct 

clothing standards for your job.  

Where necessary, the Town of Abingdon may make a reasonable accommodation to this policy 

for a person with a disability.  

 The following examples should help you understand the Town of Abingdon personal 

appearance guidelines:  

 In specific departments shoes must provide safe, secure footing, and offer protection 

against hazards.   

 Offensive body odor and poor personal hygiene is not professionally acceptable.   

 Perfume, cologne, and aftershave lotion should be used moderately or avoided altogether, 

as some individuals may be sensitive to strong fragrances.   

 Shirts that display political views or offensive language/gestures are not acceptable. 
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706 Return of Property 

The Town of Abingdon may loan you property, materials or written information to help you do 

your job.  You are responsible for protecting and controlling any property we loan you.   

You must also return it promptly if we ask.  If you stop working at the Town of Abingdon, you 

must return all Town of Abingdon property immediately.   

If you fail to return any Town owned property, the Town will follow the legal process as outlined 

by state and federal laws. 
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708 Resignation 

Resignation means that you voluntarily terminate your employment with the Town of Abingdon. 

If you decide to resign, we would like you to tell us in writing at least 2 weeks before the date 

you will leave.  Although advance notice is not required, you will be helping your co-workers 

because there will be more time to reassign work and replace you if necessary.   

Before an employee leaves, we schedule an exit interview with the Director of Human 

Resources.  The exit interview helps us to understand why the employee is resigning.  We can 

also talk about the changes to your benefits, as well as, collect any Town property that had been 

assigned to the employee. If you fail to return any Town owned property, the Town will follow 

the legal process as outlined by state and federal laws. 
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714 Drug Testing 

We are committed to making the Town of Abingdon a safe, efficient, and productive work 

environment for all employees.  There can be serious safety and health risks if an employee uses 

or is under the influence of drugs on the job.  We may ask job applicants and employees to 

provide body substance samples, such as urine and/or blood.  We will use the samples to check 

for the illegal or illicit use of drugs.  If you refuse to be tested for drugs, you may be subject to 

disciplinary action, up to and including termination of employment.   

Our Employee Assistance Program (EAP) can give you confidential counseling and referral 

services with problems such as drug and/or alcohol abuse or addiction.  It is your responsibility 

to ask for assistance from the EAP before the Town of Abingdon has to take disciplinary action 

because of your judgment, performance, or behavior.  While we support you using the EAP to 

get help, we may still take disciplinary action, up to and including termination of employment.   

Applicants:  All job offers made are conditional based upon drug tests results and other 

background information. The Town of Abingdon requires drug/alcohol screening as part of the 

required medical examination for all applicants that are offered employment with the Town, 

rehires including employees seeking transfer or promotion into the following positions: 

*Sworn Police positions 

*Positions requiring a Commercial Driver’s License 

*Candidates for other safety sensitive positions that are of a nature such that the potential risk 

justifies screening.  

The successful applicant being offered a covered position will provide a specimen for screening 

by urinalysis for drugs and other appropriate tests for alcohol. Drug/alcohol screening will be 

performed under standard medical procedures as determined by the Town, in consultation with 

its third party laboratory vendor. A positive test for drugs or alcohol shall be grounds for 

disqualification from employment. 

Employees: 

The drug/alcohol screening tests conducted by the Town will include for-cause testing, testing of 

persons applying for or seeking promotion to covered positions within the Town, testing as a part 

of some employees’ annual or periodic physical exams, in some instances, random testing and 

other testing necessary to comply with Department of Transportation regulations. Selected testing 

(ie: annual or periodic testing as part of a physical, random testing, etc., as contrasted with for 

cause testing) shall include a consideration of the nature of the jobs and the work-related needs of 

the department. 

Employees are expected to report to work on time and in appropriate mental and physical 

condition for work. In order to accomplish the Town’s goals and maintain employee 

productivity, an employee must: 
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1.) Not have a detectable presence of illegal drugs in his/her system, have an alcohol 

concentration  of 0.02 (or greater) or the legal limit in Virginia, whichever is less, be under the 

influence of, nor have his/her ability to perform job duties impaired by alcohol or any other drugs 

whether legal or illegal, while on duty or on call, while on Town property or while off Town 

property in an official capacity, or at any time while operating a Town vehicle. Any employee, 

who as a result of testing is found to have a detectable presence of illegal drugs or an alcohol 

concentration of 0.02 or greater in his/her system, regardless of when, where or how the 

substance entered the employee’s system, will be in violation of this policy. 

Should a drug test result in "dilute" then the Town has the discretion to order a second test  

    promptly following the initial test.  In the event that two consecutive drug test results 

indicate "dilute" it will be considered a positive result and no further testing will occur at the 

Town's expense. 

2.) Not use alcohol while on duty or report to work with the odor of alcohol on his/her breath or 

person. 

3.) Not consume, use, possess, sell, buy, distribute, or offer to sell, to buy, or to distribute, or to 

manufacture any illegal drugs or alcohol or any substance that purports to be an illegal substance, 

any time during the scheduled work day, while on Town property, or while off Town property in 

an official capacity or at any time while operating a Town vehicle. 

4.) Submit to a drug or alcohol screening test when requested to do so by the Director of Human 

Resources, pursuant to the provisions of the Town’s Drug/Alcohol Testing Guidelines and/or 

Department of Transportation regulations as applicable.  It shall be the responsibility of the 

Department head to contact the Director of Human Resources upon such reasonable cause. 

5.) Provide, within twenty-four hours of request, a current valid prescription for any controlled 

substance or drug found to be in the employee’s possession or identified in a positive drug 

screening analysis. 

NOTE: Failure to provide the prescription shall give rise to a presumption that the employee 

did not legally possess or use the controlled substance or drug.   

Reasonable Cause Testing: 

The Town of Abingdon may require a current employee to undergo a drug or alcohol screen if 

there is reasonable cause to believe that the employee is under the influence of drugs or alcohol 

during work hours. 

Circumstances which constitute a basis for reasonable cause may include, but are not limited to: 

1.) A pattern of abnormal or erratic behavior, including but not limited to: hyperactivity, 

unexplained mood or personality changes, paranoia, hallucinations. 

