Memorandum

Date: 19 July 2016

To: Town Council Personne! Committee

From: Keith Daiton, Town Manager %
Cc: Tawn Council

Subject: 20 July 2016 Committee Meeting

Please find attached:
- Meeting Agenda
- Job Description information for Assistant Town Manager for Community Development and
Operations and the Police Chief
- Town of Berryville Employee Classification for 2016
- Police Department Salary Study (submitted to the Police and Security Committee in March 16)
- Compensation Study completed for Clarke County in July 2014

ltem 2:

Both the Assistant Town Manager for Community Development and Operations and the Police Chief
have provided information about the tasks they perfarm. Included with that information is Salary
Survey information from the APA/AICP.

The Police and Security Committee briefly reviewed the PD Salary Survey and intends to continue that
review over the coming months,

The Clarke County Compensation Survey is included to provide you with a feel for a study prepared to
not only examine salaries but also to examine fringe benefits and establish a pay scale. The study was
completed by Springsted Incorporated.

Review of the other exempt positions has not been completed.

Item 3:
At present, there is a vacancy on the Planning Commission.

Three terms will expire on 11/13/16. Those are:
- Doug Shaffer Planning Commission
- Dale Barton Planning Commission
= Allen Kitselman Berryville Area Development Authority

Lastly, please remember that this meeting will have to be completed prior to 10:00 because another
committee meeting begins at that time.




BERRYVILLE TOWN COUNCIL
PERSONNEL COMMITTEE
MEETING AGENDA
Berryville-Clarke County Government Center
101 Chalmers Court, Second Floor
Conference Room C
Called Meeting

Wednesday, July 20, 2016
9:00 a.m.

Call to Order — Erecka Gibson, Chair

Discussion — Review of Job Descriptions and Employee Classifications

Discussion — Appointments to fill vacancies

Other

Adjourn




Town of Berryville

Job Description
Job Title: Assistant Town Manager for Community Development & Operations
Depariment: Planning and Community Development

Reports To: Town Manager
FLSA Status: Exempt
Prepared By: KRD
Prepared Date:  11/10/93
Approved By: ERD
Approved Date:  12/18/98

SUMMARY

This Department Head position plans and directs the activities of the Planning and Community
Development Department, supervises Planning Department personnel, and performs related
work as required. Performs professional tasks in the administration and enforcement of
municipal planning functions: comprehensive planning; zoning, subdivision, site plan, storm
water management regulations, and erosion and sedimentation control regulations; historic
district ordinances; downtown revitalization and community economic development; and capital
improvements programing. Assists Town Manager as needed.

In absence of the Town Manager, position coordinates administration of town operations.

Position is appointed by Town Council for an indefinite term and serves at the pleasure of Town
Couneil,

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

- Administers and directs the activities of the Planning and Community Development
Department within approved budgetary limits and fown purchasing policy requirements,
supervises Planning Department personnel, and perforis related work.

- Coordinates daily town administration in the Town Manager's absence.

- Serves as Town Zoning Administrator and Brosion and Sediment Control Program
Administrator and performs duties as prescribed in the Code of Virginia.

- Serves as professional staff to Town Council, Planning Commission, Board of Zoning Appeals,
Architectural Review Board, Berryville Area Development Authority, and other boards and
prepares meeting packets, agendas and formal minutes to the above referenced boards and
commissions.

- Serves as Recycling Coordinator and Economic Development Coordinator,

- Porforms responsible, highly technical work in the administration of town ordinances and
regulations.

- Coordinates planning meatters with Clarke County Planning Department, Planning Commission,
and Board of Supervisors.

- Coordinates planning matters with special committees, consultants, and regional planning
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agencies.

- Conducts day to day administration and enforcement of zoning, subdivision, site plan, erosion
and sedimentation control, storm water management, and historic district regulations as well as
pottions of the Berryville Code.

- Authors ordinances and regulations and amendments to the above referenced regulations.

- Reviews and analyzes development plans and issues, determines compliance with applicable
ordinance and regulations, and presents staff reports and recommendations to boards and

conmmissions reviewing such issues.

- Advises the Town Manager and Town Officials on planning matters and keeps the Town
Manager and Town Officials apprised of pending planning matters.

- Guides Comprehensive Planning Process and ensures complance with state law,
~ Assists Town Manager in Capital Improvements Program Budgeting process.

- Issues or causes to be issued (as applicable) various zoning, sign, and other permits as
authorized by applicable regulations.

- Interacts daily with the public and with the development community, providing general and site
specific planning information and responding to inquiries on all planning matters.

- Initiates administrative and legal actions regarding violations of planning related ordinances
and regulations,

- Atfends meetings, most of which occur after regular working hours, and acts as staff advisor to
the abovoe referenced boards, !

- Assists with or writes and administers certain grant applications.
- Prepares annual departmental budget.

- Informs the general public and news media on planning matters, including preparation of
mailings, public notices, press releases, articles , presentations, and reports.

~ Organizes, maintains and safeguards departmental files.

- Assists with utilities systems planning and mapping.

- Coordinates Town Geographical Information System.

- Coordinates special projects as assigned by Town Manager ,

- Performs other tasks as assigned.

SUPTRVISORY RESPONSIBILITIES

Supervises all Planning Department Personnel. Carries out supervisory responsibilities in
accordance with the organization's policies and applicable laws. Responsibilities include
interviewing potential hires, training eimnployees, planning, assigning and directing work;

appraising performance, rewarding and disciplining employees in accordance with organization's
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policies and directives of the Town Manager, and addressing complaints and resolving problems.

Position, as a member of top management team, assists Town Manager in supervising operations
of all depattments as necessary. In absence of Town Manager, position assumes supervision
over town personnel.