2.) Information which is provided by an individual who, in the judgment of the Department head, 

is a reliable and credible source. 

3.) Work-related accidents or personal injuries that may have been caused by human error. 
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4.) Direct observation of drug or alcohol use. 

5.) Presence of the physical symptoms of drug or alcohol use, including but not limited to: glassy 

or bloodshot eyes, alcohol odor on breath, slurred speech, poor coordination and/or reflexes, 

onset of unusual perspiration or shakes, unusual drowsiness or sluggishness. 

6.) Disregard or violations of established safety, security or other operating procedures.  

7.) Excessive time away from the workplace, excessive absenteeism or tardiness pattern.  

8.) Possession of alcohol or illegal drugs; or the presence of alcohol, alcohol containers, illegal 

drugs, or drug paraphernalia in an area subject to the employee’s control. 

9.) Unexplained inability to think or reason at the employee’s normal levels. 

10.) Fighting or combative or assaultive behavior. 

 

Random Testing: 

In compliance with Department of Transportation regulations, all Town employees whose job 

duties require them to possess a valid Commercial Driver’s License must submit to random drug 

testing. 

Other departments may also be included in a program of random drug/alcohol testing. 

Testing during Periodic Physical Examinations:  

An employee who completes a regularly scheduled physical examination, as a part of his/her job, 

will undergo a drug/alcohol test as a part of the periodic physical. 
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716 Progressive Discipline 

This policy describes the policy for administering fair and consistent discipline for unsatisfactory 

conduct with the Town of Abingdon.  

We believe it is important to make sure that all employees are treated fairly and that disciplinary 

actions are prompt, consistent, and impartial.  The major purpose of a disciplinary action is to 

correct the problem, prevent it from happening again, and prepare the employee for satisfactory 

performance in the future.  

Although your employment is based on mutual consent and both you and the Town of Abingdon 

have the right to terminate employment at will, with or without cause or advance notice, the 

Town of Abingdon may use progressive discipline at its discretion.   

Disciplinary action may be any of the following four steps: 1) verbal warning, 2) written 

warning, 3) suspension with or without pay, or 4) termination of employment.  We will look at 

how severe the problem is and how often it has happened when deciding which step to take.  

There may be circumstances when one or more steps are bypassed.  

In most cases, progressive discipline means that we will normally take these steps in the 

following order: 1) a first offense may call for a verbal warning; 2) a next offense may be 

followed by a written warning; 3) another offense may lead to a suspension; and, 4) still another 

offense may then lead to termination of employment.  

In very serious situations, some types of employee problems may justify either a suspension, or, 

in extreme situations, termination of employment, without going through the usual progressive 

discipline steps.  

You should also look at the Employee Conduct and Work Rules policy in this Handbook.  That 

policy lists examples of unacceptable conduct that might result in immediate suspension or 

termination of employment.  However, some of the examples of unsatisfactory conduct listed 

may result in the progressive discipline process described above instead of immediate suspension 

or termination.   

By using progressive discipline, we hope that most employee problems can be corrected at an 

early stage, benefiting both the employee and the Town of Abingdon.  
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718 Problem Resolution 

The Town of Abingdon encourages an open and frank atmosphere in which any problem, 

complaint, suggestion, or question receives a timely response from the Town of Abingdon 

supervisors and management.  

The Town of Abingdon tries hard to ensure fair and honest treatment of all employees.  We 

expect supervisors, managers, and employees to treat each other with mutual respect.  We 

encourage employees to give positive and constructive criticism to each other.  

If you disagree with the Town of Abingdon rules of conduct, policies, or practices, you can state 

your concerns through the problem resolution procedure described in this policy.  You will not be 

penalized, formally or informally, for making a complaint as long as you do it in a reasonable, 

business-like manner.  You will also not be penalized for using this problem resolution 

procedure.  

If a situation occurs when you believe that a condition of employment or a decision that affects 

you is not fair, you are encouraged to use the following problem resolution steps.  You may stop 

the procedure at any step.  

1.  You present the problem to your supervisor after the incident occurs.  If your supervisor is 

unavailable or you believe it would be inappropriate to discuss it with your supervisor, you may 

present the problem to the Director of Human Resources or any other member of management.  

2.  Your supervisor responds to the problem during discussion or after consulting with 

appropriate management, when necessary.  Your supervisor documents the discussion.  

3.  You present the problem to the Director of Human Resources if the problem is not resolved.  

4.  The Director of Human Resources counsels and advises you, helps you to put the problem in 

writing, visits with your managers, if necessary, and directs you to the Town Manager or 

Assistant Town Manager for a review of the problem.  

5.  You present the problem to the Town Manager or Assistant Town Manager in writing.  

6.  The Town Manager or Assistant Town Manager reviews and considers the problem.  The 

Town Manager or Assistant Town Manager informs you of the decision and forwards a copy of 

the written response to the Director of Human Resources for your file.  The Town Manager or 

Assistant Town Manager has full authority to make any adjustment that is determined to be 

appropriate to resolve the problem.  

Not every problem can be resolved to everyone's total satisfaction.  However, we believe that 

honest discussion and listening to each other will build confidence between employees and 

management and help make the Town of Abingdon a better place to work.   
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719 Grievance Procedure 

Grievance Procedure 

 

 Policy Statement: The Town of Abingdon desires to resolve employee complaints and grievances 

in a fair and equitable manner. If the department supervisor cannot resolve employee complaints, then the 

Employee has the Grievance Procedure to use, to resolve the problem. 

 

 Employees whose grievance result from work situations deserve, and have the right to submit 

grievances for orderly resolution with complete freedom from discrimination, coercion, recrimination, 

restraint, or reprisal. The resolution of grievances promotes more effective employer-employee 

relationships and is in the best mutual interests of all affected parties. 

 

 Coverage: The provisions of this procedure shall apply to all Town employees, and Department 

Heads. Also excluded from this procedure are sworn police officers whose grievance procedure will be 

covered separately because it falls under Title 2.2, Chapter 3002 of the Code of Virginia. 

 

 Determination of Grievability: The grievance procedure is not intended to limit or modify the 

existing rights of the Town Management in any of the following areas: (a) directing the work of 

employees; (b) personnel selection; (c) maintaining the efficiency of the Town operations; (d) relieving 

employees from duties of the Town in emergencies; and (e) determining the methods, means, and 

personnel required to carry on Town operations. 

 

 Whenever a Department Head becomes aware that a grievance has been submitted in writing, 

he/she shall forward a copy of the grievance to the Town Manager along with a request that the Town 

Manager decide whether the matter is grievable. In addition, the grievant may request from the Town 

Manager a determination of grievability. The Town Manager shall decide, within five (5) working days of 

the request, whether the matter is grievable. A copy of the decision shall be sent to the grievant and the 

Department Head. 

 

 The decision of the Town Manager concerning the issue of grievability may be appealed to the 

Circuit Court for a hearing on whether the matter qualifies for a grievance hearing. The decision of the 

court is final and is not appealable. 

 

 Proceedings for review of the decision of the Town Manager on the issue of grievability shall be 

instituted by filing a notice of appeal with the Town Manager within five (5) workdays after the date of 

the decision and by giving a copy of the filing to all parties. Within five (5) workdays thereafter, the Town 

Manager shall transmit to the Clerk of the Circuit Court a copy of his/her decision, a copy of the notice of 

appeal, and the exhibits, with copies to the grievant. Within thirty (30) days of receipt by the Clerk of 

these records, the Court, sitting without a jury, shall hear the appeal on the record transmitted by the Town 

Manager and any additional evidence as may be necessary. 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 (15
th
) day from the date of conclusion of the hearing. 
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 Definition of Grievance: A grievance shall be defined as a complaint or dispute of an employee 

relating to his/her employment, including but not limited to: (a) disciplinary actions including dismissals 

(ie: those resulting from formal discipline or unsatisfactory job performance), demotions, and 

suspensions; (b) the application or interpretation of the personnel policies, procedures, rules and 

regulations, (c) acts of reprisal as the result of utilizing the grievance procedure or of participation in the 

grievance of another Town employee, and (d) complaints of discrimination on the basis of race, color, 

creed, political affiliation, age, disability, national origin, or sex. 

 

Non-grievable subjects include: 

 

 the establishment and revision of wages and salaries, position classifications, or general benefits; 

  any 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;  

 the contents of ordinances, or established personnel policies, procedures, rules, and 

 regulations;  

 failure to promote except where the employee can show established promotional policies  

 or procedures were not followed or applied fairly;  

 the methods, means, and personnel by which work activities are to be carried on;  

 except where such action affects an employee who has been reinstated within the   

 previous six (6) months as a 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;  

 the hiring, promotion, transfer, assignment, and retention of employees within the Town  

 government; 

 the relief of employees from duties in emergencies. In any grievance brought under the 

 exception above, the action of the Town shall be upheld upon a showing by the Town  

 that:  

o there was a valid business reason for the action; and  

o the employee was notified of such reason in writing prior to the effective date of  the 

action. 

 

 Grievance Procedures: All grievable disputes, as defined in the preceding paragraphs, will be 

administered in the specified manner and processed within the stated time limits. 

 

 The employee filing a complaint shall have, at every step of the procedure, the right to present 

witnesses and evidence to support his/her complaint with complete freedom from reprisal. 

 

 STEP 1: An employee who has a grievance shall discuss (orally) the problem with his/her 

immediate supervisor. The employee must present his/her initial grievance to his/her immediate 

supervisor within five (5) working days of the complaint occurrence. The immediate supervisor shall 

investigate and respond to the employee within three (3) working days after the employee’s initial 

discussion of the matter with him/her. 
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 STEP 2: If the response to step 1 is not acceptable to the grievant, the grievant may file, within 

five (5) working days from receipt of the immediate supervisor’s response, a written grievance with 

his/her immediate supervisor with a copy of the grievance forwarded to the respective Department Head. 

The written grievance must be filed on a completed Grievance form (located in "Appendix A" of 

Personnel Handbook) and must specify the relief expected. 

 

 The Department Head shall meet face to face with the grievant within two (2) working days after 

he/she had received the determination of grievability from the Town Manager 

. 

 A written reply by the Department Head shall be made to the grievant within three (3) working 

days following the meeting. 

 

 STEP 3: If the Department Head’s reply from step 2 is not acceptable to the grievant, he/she may 

request in writing, within three (3) working days from receipt of the reply, a meeting with the Town 

Manager for further consideration of the grievance. This face-to-face meeting shall be scheduled within 

five (5) working days from receipt of this request. 

 

 The Town Manager shall hear both sides of the dispute, shall investigate the cause for the dispute, 

and shall provide a written reply to the grievant within ten (10) working days of the meeting. 

 

 The grievant may have a representative of his/her choice at this meeting. If the grievant is 

represented by legal counsel, the Town Manager may also be represented by counsel. 

 

 STEP 4: If the reply from step 3 is not acceptable to the grievant, he/she may submit his/her 

grievance for a hearing before an impartial panel. The request for a panel hearing shall be made on the 

Panel Hearing Request Form, found in Appendix A. Request for a panel hearing must be received by the 

Town Manager within five (5) working days after the receipt of the third step reply. 

 

(1) Selection of Grievance Panel- The final step in the grievance procedure shall be a hearing before 

an impartial three (3) member panel composed of one member appointed by the grievant and one 

member appointed by the Town Manager. Both such appointments shall be made within ten (10) 

working days after the Town Manager’s receipt of the request for a hearing. The third member of 

the panel shall be selected by the first two panel members. They shall accomplish this selection 

within twenty (20) working days after the Town Manager’s receipt of the request for a hearing. In 

the event that agreement cannot be reached as to a final panel member, the Chief Judge of the 

Judicial Circuit Court shall select the third panel member within thirty (30) working days after 

receipt of the Town’s request for the selection. In all cases, the third panel member shall be 

chairperson of the panel. 