QUALIFICATIONS To perform this job successfully, an individnal must be able to perform
each essential duty satisfactorily. The requirements listed below are representative of the
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE

Master's degree in Urban Planning or related field from an accredited college or university with a
Bachelor's degree in Urban Planning, Public Administration, Engineering or related field from an
accredited college or university or equivalent with experience in urban planning. A minimum of
two years of related experience may be accepted in lieu of a master's degree,

LANGUAGE SKILLS

Ability to read, analyze, and interpret the most complex documents. Ability to respond
effcctively to the most sensitive inquities or complaints. Ability to write speeches and articles
using original ot innovative techniques or style. Ability to make effective and persuasive
speeches and presentations on controversial or complex topics to {op management, public
groups, and/or elected officials.

MATHEMATICAL SKILLS
Ability to work with mathematical concepts such as probability and statistical inference. Ability
to apply concepts such as fractions, percentages, ratios, and proportions to practical sitnations.

REASONING ABILITY

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to
interpret an extensive variety of technical instructions in mathematical or diagram form and deal
with sevetal abstract and conlerete variables.

CERTIFICATES, LICENSES, REGISTRATIONS
- Must become certified through the Commonwealth of Virginia in Erosion and Sedimentation
Control Program Administration and must maintain certification.

PHYSICAL DEMANDS The physical demands described here are representative of those that
must be met by an employee to successfully perform fthe essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions. ~

While performing the duties of this job, the employee is regularly required to use hands fo finger,
handle, or feel and talk or hear. The employee frequently is required to walk, sit, and reach with
hands and arms. The employee must occasionally lift and/or move up to 20 pounds. Specific
vision abilities required by this job include close vision, color vision, and ability to adjust focus.

WORK ENVIRONMENT The work environment characteristics described here are
representative of those an omployee encounters while performing the essential functions of this
job. Reasonable accommodations may be made fo enable individuals with disabilities to perform
the essential functions,
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While performing the duties-of this job, the employee is frequently exposed fo moving
mechanical parts and outside weather conditions. The employee is ocoasionally exposed to
fumes or airborne particles. The noise level in the work environment is usually moderate. When
performing inspections on work sites, position may be exposed to a [oud noise level,

DRUG AND ALCOHOL TESTING .
Position is subject fo testing as provided under the Town of Berryville Drug and Alcohol Testing
Policy,

This job description is not intended to be all inclusive and the employee will also perform other
reasonably related duties as assigned by immediate supervisor and other management as
requited.

The Town of Berryville reserves the right to revise or change job duties and responsibilities as

the need arises. This job description does net constitute a written or implied coniract of
employment.

Page 4




TOwWN OF BERRYVILLE

Department of Planning & Zoning

101 Chalmers Coutt, Suite A * Berryville, Virginia 22611

[1] 540/955-4081 * [F] 540/955-4524 * [H] planner@berryvilleva.gov

Memo

DATE: July 19,2016

TO: Keith

FROM: Chri&\)(&
RE: Planning job description
Keith-

Per your request, I have reviewed the job description for the Assistant Town Manager for
Community Development & Operations. You requested that I furnish the following
information:

1) enumerated tasks they are performing

a.

€.

Administers and directs activities of the Planning and Community Development
Department within approved budgetary limits and town purchasing policy
requirements supervises Planning Department personnel, and performs related work.

. Coordinates daily town administration in the Town Manager’s absence.
. Serves as Town Zoning Administrator and Erosion and Sediment Control Program

Administrator and performs duties as prescribed in the Code of Virginia.

. Serves as professional staff to Town Council, Planning Commission, Board of

Zoning Appeals, Architectural Review Board, Berryville Area Development
Authority, and other boards and prepares meeting packets, agendas and formal
minutes to the above referenced boards and commissions.

Serves as Recycling Coordinator and Economic Development Coordinator.

f. Performs responsible, highly technical work in the administration of town ordinances

g.
h.

and regulations.

Coordinates planning matters with Clarke County Planning Department, Planning
Commission, and Board of Supervisors.

Coordinates planning matters with special committees, consultants, and regional
planning agencies.

Conducts day to day administration and enforcement of zoning, subdivision, site
plan, erosion and sedimentation control, storm water management, and historic
district regulations as well as portions of the Berryville Code.

. Authors ordinances, regulations, and amendments to the above-referenced

regulations.




k. Reviews and analyzes development plans and issues, determines compliance with
applicable ordinance and regulations, and presents staff reports and
recommendations to boards and commissions review such issues.

[. Advises the Town Manager and Town Officials on planning matters and keeps the
Town Manager and Town Officials apprised of pending planning matters.

m. Guides Comprehensive Planning Process and ensures compliance with state law.

n. Issues or cause to be issued (as applicable) various zoning, sign, and other permits as
authorized by applicable regulations.

0. Interacts daily with the public and with the development community, providing
general and site specific planning information and responding to inquiries on all
planning matters.

p. Attends meetings, most of which occur after regular working hours, and acts as stafl
advisor to the above referenced boards.

q. Initiates administrative and legal actions regarding violations of planning related
ordinances and regulations.

r. Assists with or writes and administers certain grant application,

s. Prepares annual departmental budget.

Informs the general public and news media on planning matters, including
preparation of mailings, public notices, press releases, articles, presentations, and
reports.

. Organizes, maintains, and safeguards departmental files.

. Assists with utilities systems planning and mapping.

. Coordinates Town Geographical Information System with County staff

. Coordinates special projects as assigned by Town Manager.