 

The following persons may not serve on the panel: 

 

 Persons involved in an earlier step of the particular grievance or with the complaint or dispute that 

gave 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 spouse, parent, child, descendants 
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of a child, sibling, niece, nephew, or first cousin of a participant in the grievance procedure and 

these relatives of a participant’s spouse;   

 An attorney having direct involvement with the subject matter of the grievance nor a partner, 

associate, employee, or co-employee of the attorney. 

 

 The panel has the responsibility to interpret the application of appropriate Town policies and 

procedures in the grievance case. It does not have the prerogative to formulate or to change Town policies 

or procedures. 

 

(2) Conduct of Hearing- The panel shall set the time for the hearing, which shall be held as soon as 

practicable but no more than ten (10) working days after the panel has been selected, and shall 

notify the grievant in writing of the date and time of the hearing. The grievant may have present at 

the hearing a representative or legal counsel at his/her expense. Copies of the grievance file shall 

be sent by the Town Manager or designee to the panel members. 

 

The conduct of the hearing shall be as follows: 

 

 The panel shall determine the propriety of attendance at the hearing of persons not having a direct 

interest in the hearing. A record of the hearing shall be made. 

 At the beginning of the hearing, the panel may ask for statements clarifying the issues  

 involved. 

 Exhibits, when offered by the grievant or the Town, may be received in evidence by the  

 panel, and when so received, shall be marked and made part of the record. 

 The grievant shall present his/her claim, proof and witnesses who shall submit to  

 questions or examination first, followed by the Town. The panel, at its discretion, may vary 

this procedure but shall afford full and equal opportunity to all parties and witnesses for 

presentation of any material or relevant proofs. 

 The parties shall produce any additional evidence the panel may deem necessary for an

 understanding and determination of the dispute. 

 The panel shall be the judge of relevancy and materiality of the evidence offered.  

 All evidence shall be taken in the presence of the panel and of the parties. 

 The majority decision of the panel shall be final and binding in all its determinations and shall be 

consistent with provisions of law and written policies. 

 

 The panel chairman shall inquire specifically of all parties whether they have any further proofs to 

offer or witnesses to be heard. Upon receiving negative replies, the chairman shall declare the hearing 

closed. 

 

 The hearings may be reopened by the panel on its own motion or under application of a party for 

good cause shown at any time before the award is made. 

 

(3) Decision – The decision of the panel shall be filed in writing by the Chairman with the Town 

Manager not later than fifteen (15) full working days after the completion of the hearing and shall 

be final, binding and consistent with provisions of law and written policy. The question of 

whether the relief granted by a panel is consistent with written policy shall be determined by the 

Town Manager within 15 working days. In such case, when the decision is not made by the Town 
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Managers, it shall be passed to the Commonwealth’s Attorney Office of Washington County. The 

decision shall be made in the format attached to this policy. The panel chairman shall have the 

authority to extend this time limit as deemed necessary. 

 

  Copies of the decision shall be transmitted to the grievant and the Grievant’s supervisor. 

 

Either the grievant or the Town Manager may petition the Circuit Court for an order requiring 

implementation of the panel decision. 

 

 Non-Compliance with Procedural Requirements: If, after the initial filing of a written grievance, 

either the grievant or the Town fails to comply, without just cause, with all substantial procedural 

requirements of the grievance procedure, a decision in favor of the other party on any grievable issue shall 

result. Such a decision shall not occur however, if the party not in compliance corrects the noncompliance 

within five (5) work days of receipt of a written notification from the other party of the procedural 

violation. Such written notification by the grievant shall be made to the Town Manager. 

 

 A decision in favor of the other party shall result if either the grievant or the Town fails to 

comply, without just cause, with all substantial procedural requirements at the panel hearing.   

 

              

719-1 Law Enforcement Grievance Procedure 

 

Code of Virginia Law Enforcement Officers Procedural Guarantee Act 

Title 9.1, Chapter 5, Section 9.1-500-507 

§ 9.1-500. (Effective July 1, 2018) Definitions. 

As used in this chapter, unless the context requires a different meaning: 

"Agency" means the Department of State Police, the Division of Capitol Police, the Virginia Marine 

Resources Commission, the Virginia Port Authority, the Department of Game and Inland Fisheries, the 

Virginia Alcoholic Beverage Control Authority, the Department of Conservation and Recreation, or the 

Department of Motor Vehicles; or the political subdivision or the campus police department of any public 

institution of higher education of the Commonwealth employing the law-enforcement officer. 

"Law-enforcement officer" means any person, other than a Chief of Police or the Superintendent of the 

Department of State Police, who, in his official capacity, is (i) authorized by law to make arrests and (ii) a 

non-probationary officer of one of the following agencies: 

a. The Department of State Police, the Division of Capitol Police, the Virginia Marine Resources 

Commission, the Virginia Port Authority, the Department of Game and Inland Fisheries, the Virginia 

Alcoholic Beverage Control Authority, the Department of Motor Vehicles, or the Department of 

Conservation and Recreation; 

b. The police department, bureau or force of any political subdivision or the campus police department of 

any public institution of higher education of the Commonwealth where such department, bureau or force 

has 10 or more law-enforcement officers; or 

c. Any conservation police officer as defined in §9.1-101. 

http://law.lis.virginia.gov/vacode/9.1-101/
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For the purposes of this chapter, "law-enforcement officer" shall not include the sheriff's department of 

any city or county. 

§ 9.1-501. Conduct of investigation. 

The provisions of this section shall apply whenever an investigation by an agency focuses on matters 

which could lead to the dismissal, demotion, suspension or transfer for punitive reasons of a law-

enforcement officer: 

1. 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 office of the 

command of the investigating officer or at the office of the local precinct or police unit of the officer being 

investigated, unless matters being investigated are of such a nature that immediate action is required. 