Performs other tasks as assigned.

i—b
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2) enumerated tasks they are not performing
a. limited input on capital improvements program budgeting (one to date: wayfinding
signage)
b. The job description identifies supervisory responsibilities which is not applicable
due to no staffing.

3) tasks they are performing that are not enumerated.

a. Serves as Erosion and Sediment Control Inspector and performs duties as prescribed
in the Code of Virginia.

b. Performs tasks normally conducted by administrative assistant as the position was
eliminated from the budget in 2011 (e.g., answer phone, take meeting minutes,
customer service, filing, maintaining permit spread sheets).

c. Create, plans and organizes special events that benefit the community including Main
Street Craft Market; Rich Rau Bicycle Tour; Parks and Recreation Arts and Crafts
Market.

d. Participates on boards and management teams that benefit the community including
the Top of Virginia Artisan Trail and Warren Clarke Microenterprise Loan Team.

e. Floodplain Manager

f. Researches certification and participation in organizations that benefit the
community (e.g. Certified Appalachian Trail Community designation)




g. Works with other departments on programming and events (e.g. VDH Injury
Prevention Grants with police and tree planting programs with Public Works.

h. Identifies and coordinates corporate partnerships with local businesses (e.g. Casey
Trees)

1. Identifies, writes, and manages grant programming for community development
aclivities.

J. Maintain and submit monthly land disturbance reports to the Department of
Environmental quality. *

k. Participate in regional task groups related to community and economic development;
transportation; and environmental programming,

1. Conttnuing education classes include Department of Environmental Quality (DEQ)
certification classes; National and Virginia Main Street training programs; and
University of Virginia Center for Transportation workshops.

Educational requirements identified in the job description identify a Master’s degree or
a Bachelor’s degree with two years of related experience of which I had both when |
started.

I have a Master’s degree in Landscape Architecture (University of Colorado | Denver,
1997) and Certificate in Public Policy (Shenandoah University, 2006). Current related
experience is 20 years.




APA/AICP Planners Salary Survey

SOURCE: https://www.planning.org/salary/summary.htm

The American Planning Association and its professional institute, the American Institute of
Certified Planners, seek to promote the success of planners and the organizations they work for.
To that end, periodic surveys of compensation in the profession have been conducted and
reported to the membership.

The 2014 web-based survey, to which all domestic APA Regular and New Professional members
were invited, achieved extraordinary participation levels — 10,774 of 26,465 responded, for a
41% response rate.

Results are reported for the 9,032 respondents supplying salary data and indicating they are
employed or self-employed full-time as planners or in planning-related positions.

The survey was conducted for APA and AICP by Readex Research, an independent research
company.

This site provides a comprehensive view of survey results, including a summary of findings and
supporting tables.

About the Survey

Roles & Responsibilities

This survey was sponsored by the American Planning Association (APA) and its professional
institute, the American Institute of Certified Planners (AICP). It was conducted with the
assistance of Readex Research, an independent research company.

The survey instrument was designed jointly by APA/AICP and Readex Research, virtually
"identical to the instruments used every other year since 2004, Data were collected and analyzed
by Readex, which also developed this website reporting results.

Sample Composition

All 26,465 domestic APA members (Regular, New Professional, Life, Faculty) members were
invited to participate in the survey. A total of 10,774 responded, for a 41% response rate. Results
are reported here for the 9,032 respondents supplying salary data and indicating they are
employed or self-employed full-time as planners or in planning-related positions.

Data Collection

The survey instrument was realized as a web-based form, hosted on a secure Readex Research
server.




On Januvary 30, 2014, Readex broadcast email invitations to the 26,101 members for whom well-
formed and unduplicated email addresses were available. The email messages, which appeared to
come from APA's executive director, invited members to complete the survey at the site and
offered to enter respondents in a drawing for one of five $100 coupons good for purchases from
the Planners Book Service in the APA store. 2,176 emails (8%) bounced back as undeliverable.

A second email invitation was broadcast to nonrespondents on February 5, with a final reminder
emailed to nonrespondents on February 11.

To include members without valid email addresses on file, plus those whose emails bounced
back undeliverable, personalized invitation letters were mailed on February 7, 2014 to a sample
of 1,500 (out of 2,540). The letters were produced on APA/AICP stationery and again signed by
the executive director, with a similar invitation to complete the survey on the web.

Responses were accepted through February 17, 2014.
About Readex Research

Readex Research is a nationally recognized independent research company located in Stillwater,
Minnesota. Ifs roots are found in survey research for the magazine publishing industry, but its
specialization in conducting high-quality self-administered surveys has brought it clients from
many other markets, including associations, corporate marketers and communicators, and
government agencies. With over 50 years of research experience and turnkey e-survey and mail
survey capabilities, Readex provides research you can trust, research you can understand, and
research you can take action on—in short, research you can use.

The APA/AICP 2014 Planners Salary Survey gives current and comprehensive information on
the compensation of "planners" - that is, domestic APA members (Regular, New Professional,
Life, Faculty) members employed or self-employed full-time and year-round as planners or in
planning-related positions. It updates surveys conducted every other year since 2004 by APA and
AICP.

The typical (median} planner is 44 years old and has been in the planning field for 15 years.
Almost all (95%) planners indicated at least one area of specialization, the most common being
community development/redevelopment (51%) and land-use or code enforcement (45%). Other
common areas of specialization include transportation planning (30%), economic planning and
development(25%), environmental and natural resources planning(24%), and urban design
(21%). 71% of planners work in public agencies and 21% in private consulting firms. 62% of
planners report their principal place of employment is located in a city, another 22% indicated a
suburb, 11% a small town, and 4% a rural area.

The typical full-time planner reported a 2014 annual salary of $74,000; this is up 4.2% from the
$71,000 reported in 2012, which exceeds the 3.2% core rate of inflation (CPI - all urban
consumers) during the period.




Annual Salary

D3 $100,000 or more
1580,000:599,999
0 $60,000-579,998

2 $40,000-559,999

base: 9,032 full-time planners

The median (50th percentile) total compensation, including other cash compensation in addition
to salary, is $75,800 in 2014, up from $73,000 in 2012. At the 25th percentile (25% earn less),
total compensation in 2014 is $60,000, and at the 75th percentile it is $99,000.

Without accounting for other variables, typical AICP members earn median salaries $15,700

more than non-AICP members. When we control for experience, AICP members still earn a
higher salary across the board, but at narrower margins.

Salary x AICP Status
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The strongest correlation to salary is experience:

Salary x Experience
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Another key variable in understanding salary levels is the nature of the employer:




Salary x Employer
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And the location of employment:

Salary x Area
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Salaries vary significantly by region (Census Division). This table shows the top states for
median salary in 2014:

Top States for Median Salary

n 25% earn less 50% earn less 75% earn less
California 1,128 576,600 595,100 $123,500

District of Columbia 94  $77,800 $92,000 $114,300

Nevada 85  $66,000 $85,000 $106,500
New Jersey 186 §$70,000 $85,000 $109,300
Hawaii 50  $63,200 $83,300 $114,500
Connecticut 113 $65,700  $82,000 $101,800
Washington 382 568,000 $82,000 $100,000

Massachusetis 249 565,000 $78,500 $98,000
New York - 352 $62,000 577,000 $102,800
Maryland 211 562,000 $76,500 $100,000

IHinois 375 $61,500 $75,400 $100,000




Alaska 57 $63,500 575,000 $97,000
Colorado 271 $60,000 575,000 $90,400
Virginia 442 S$58,400 574,100 599,500

New Hampshire 49  $56,000 $73,400 $87,400

Arizona 173 560,000 $73,000 $92,500
Oregon 207 $62,000 $72,700 $90,000
Alabama 59  $56,100 $72,000 $87,400
Florida 692 $55,900 $71,500 $95,000
Texas 460 S56,100 $71,000 $90,000

The gender gap in earnings still exists, though it has changed slightly for the better in the last
four years. For example, in 2012, females earned 88 cents on the dollar, whereas earnings in
2014 are up o 91 cents on the dollar. The gender gap grows with increasing experience:

Salary x Gender and Experience
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Town of Berryville
Job Description

Job Title: Police Chief
Department: Police
Reports To: Town Manager
FLSA Status: . exempt

Prepared By: KRD
Prepared Date:  12/14/98
Approved By: KRD
Approved Date:  12/18/98

SUMMARY

This Department Head position supervises the police force and directs all law enforcement
activities of the Town. Position plans and directs the activities of the Police Depattment,
supervises all department petsonnel, and performs related tasks as required. Continually
coordinates operations with arca and State law enforcement agencies.

Work is performed under the direction of the Town Manager.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following, Other duties may be
assigned by Town Manager.

» Advises Town Manager and Town Coungcil on law enforcement matters and keeps the Town
Manager and Town Couneil apprised of significant law enforcement matters.

- Supervises employees of the Police Department in the enforcement of State and local traffic,
civil and criminal laws; establishes work schedules and makes duty assignments.

- Performs responsible and technical work in the administration of laws and develops and
implements police policies and regulations,

- Administers and directs the activities of the Police Department within approved budgetary
limits and town purchasing requirements.

- Reviews officer repotts; prepares appropriate operational and administrative reporis to higher
authority.

- Applies for law enforcement related grants as approved by the Town Manager or Town Couneil
and administers grants received.

- Organizes, maintains and safeguards departmental files,
- Prepares annual departmental budget and departmental CIP requests.

- Carries a cell-phone, available for call twenty four hours a day as needed. Responds to
location as needed.

- Attends Town Council meetings and other meetings as required, Most of such meetings are
held after regular working hours.

- Performs all duties of a patrol officer.

Page 1




o

- Addresses citizen complaints and concerns in a courteous and professional manner.
- Coordinates special projects as assigned by Town Manager.
- Performs other tasks as assigned.

SUPERVISORY RESPONSIBILITIES

Directly supervises employees of the Police Department. Catries out supetvisory responsibilities
in accordance with the organization's policies and applicable laws. Responsibilities include
interviewing potential hires, training employees; planning, assigning, and directing work;
appraising performance; rewarding and disciplining employees in accordance with the
arganization's policies and the directives of the Town Manager; addressing complaints and
resolving problems.

QUALIFICATIONS To perform this job successfully, an individual must be able to perform
each essential duty satisfactorily. The requirements listed below are representafive of the
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to petform the essential functions.

EDUCATION and/or EXPERIENCE

High school diploma or general education degree (GEDY); with a minimum of seven years law
enforcement expetience including a minimum of two years as a law enforcement supervisor.
Must hold certification in basic police work (if such certification is not Virginia Cettification,
such certification must be obtained within six months of hiring). Must hold an Associate’s
Degree in the Administration of Justice from an aceredited college or have completed course
work equivalent to such a degree. Experience with word processing computer packages
required.

LANGUAGE SKILLS

Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations. Ability to write reports, business
correspondence, and procedure manuals. Ability to effectively present information and respond
1o questions from groups of elected officials, managers and the general public.

MATHEMATICAL SKILLS ,

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,
common fractions, and decimals. Ability fo compute vate, ratio, and percent and to draw and
interpret bar graphs.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations
where only limited standardization exists. Ability to inferpret a variety of instructions furnished
in written, oral, diagram, or schedule form.