 

2. Prior to the officer 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. 

 

3. When a blood or urine specimen is taken from a law-enforcement officer for the purpose of determining 

whether the officer has used drugs or alcohol, the specimen shall be divided and placed into two separate 

containers. One specimen shall be tested while the other is held in a proper manner to preserve the 

specimen by the facility collecting or testing the specimen. Should the first specimen test positive, the 

law-enforcement officer shall have the right to require the second specimen be sent to a laboratory of his 

choice for independent testing in accordance generally with the procedures set forth in §§18.2-

268.1through18.2-268.12. The officer shall notify the chief of his agency in writing of his request within 

10 days of being notified of positive specimen results. The laboratory chosen by the officer shall be 

accredited or certified by one or more of the following bodies: the American Society of Crime Laboratory 

Directors/Laboratory Accreditation Board (ASCLD/LAB), the College of American Pathologists (CAP), 

the United States Department of Health and Human Services Substance Abuse and Mental Health 

Services Administration (SAMHSA), or the American Board of Forensic Toxicology (ABFT). 

 

§ 9.1-502. Notice of charges; response; election to proceed under grievance procedure of local governing 

body. 

A. Before any dismissal, demotion, suspension without pay or transfer for punitive reasons may be 

imposed, the following rights shall be afforded: 

 

1. The law-enforcement officer shall be notified in writing of all charges, the basis therefore, and the 

action which may be taken; 

 

2. The law-enforcement officer shall be given an opportunity, within a reasonable time limit after the date 

of the written notice provided for above, to respond orally and in writing to the charges. The time limit 

shall be determined by the agency, but in no event shall it be less than five calendar days unless agreed to 

by the law-enforcement officer; 

 

3. In making his response, the law-enforcement officer may be assisted by counsel at his own expense; 

and 

http://law.lis.virginia.gov/vacode/18.2-268.1/
http://law.lis.virginia.gov/vacode/18.2-268.1/
http://law.lis.virginia.gov/vacode/18.2-268.12/


  

93 

 

4. The law-enforcement officer shall be given written notification of his right to initiate a grievance under 

the grievance procedure established by the local governing body pursuant to §§15.2-1506and15.2-1507. A 

copy of the local governing body's grievance procedure shall be provided to the law-enforcement officer 

upon his request. 

 

B. A law-enforcement officer may proceed under either the local governing body's grievance procedure or 

the law-enforcement officer's procedural guarantees, but not both. 

 

 

§ 9.1-503. Personal assets of officers. 

 

No law-enforcement 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 shall preclude an agency from 

requiring the law-enforcement officer to disclose any place of off-duty employment and where he may be 

contacted. 

 

§ 9.1-504. Hearing; hearing panel recommendations. 

 

A. Whenever a law-enforcement officer is dismissed, demoted, suspended or transferred for punitive 

reasons, he may, within a reasonable amount of time following such action, as set by the agency, request a 

hearing. If such request is timely made, a hearing shall be held within a reasonable amount of time set by 

the agency. However, the hearing shall not be set later than fourteen calendar days following the date of 

request unless a later date is agreed to by the law-enforcement officer. At the hearing, the law-

enforcement officer and his agency shall be afforded the opportunity to present evidence, examine and 

cross-examine witnesses. The law-enforcement officer shall also be given the opportunity to be 

represented by counsel at the hearing unless the officer and agency are afforded, by regulation, the right to 

counsel in a subsequent de novo hearing. 

 

B. The hearing shall be conducted by a panel consisting of one member from within the agency selected 

by the grievant, one member from within the agency of equal rank of the grievant but no more than two 

ranks above appointed by the agency head, 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 of the judicial circuit wherein the duty station of the grievant lies shall choose such third member. 

The hearing panel may, and on the request of either the law-enforcement officer or his agency shall, issue 

subpoenas requiring the testimony of witnesses who have refused or failed to appear at the hearing. The 

hearing panel shall rule on the admissibility of the evidence. A record shall be made of the hearing. 

 

C. At the option of the agency, it may, in lieu of complying with the provisions of §9.1-502, give the law-

enforcement officer a statement, in writing, of the charges, the basis therefore, the action which may be 

http://law.lis.virginia.gov/vacode/15.2-1506/
http://law.lis.virginia.gov/vacode/15.2-1507/
http://law.lis.virginia.gov/vacode/9.1-502/
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taken, and provide a hearing as provided for in this section prior to dismissing, demoting, suspending or 

transferring for punitive reasons the law-enforcement officer. 

 

D. The recommendations of the hearing panel and the reasons therefore, shall be in writing and 

transmitted promptly to the law-enforcement officer or his attorney and to the chief executive officer of 

the law-enforcement agency. Such recommendations shall be advisory only, but shall be accorded 

significant weight. 

 

§ 9.1-505. Immediate suspension. 

 

Nothing in this chapter shall prevent the immediate suspension without pay of any law-enforcement 

officer whose continued presence on the job is deemed to be a substantial and immediate threat to the 

welfare of his agency or the public, nor shall anything in this chapter prevent the suspension of a law-

enforcement officer for refusing to obey a direct order issued in conformance with the agency's written 

and disseminated regulations. In such a case, the law-enforcement officer shall, upon request, be afforded 

the rights provided for under this chapter within a reasonable amount of time set by the agency. 

 

§ 9.1-506. Informal counseling not prohibited. 

 

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 

disciplinary action being taken against the law-enforcement officer. 

§ 9.1-507. Chapter accords minimum rights. 

 

The rights accorded law-enforcement officers in this chapter are minimum rights and all agencies shall 

adopt grievance procedures that are consistent with this chapter. However, an agency may provide for 

additional rights of law-enforcement officers in its grievance procedure. 
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720 New Media/FOIA/Information Requests 

To ensure that all Town of Abingdon related information is accurate and up to date, all requests 

for news comment or release of information are to be referred to the office of the Town Manager. 

No statement which involves the Town of Abingdon, its policies, clients or employees is to be 

released verbally or in writing by any employee; all inquiries are to be referred to the Town 

Manager. 

 

720-1 Information Requests (FOIA - Freedom of Information Act) 

As a Town employee, you may be approached in person, by phone or in writing by citizens or Town 

Council Members about providing Town specific information.  As an employee, it is your responsibility 

to forward any request(s) for Town information to the Town's FOIA official, at FOIA@abingdon-va.gov. 

*The Virginia Freedom of Information Act (FOIA), located § 2.2-3700 et seq. of the Code of 

Virginia, guarantees citizens of the Commonwealth and representatives of the media access to 

public records held by public bodies, public officials, and public employees. 