PHYSICAL DEMANDS The physical demands described hete are representative of those that
must be met by an employee to successlully perform the essential functions of this job,
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

‘While performing the duties of this job, the employee is regularly required to stand, walk, and
talk or hear. The employee frequently is required to use hands to finger, handle, or feel and

reach with hands and arms. The employee is occasionally required to sit; climb or balance;
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stoop, kneel, crouch, or crawl; and taste or smell. The employee must occasionally lift and/or
move more than 100 pounds. Specific vision abilities required by this job include close vision,
distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT The work environment characteristics described here are
represontative of those an employee encounters while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions. '

While perforining the daties of this job, the employeo is frequently exposed to outside weather conditions.
The employee is occastonally exposed to moving mechanical parts; high, precarious places; fames ar
airborne particles; toxic or caustic chemicals; risk of electrical shock; explosives; and risk of radiation.
The noise level in the work environment is usually moderate but can be very loud.

DRUG AND ALCOHOL TESTING
Position is subject to festing as provided under the Town of Berryville Drug and Alcohol Testing
Policy. Position is deemed to be critical to the safety and security of the employees or citizens.

BACKGROUND CHECKS AND PSYCHOLOGICAL TESTING
The nature of this position requires exarmination and review of criminal history, credit histoty,
driving record, physical examination, and psychological screening.

This job description is not intended to be all inclusive and the employee will also perform other
reasonably related duties as assigned by immediate supervisor and other management as
required.

The Town of Berryville reserves the right to revise or change job duties and responsibilities as

the need arises. This job deseription does not constitute a written or implied contract of
employment. _
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101 Chalmers Ct., Suite A, Berryville, Virginia 22611
policeadmin@berryvilleva.gov
(540} 955-3863 (540} 855-0207 (Fax)

W. Neal White — Chief of Police

MEMO

DATE: 07/19/2016

TO: Keith Dalton, Town Manager
FROM: Chief W. Neal White

CC:

RE: Job Description

Keith,

I have reviewed the job description for the Chief of Police, specifically the essential duties and
functions section. All of the items listed in this section I do currently and have since taking this
position perform. In addition to the duties and functions listed, I also offer the following items
that I routinely perform as the Chief of Police.

» Represent the police department in all significant public relations matters. (By policy [
am the sole point of contact for media information releases)

o Coordinate department activities with other town departments and other agencies,
specifically public safety agencies and schools.

¢ Selection, training, assignment, supervision, and discipline of all department personnel.

« Review court decisions and changes in legisiation affecting department operations and
change department policy and procedures to comply with legal requirements.

e Assess crime prevention and traffic safety needs of the community.

e Qversee the proper handling of all property coming into the control of the department.

« Conduct internal investigations on accusations or complaints against officers, reports to
the Town Manager and Police and Security Committee and prescribes disciplinary action
when warranted.

« Represents the law enforcement community on a variety of multi-disciplinary boards and
committees that serve the local community and regional initiatives.

s Review all reports submitted by department members for completeness and accuracy,
and validates said reports to conform to State and Federal requirements. In addition
directs and assigns reports for further investigation.

« Investigate and enforcement a variety of local order maintenance ordinances as directed
by Town Code. {Abandoned vehicles, unlawful accumulations, excessive weeds and
growth, etc.)

e Accept, review, and respond to FOIA queries and the FOIA Officer for the department.

PD Form 027 REV 7/2010




101 Chalmers Ct., Suite A, Berryville, Virginia 22611
policeadmin@berryvilleva.gov
(540) 955-3863 (540) 855-0207 {Fax)

W, Neal White — Chief of Police

This list above incorporates a variety of functions that I routinely perform as the Chief of
Police in addition to those listed in the current job description. This list is not all inclusive as
[ am certain there are additional items that I am omitting because of the broad range of
responsibilities within this position.

PD Form 027 ‘ REV 7/2010
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Town of Berryville Employee Classification
Fiscal 2016

Annual Salary Range

7

MONOW R M

Classification

65,000 to 80,000
58,000 to 73,000
40,000 to 57,000
31,0600 to 56,000
27,000 to 47,000
22,000 1o 37,000
9.40 to'16.40 per hour

Position

Unclassified

-,

Town Manager

Assistant Town Manager/Treasurer
Director of Utilities

Assistant Town Manger/Planner
Director of Public Works

Chief of Police

Trainee or Intraductory Class 7 or higher

Police Sergeant

Police Corporal

Public Works Forman

Utifities Forman

Chief Treatment Plant Operator

Trainee or Introductory Class 6 or higher

Laborer 2

Treatment Plant Operator

Patrol Officer

Trainee or introductory Class 5 or higher

Police Department Administrative Asst.
Town Clerk

Utilities Clerk

Planning Department Administrative Asst,
Trainee or Introductory Class 4 or higher

Receptionist

Front Desk Clerk

Laborerl

Trainee or Introductory Class 3 or higher

Meter Attendant
Crossing Guard
Temporary Laborey
intern




Commitment — Service — Integrity - Exceflence

Salary Scale and Grade Examples

The following docurments are what I have been able to collect from surrounding jurisdictions as
examples of salary scales and grade ciassifications. You will notice that there are several
different versions of scales and classifications among the departments.

The document from Clarke County is an actual compensation study that was conducted by a
consulting group in 2014. The study does include two options as recommendations for
implementation, Option A was most in line with jurisdictions such as Loudoun and Prince
William Counties. Option B was most similar to jurisdictions such as Frederick and Warren
Counties. Ultimately, Clarke County did not entirely implement either option. Clarke County did
implement a classification system, but did not wed themselves to either option.