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

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

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

public business.  All public records are presumed to be open, and may only be withheld if a 

specific, statutory exemption applies. 

 

 

 

 

 

 

 

mailto:FOIA@abingdon-va.gov
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Town of Abingdon Background Check Release Form 

 

Full Name:  

Alias Names:  

Current 
Address: 

 

Social Security #:  

Date of Birth:  
 

 

 The undersigned individual does hereby authorize agents of the Town 

of Abingdon, Virginia to inquire into his/her background for any record of 

criminal, driving and credit history.  It is understood that this criminal, 

driving and credit history check will only pertain to the adult history. 

Signed the ____ day of __________, ________ 

 

        
________________________________ 

Signature 

 

Do not write below this line: 
______________________________________________________________________________ 
 

[   ] No Record Found 
 

[   ] See Attached 
 
 

Remarks: Unauthorized dissemination will subject the disseminator to criminal and civil 
penalties.  This record check is limited to adult conviction, driving and credit history data 
provided. 
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Town of Abingdon  

Drug and/or Alcohol Screening Authorization 

 

 I, ___________________________________, have voluntarily 

submitted to the drug screening procedure for the Town of Abingdon 

because I understand the importance of a drug free environment and the 

negative effects by using such substances.  I understand that I will be given 

a copy of this form which indicates the results of the drug test for my 

personnel file.  Personnel files are kept in strict confidence.  I understand 

that I am agreeing to this drug test to pursue employment with the Town of 

Abingdon or as a random test to maintain employment.  I understand that if 

a positive test result occurs, corrective action can be taken.  Should a drug 

test result in “dilute”, then the Town of Abingdon has the discretion to order 

a second test promptly following the initial test.  In the event that two 

consecutive drug test results indicate “dilute”, it will be considered a positive 

result and no further testing will occur at the Town of Abingdon’s expense.  A 

refusal to submit to a drug test can be considered as a positive result.  For 

existing employees, appropriate disciplinary action, up to and including 

termination, will be considered for a positive test result. 

Signed the ____ day of __________, ________ 

        
________________________________ 

Signature 
 
 

Do not write below this line. 
______________________________________________________________________________ 
 

[   ] Positive 
 

[   ] Negative 

 



  

98 

  

Town of Abingdon  

Grievance Form A 

Grievant Name:  
Position and Department:  
Date Submitted:  
Date Grievance 

Occurred: 
 

 

Nature of Grievance: 

Specific Relief Expected: 

First Step Remedy: 

 

[   ] Acceptable       [   ] Not Acceptable 

_______________________________  ________________________________ 

Supervisor Signature     Date 

 

_______________________________  ________________________________ 

Grievant Signature     Date 
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Second Step Remedy: 

 

[   ] Acceptable       [   ] Not Acceptable 

 

_______________________________                       ________________________________ 

 Management Signature                Date 

 

_______________________________   ________________________________ 

Grievant Signature     Date 

 

Third Step Remedy: 

 

[   ] Acceptable        [   ] Not Acceptable 

_______________________________  ________________________________ 

Management Signature    Date 

 

_______________________________  ________________________________ 

Grievant Signature     Date 
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Town of Abingdon  

Grievance Form B 

PART I – Grievant Panel Hearing Request 

Must be submitted to the Town Manager within five (5) working days of Grievant’s receipt of 

Third Step Grievance reply 

Grievant Name:  
Position and Department:  
Date Grievance 

Occurred: 
 

Date of receipt of notice 

Third Step Remedy: 
 

 

I hereby submit the grievance stated on Form A, filed in this matter on _____________ (date), to 

the Fourth Step panel hearing as provided in the Town of Abingdon Grievance procedure. 

_______________________________  ________________________________ 

Date of delivery of hearing request   Grievant Signature 

 

_______________________________  ________________________________ 

Date of receipt of hearing request   Town Manager Signature 

 

PART II – Determination of Grievability 

 Issue of Grievability must be submitted to Town Manager within five (5) working days of 

receipt of hearing request. 

 Town Manager’s decision to be made within ten (10) calendar days of grievant request. 

 If designated Department Head does not elect to submit question of Grievability to Town 

manager, then go to PART III. 

 Grievant must attach a copy of Grievance Form A 
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PART II – Determination of Grievability continued 

I hereby request the Town Manager determine whether the Grievant’s complaint is grievable. 

_______________________________  ________________________________ 

Department Head Signature    Date 

 

_______________________________  ________________________________ 

Town Manager Signature    Date Received 

 

A copy of signed request for Determination of Grievability must be sent or delivered to Grievant.  
 

The Town Manager has made the following determination of Grievability of Grievant’s 

complaint: 
 

[   ] The complaint IS grievable                                   _______________________________ 

 Town Manager Signature/Date 

[   ] The complaint is NOT grievable    _______________________________ 

 Town Manager Signature/Date 

 

[   ] The complaint is grievable IN PART   ________________________________ 

 Town Manager Signature/Date  

 

The parts which are NOT grievable are: 

The reasons for the Town Manager’s findings are: 

Notice of determination regarding grievability has been mailed or delivered to Grievant 

on: 

   

        

________________________________ 

Town Manager Signature/Date 

 

If matter is determined to be grievable, the Town Manager will arrange for panel selection and 

schedule a hearing for the grievable issues. 
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PART III – Panel Selection 

 Must be completed within five (5) working days of Grievant’s request for hearing if issue 

of grievability is not raised 

Or 

 Within five (5) working days of Town Manager’s determination that matter is grievable if 

submitted for his determination. 

 The two members chosen must select a third member within the same five (5) day period 

 

The Town Manager selects the below panel members: 
 

1
st
 Panel Member 

 

_______________________________     

Name 

 

_______________________________     

Title  
 

_______________________________     

Date 

 

2
nd

 Panel Member 

 

_______________________________     

Name 

 

_______________________________     

Title  
 

_______________________________     

Date 
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Town of Abingdon Grievance Panel Member Form 

 

Panel Member Name:  
Panel Member Name:  

 

 

The above named panel members have selected the below person as the third member of the 

grievance panel. 