The mission of the Berryville Police Department is to enhance the quality of life for the citizens of
Berryville through a true partnership with the community; provide quality law enforcement service to all
without prejudice or bias, and increase public safety through visibility and vigilant enforcement of law .
thereby reducing the fear and incidence of crime




abelony 1eak g

aBeiaay Jeaj, ¢ UOHEIIED [ Az

oN _3. bPELE 00°000's¥ VS6L0LE 994674t 05°262'08 oy dd ejaiiieg
ON|E£9'V¥ZL'2S 188l 1z L20'ch 00'180'ZF 00°0£9'8¢ or'Gle'se EN Jd ¥I0ISPOoAA
oM|00'v99'Es ZZ0Z9'9F LZ00V'PY 96'682'2F 00°000°0F 0zZ'ese'se S8\ 0S JeiSatOUuRA
SBA|LE8'E0 Ly9°08 0ZLLG B0V pb g9Z'0% 89z'0v sa) Q1 1SRN
ON|+08'pS ~ $03'9F (AL A B0°DE0'PP 8E°0SH 0P ZLO'8E - 2L9'08 0021998 S34 Od UOJUSLEBA
ON|¥5REL L 66°L26'8Y sLeve'sy L8P LY £2°L8E'6E £2'181'68 s84 08 Awnog UsLieps
oM} 0RO b YN 000'ZY - 000" LF 000 ov Qoo'se 000'9¢ oN (d A0 susydalg
TN Ferag TAN 0IE' 1P 11668 0zg'se 0Zg9'8g EONE Qd Bingseng
Qd aflAEoing
oN|000'6Y 000'LF 000'F¥ 000'2F 000'6¥ - 00082 0A0'8E - 000'8Z S94 Gd e MaN
ad UrRoBippIN
oN|60s'29 000'+8 002'55 000'Z8 000'6% - 000°SF paupaD auH AuO - VIN oN ad Bingaippiy
Qs b:nDO unopnot
ON|[000'e9 00048 000'Sk - 000'SH 000'zb - 000't¥ 000'Le 000'28 sak tid [efoy juoid
oNi00g' L8 00886 - 000°28 009'Z5 - 00%°9F D0g'L¥ - 00E2Y 0o0g'os oog'es sax]  OSfunogouepsid
ON[000'SS LA §z0'1Y 220'tp 69 PR LE BOPPPLE ON 08 Munos eyreln
Saafuady] u_-._mwm.nmwm ommhuurd. Jear O—._ USReIISD ON / h.:cm m_momw u.._m_,s._mn_mn_ :



onl  uowy groy |uowsy gyl | GUINY ST YIN YIN Wi ad ejjiakiiag
O MI0ISPOOAA
OS JaIS2UII
Jeaf 1ad skep X8l € uouylyZi| uowpyQL| uowpyg| uowpuyg| uvowpyegl Uowiyg ad J21ssLoLIp
Qd UOJUBIIeAA
oN towngzL| uowpyopl| uowpyel uowayg| uowiyg| uow/sy g 08 funos UsIBAn
ad Ao susydsis
Jeak 1ad sinoy xajl g¥ uowipy ZL| uowu QL uowiIy @ UOWY Z}| UOW/Y Gf UoWYg (d Bingseng
Qd slinsaNng
dd 1ell MaN
Qd UMOIBIPPIN
oN| Uowpygeel| uwowpypy| uowauggrgl  ucwiygl  UOWAUG| LOWS ad BingaippIn
0g Aunog unopnoT
oNl  uowyiy €90 |Uow/y 9g9'g LOW/IL 99°G1 UOW/IY 679 UOW/IY §'0| OWAY ¢°9 (d 1efox juoid
: 0s Ajuno? Youspald
CN uowyiy oz} Uuowpy gl| uowpy gl f uowiy gy { UOWAY G| QWY 5Ty 08 Qunod asen
aARaT] [enully [BUORIPPY  0Z-0] lenudly. &G jenuuy’ $+L lenuuy 0Z-0L MIS 679 xo_ww -1 218

juawyedeq !