Panel Member Name:  
Title:  
Date:  

 

 

Signed the ____ day of __________, ________ 

 

        

________________________________ 

Approved By: 
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Town of Abingdon Incident Report Form 

Status:             [   ] Employee  [   ] Contractor  [   ] Other 

Outcome:        [   ] Near Miss             [   ] Injury 

1. DETAILS OF INJURED PERSON 
Name: Phone: 
Address: Sex:  [   ] Male          [   ] Female 

  
Experience in the job: Position: 
Shift Schedule: Status:  [   ] Full-Time        [   ] Part-Time 

2.  DETAILS OF INCIDENT 
Date: Time:                           [   ] AM     [   ] PM 
Location of incident: 

Describe in detail what happened and how: 

3. DETAILS OF WITNESS(ES) 
Witness Name: Phone:                                [   ] Cell   [   ] 

Home 
Address: 

4. DETAILS OF INJURY 
Nature of injury (i.e.: burn, cut, sprain):  

Cause of injury (i.e.: fall, slip): 

Location of injury on body (i.e.: back, left calf): 

Item which caused injury (i.e.: weed eater, hot water):  
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5. TREATMENT ADMINISTERED 
First Aid given:  [   ] Yes     [   ] No 
First Aid administered by:  

Treatment provided: 
Referred to physician/urgent care:   [   ] Yes   [   ] No 
Reported to VACorp:  [   ] Yes   [   ] No Claim ID #: 
Reported to Human Resources:   [   ] Yes    [   ] No 

 

SECTION 6-9 MUST BE COMPLETED BY EMPLOYER 
 

6. DID THE INJURED PERSON STOP WORK? 
[   ] Yes      [   ] No   If yes, state date and time stopped:  
Outcome: 

[   ] Treated by Doctor      [   ] Hospitalized      [   ] Workers Compensation Claim 
[   ] Returned to normal duties   [   ] Restricted duties    [   ] Rehabilitation 

7. INCIDENT INVESTIGATION (comments to include causal factors) 

 

8. RISK ASSESSMENT 
Likelihood of recurrence: 
Severity of outcome: 
Level of risk: 

9. ACTIONS TO PREVENT RECURRENCE 
ACTION BY WHOME DUE DATE DATE COMPLETED 

    

10. ACTIONS COMPLETED 
Supervisor Signature: Date: 

[   ] Feedback provided to person involved Date: 

11. REVIEW COMMENTS 
OHS Committee/staff meeting: 
Reviewed by site supervisor:                                                               Date: 

Reviewed by Health & Safety Rep:                                                     Date: 



  

106 

 

Town of Abingdon 

Credit Card Procedure Acknowledgment Form 

 

 No personal or private expenditure shall be charged to a Town issued credit 

card. 

 No regular operating expense (i.e. monthly telephone bills, internet 

agreement, etc) shall be charged to the Town issued credit card. 

 Each expense charged must be accompanied by the actual itemized receipt. 

 Documentation of each expense shall be submitted as soon as possible, and 

no later than ten (10) days from the date of purchase. 

 No cash advances will be permitted on a Town credit card. 
 

I hereby acknowledge and will abide by the procedures outlined above. 

Signature: ____________________________ 

Printed Name: _________________________ 

Date: ________________________________ 

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

Finance Department Representative: _____________________________________________ 

Date: ________________________________________________________________________ 

****************************************************************************** 
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Employee Performance Appraisal Form 

Employee Name  
Title  
Review Period/Year  
Date of Hire  
Supervisor Name  
Date of Review  

Definition of Ratings 

Top Performer (Rating of 3) 
 Consistently and substantially exceed requirements of the position and performs at optimum levels of 

effectiveness 

 Exhibit leadership behaviors consistent with the values and goals of the town 

 Considered role models and used as mentors 

 Brings new ideas or processes which benefit the town 

 Creative problem solver, implementing new ways of working to make positive changes 

 Described as distinguished, remarkable, and extraordinary 

 Exhibit exceptional quality while meeting challenging demands 

 
Core Performer (Rating of 2) 

 Consistently meets requirements of the position and performs satisfactorily and in a reliable manner 

 Successfully do their jobs 

 Demonstrate leadership behaviors consistent with town goals 

 Consistent, ongoing achievement of the established standards 

 Described as knowledgeable and reliable 

 

Low Performer (Rating of 1) 

 May inconsistently meet or fail to meet requirements and standards for the position 

 performance is not at expected levels and/or was not done in a way that demonstrates the town goals and 

values 

 Meets some of the minimum requirements of the position but may need to improve performance to meet 

expected levels in some areas of performance 

 Includes employees who may be new in their job and learning new skills and/or employees who need to 

improve and develop in their job 

 Immediate and sustained improvement is required for this employee 

 Managers of these employees should be meeting with the employee on a frequent basis. 

Directions for Supervisor 

 Employee should be rated on the requirements of their job description and not compared to other employee 

performance to make the appraisal more objective. 

 Rate employee as a 1, 2, or 3 in all categories. Most employees are Core performers and that's ok. That 

means they are doing their job. Top performers always give that extra effort. 

 Add all Ratings to Determine the Employee Rating for the Evaluation Period. 
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Performance Standard 

Customer Service 
 Passionate and dedicated to serving the public 

 Provides exceptional customer service at every interaction and acts in the best interest of the town 

 Establishes and maintains effective relationships in order to gain trust and respect; demonstrates respect for 

others; engenders trust; responds to citizen concerns in an appropriate and timely manner, owns citizen 

problems through to resolution 

Employee Rating _____ 

 
Job Knowledge and Technical Skills 

 Possesses functional, technical, business, and professional knowledge and skills to do the job at a high level 

of accomplishment 

 Knows how and when to apply technical procedure, uses curriculum and enhancement materials 

appropriately and consistently, develops and maintains a positive working environment  

Employee Rating _____ 

 
Dependability 

 Arrives at work in a timely manner on regularly scheduled days as well as leaving and returning from 

scheduled breaks during the day 

 Follows proper call in procedures when unable to report to work, can be depended upon to follow through 

on commitments and responsibilities 

Employee Rating _____ 

 

Productivity and Quality 

 Produces an acceptable amount of work and is able to handle the workload  

 Does what is asked and delivers work on time 

 Does work correctly the first time without waste or rework 

Employee Rating _____ 

 

Accountability 

 Demonstrates a sense of responsibility for completing tasks 

 Recognizes how his/her performance affects overall goals and objectives 

 Works independently under broad or limited supervision. 