ald AC ation Progie

Tikle Department Range
ACCOUNT ANALYST TREASURER'S OFFICE 2]
ACCOUNT CLERK FREDERICK COUNTY 3
ACCOUNTING SUPERVISOR FINANCE g
ACCOUNTING TECHNICIAN NRADC : 4
ADMINISTRATIVE ASSISTANT FREDERICK COUNTY 6
AIRPORT DIRECTOR WINCHESTER REGIQNAL AIRPORT NC
ANIMAL CARETAKER PUBLIC WORKS/ANIMAL SHELTER 2
ANIMAL SHELTER MANAGER PUBLIC WORKS/ANIMAL SHELTER 8
ASAP CASE MANAGER NRADC/DCS 5
ASSESSOR 1 COMMISSIONER OF THE REVENUE 7
ASSESSOR I COMMISSIONER OF THE REVENUE 3
ASSESSOR [l COMMISSIONER OF THE REVENUE 9
ASSISTANT COUNTY ADMINISTRATOR " JCOUNTY ADMINISTRATION NC
ASSISTANT FINANCE DIRECTOR FINANCE 12
ASSISTANT PLANNING DIRECTOR PLANNING & DEVELOPMENT 12
ASSISTANT PUBLIC WORKS DIRECTOR PUBLIC WORKS/ADMINISTRATION 11
ASSISTANT REGISTRAR REGISTRAR'S OFFICE 4
ASST ANIMAL SHELTER MANAGER PUBLIC WORKS/ANIMAL SHELTER 6
ASST COMMONWEALTH ATTY COMM ATTORNEY'S OFFICE 10
ASST TRANSPORTATION DIR PLANNING & DEVELOPMENT 12
AUDITOR LcOMMISSIONER OF THE REVENUE 8
BASICREC MANAGER PARKS & RECREATION 7
BENEFITS ADMINISTRATOR HUMAN RESOURCES )
BLDG OFFICIAL CODE ADMIN PUBLIC WORKS/INSPECTIONS 10
BOOKING TECHNICIAN - |[NRADC 3
BUSINESS DIVISION/CHIEF ADMIN lcommissIONER OF THE REVENUE 8
BUSINESS MANAGER NRADC 8
CAPTAIN SHERIFF'S OFFICE/NRADC 10
CASHIER TREASURER'S QFFICE 3
CHA NRADC 4
CHIEF CC NRADC/DCS 10
COLLECTOR TREASURER'S OFFICE 8
COMMISSIONER OF THE REVENUE COMMISSIONER OF THE REVENUE NC
COMMONWEALTH'S ATTORNEY COMM ATTORNEY'S OFFICE NC
COMMUNICATION OFFC| PUBLIC SAFETY COMMUNICATIONS 4
COMMUMNICATION OFFCH PUBLIC SAFETY COMMUNICATION 5
COMMUNICATION QFFC I PUBLIC SAFETY COMMUNICATICON &
COMMUNICATIONS SHIFT SUPERVISOR | PUBLIC SAFETY COMMUNICATIONS 7
CONVENIENCE SITE SUPY PUBLIC WORKS/LANDFILL 4
CORRECTIONAL OFFICER | NRADC 5
CORRECTIONAL OFFICER If NRADC 6
CORRECTIONAL OFFICER 11 NRADC 7
CORRECTIONAL SYSTEM.TECH. NRADC 5
CORRECTIONAL SYSTEMS OFFC NRADC 7
COUNTY ADMINISTRATOR COUNTY ADMINISTRATION NG
COUNTY ATTORNEY COUNTY ATTORNEY'S OFFICE NC
COURT SERVICES DIRECTOR |NRADC/DCS 10
CRIME ANALYST SHERIFF'S OFFICE 6
CSA COORDINATOR COMPREHENSIVE SERVICES 8
CUSTODIAN MAINTENANCE 1
CUSTOMER SERVICE REP WINCHESTER REGIONAL AIRPORT 2




Title

Department Range

DATA COLLECTOR COMMISSIONER OF THE REVENUE 4
DEPUTY CHIEF FIRE & RESCUE 10
DEPUTY CLERK/OPERATIONS CLERK'S OFFICE &
DEPUTY COMMONWEALTH ATTORNEY [COMM ATTORNEY'S OFFICE 12
DEPUTY COUNTY ADMINISTRATOR COUNTY ADMINISTRATION 12
DEPETY i A SHERIFF'S{OFFICE iS5,
DEPUTY Il - SHERIFF'S OFFICE

DEPWTYMRk e ey T | SHERIFESHOFEICE 2usp ore - e A
DEPUTY TREASURER TREASURER'S OFFICE 12
DEPUTY TREASURER OPS TREASURER'S OFFICE 12
DESIGN REVIEW SPECIALIST PUBLIC WORKS/INSPECTIONS G
EDA DIRECTOR EDA MC

EMS BILLING MANAGER FRE & RESCUE 4
ENVIRONMENTAL INSPECTOR PUBRLIC WORKS/ADMINISTRATION 5
ENVIRONMENTAL MANAGER PUBLIC WORKS/LANDFILL g
ENVIRONMENTAL SAFETY TECH PUBLIC WORKS/LANDFILL 6
EVIDENCE CLERK SHERIFF'S OFFICE 4
EXISTING BUSINESS COORD EDA 9
EXTENSION TECHMICIAN VIRGINIA COOP EXTENSION 5
E&R CAPTAIN FIRE & RESCUE 9
F&R LIEUTENANT FIRE & RESCUE 2
&R SPECIALIST FIRE & RESCUE 7
F&R TECHNICIAN - FIRE & RESCUE &
FINANCE DIRECTOR FINANCE NC
FINANCE SPECIALIST FINANCE 6
FIRE CHIEF FIRE & RESCUE NC
EIREFIGHTER/EMT FIRE & RESCUE 5
ELIGHT LINE TECH WINCHESTER REGIONAL AIRPORT 4
FOOD SERVICES MANAGER NRADC 8
FOOD SERVICES SUPERVISOR NRADC 2
GAS PLANT QPERATOR PUBLIC WORKS/LANDFILL 7
GIS ANALYST COMMISSIONER OF THE REVENUE 9
GIS ANALYST/PROGRAMMER INFORMATION TECHNOLOGY 9
GIS MANAGER INFORMATION TECHNOLOGY 10
GI1S TECHMICIAN INFORMATION TECHNOLOGY /PLAN NiNG &
HEAD CUSTODIAN MAINTENANCE 2
HEAVY EQUIPMENT MECHANIC PUBLIC WORKS/LANDFILL 8
HR DIRECTOR HUMAN RESOURCES NE

HR GENERALIST HUMAN RESOURCES 6
HR SPECIALIST . HUMAN RESOURCES 4
[NMATE PROGRAM SPECIALLS NRADC 5
INMATE PROGRAMS COORD NRADC &
INSPECTOR PUBLIC WORKS/INSPECTIONS 7
INTENSIVE SUPERVISION OFFICER JUVENILE PROBATION OFFICE 4
INVESTIGATOR SHERIFE'S OFFICE 3
IT DIRECTOR INEFORMATION TECHNOLOGY NC
JUVENILE PROBATION OFFC JUVENILE PROBATION OFFICE 4
LABORER PUBLIC WORKS/LANDFILL 1
LANDFILL MANAGER PUBLIC WORKS/LANDFILL 10
LANDFILL OPERATIONS SUPERVISOR PUBLIC WORKS/LANDFILL 7
LANDFILL SPOTTER PLBLIC WORKS/LANDFILL 3
LANDFILL TECHNICIAN PLBLIC WORKS/LANDEILL 4
LEGAL SECRETARY COMM ATTY/CNTY ATTORNEY'S OFFICE 4
LIDS TECH/RECORDS SUPV NRADC 2
LIEUTENANT NRADC/SHERIEE'S DEPT 9