 Establishes priorities appropriately, demonstrating an understanding of the urgency of tasks and the impact 

of tasks on the town 

 Plans effectively, anticipating issues, taking the initiative to address issues, and developing innovative 

approaches to resolving issues 

Employee Rating _____ 

 

Initiative 

 Accepts responsibility willingly, creative in solving problems 

 Generates ideas for improvements, seeks feedback regarding performance 

 Applies new skills, solves problems without being asked 

 Takes on or seeks out new tasks and assignments willingly 

 Seeks opportunities for development and applies new skills 

 Participates enthusiastically in training and professional development to advance skills Learns from 

mistakes and takes responsibility for improving performance 

Employee Rating _____ 
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Teamwork and Interpersonal Skills 
 Genuinely cares about and relates to all kinds of people constructively and effectively  

 Approaches issues and problems through teamwork and collaborative efforts 

 Addresses conflict in a fair, equitable and diplomatic manner 

 Shares ideas and information, emphasizes the positive, viewed as a team player 

 Focuses on solving problems, supports decisions, is collaborative and inclusive 

Employee Rating _____ 

 

Planning and Organization 

 Is prepared with materials required for performance of job 

 Sets and meets reasonable and achievable goals with respect to assignments in area of expertise 

 Manages time and resources so that results are achieved with minimum disruption of other work areas 

Employee Rating _____ 

 

Oral and Written Communication 
 Displays clarity and accuracy in all forms of communications, listens well, communicates effectively both 

orally and in writing 

 Demonstrates professionalism in all interactions, and utilizes appropriate communication style based on the 

audience and situation 

Employee Rating _____ 

 

Acts with Integrity 

 Adheres to and acts in line with town Mission and Values at all times 

 Encourages candidness in others and models ethics and integrity in all aspects of the job, maintains 

confidentiality  

 Demonstrates understanding of others' needs or position, honest and diplomatic in interactions, values 

cultural religious and ethnic differences 

 Upholds and enforces town policies, demonstrates respect for citizens and fellow colleagues in interactions 

and guidance 

 Promptly reports incidents to management 

Employee Rating _____ 

Overall Employee Rating for Performance Appraisal Period _____ 

Exceeds Expectations: 30-25 

Meets Expectations: 24-20 

Below Expectations: 19-15 

Unsatisfactory: 14-10 

 

Goals for next performance appraisal: 

1. 

2. 

3. 
 

Signature of Supervisor ________________________   Date _____________ 

 

Signature of Employee   ________________________   Date _____________  
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Employee Review: 
*To be completed by the employee prior to the Performance Evaluation meeting.   

What are your most important accomplishments over the past year? 

 

Identify areas in which you need development or further training? 

 

Identify personal goals to make the upcoming year successful: 

 

How can your supervisor help you achieve your goals? 

 

Suggestions/Feedback for supervisor or departmental improvement 

 

 

Signature of Employee     ________________________   Date _____________ 

 

Signature of Supervisor   ________________________   Date _____________  
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Town of Abingdon 

Short Term Disability Application 

 

Employee Name: SS#: 
Date of Birth: Department: 
Reason for absence: 

Employee Signature/Date  
Supervisor Signature/Date  
Town Manager Signature/Date  

 

Short-term disability is equivalent to a maximum 25 weeks (125 business days) in any one fiscal year.  

The employee will be paid according to the guidelines listed in the table outlined in the Short Term 

disability policy.   The employee understands that FMLA will run concurrently with Short Term 

Disability for an employee’s personal illness.  (See full policy in section 318 of the Town of Abingdon 

personnel manual.) 

To be completed by Physician 

Nature of short-term illness or disability: 

 

Return to work date: 

I hereby certify that the above named employee of the Town of Abingdon is totally unable to work 

due to the short-term illness or disability indicated above.   
 
Physician’s 

Signature/Date 
 

Print Name:  
Address:  
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Employee Travel Request Form 

Employee Name:  

Department:  

Date:  

Itinerary 

Name of Conference: 

Overnight Trip: Yes/No Day Trip: Yes/No 

Is conference required to maintain 

certification?  Yes/No 
If Yes, what type of certification? 

Destination: Departure/Return Date: 

Hotel Name: Number of Nights Reserved? 

Will you travel in town vehicle or personal vehicle? 

Reason if choosing personal vehicle: 

Mileage to/from destination: 

Estimated Travel Expenses 
Conference Registration Fee: Budget Line Charged: 

Hotel Room Fee: Budget Line Charged: 

Estimated Gas Reimbursement if taking 

personal vehicle: 
Budget Line Charged: 

Meals Cost (Approximate): Budget Line Charged: 

Employee Signature:  

Department Head Signature:  

Approved: Yes/No Reason for Denial: 

Asst Town/Town Manager Signature:  
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 I, __________________________________________, understand that any and all purchases I 

make on the Town of Abingdon's Amazon Business account are for business purposes only.  I 

understand that if I make purchases for personal reasons I will be required to pay back 100% of 

the cost and face disciplinary action up to and including termination.  The Town of Abingdon 

may also seek to prosecute me to the fullest extent of the law. 

 

____________________________________ 

Employee Name 

 

____________________________________ 

Employee Signature/Date 
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 I, __________________________________________, understand that any and all purchases I 

make on the Town of Abingdon's Sam's/Wal-Mart Business account are for business purposes 

only.  I understand that if I make purchases for personal reasons I will be required to pay back 

100% of the cost and face disciplinary action up to and including termination.  The Town of 

Abingdon may also seek to prosecute me to the fullest extent of the law. 

 

____________________________________ 

Employee Name 

 

 

____________________________________ 

Employee Signature/Date 

 

 