Title Department Range
LPN NRADC 5
MAINTENANCE SPECIALIST PARKS & REC/MAINTENANCE 6
MAINTENANCE SUPERVISOR MAINTENANCE/NRADC 3
MAINTENANCE TECHNICIAN AIRPORT/NRADC 4
WIAJOR/CHIEF DEPUTY SHERIFF'S OFFICE 11
MARKETING COORDINATOR PARKS & RECREATION I
MARKETING MANAGER EDA ]
MENTAL HEALTH CONSULTANT NRADC 7
MENTAL HEALTH DIRECTOR NRADC 9
M!S DIRECTOR INFORMATION TECHNOLOGY NC

MilS PROGRAMMER MIS DEPARTMENT 11
MORTGAGE SPECIALIST TREASURER'S OFFICE 7
MOTOR EQUIP OPERATOR PUBLIC WORKS/SHAWNEELAND 4
NETWORK OPERATIONS SUPV INFORMATION TECHNOLOGY 10
NETWORK SUPPORT TECHNICIAN INFORMATION TECHNOLOGY 7
NURSING DIRECTOR NRADC g
CPERATIONS MANAGER PARKS & RECREATION 8
OPERATIONS SUPERVISOR AIRPORT/ COMMUNICATIONS 9
P&R DIRECTOR PARKS & RECREATION NC

PARK & STEWARDSHIP PLANNER PARKS & RECREATION 3
PARK CARETAKER PARKS & RECREATION 2
PARK MANAGER PARKS & RECREATION 2
PARK TECHNICIAN PARKS & RECREATION 3
PARKS SUPERINTENDENT PARKS & RECREATION 9
PAYROLL MANAGER FINANCE 10
PC TECHNICIAN INEORMATION TECHNOLOGY 4
PERMIT MANAGER PUBLIC WORKS/INSPECTICNS 7
PERMIT TECHNICIAN PUBLIC WORKS/INSPECTIONS 4
PERSONAL PROPERTY SUPY COMMISSIONER OF THE REVENUE g
PLANNING DIRECTOR PLANNING & DEVELOPMENT NC
PROBATE CLERK CLERK'S OFFICE 9
PROBATION OFFICER NRADC/DCS 5
PROGRAM COORDINATOR INFORMATION TECHNOLOGY 10
PROGRAM SUPERVISOR PARKS & RECREATION 7
PROJECT MANAGER PUBLIC WORKS/ADMINISTRATION 3
PROPERTY CLERK NRADC 3
PTS CASE MANAGER NRADC/DCS 5
PTS/PROBATION OFFICER NRADC/DCS 5
PUBLIC INFORMATION OEFICER COUNTY ADMINISTRATION 9
PUBLIC SAFETY DIRECTOR PUBLIC SAFETY COMMUNICATION NC
PUBLIC WORKS DIRECTOR PUBLIC WORKS/ADMINISTRATION NC

REAL EST ASSESS CHIEF ADMIN COMMISSIONER OF THE REVENUE 11
RECORDS CLERK FREDERICK COUNTY 3
RECREATION SUPERINTENDENT PARKS & RECREATION 9
RECREATION TECHNICIAN PARKS & RECREATION 3
REGISTRAR REGISTRAR'S OFFICE NC
REGISTRATION SPECIALIST PARKS & RECREATION 4
RESOURCE MGMT SPECIALIST FIRE & RESCUE 5
REVENLUE ANALYST TREASURER'S OFFICE 7
RISK MJGR BUDGET ANALYST FINANCE 8
SANITARY DISTRICT MANAGER PUBLIC WORKS/SHAWNEELAND 8
SCALE OPER/CONVEN SITE ASST PUBLIC WORKS/LANDFILL 3
SCALE OPERATOR PUBLIC WORKS/LANDFILL 5
SCANMING TECHNICIAN CLERK'S OFFICE 4
SECRETARY EREDERICK COUNTY 3




Titla Depariment Range
SERGEANT SHERIFF'S OFFICE/NRADC 8
SHERIFF SHERIFF'S OFFICE NC
SOLID WASTE COORDINATOR PUBLIC WORKS/LANDFILL 7
SOLID WASTE MANAGER jPUBLIC WORKS/LANDFILL 8
SR ACCOUNT ANALYST TREASURER'S OFFICE 7
SR ACCOUNT CLERK FREDERICK COUNTY 4
SR ANIMAL CARETAKER PUBLIC WORKS/ANIMAL SHELTER 4
SR ASAP CASE MANAGER NRADC/DCS 7
SR COLLECTOR TREASIJRER'S OFFICE 10
SR DESIGN REVIEW SPECIALIST PUBLIC WORKS/INSPECTIONS 8
SR INSPECTOR PUBLIC WORKS/INSPECTIONS g
SR LANDEILL TECHNICIAN BUBLIC WORKS/LANDFILL 5
SR LEGAL SECRETARY COMM ATTY/CNTY ATTORNEY'S OFFICE 3
SR MOTOR EQUIP OPERATOR PUBLIC WORKS/SHAWNEELAND 5
SR PERMIT TECHNICIAN PUBLIC WORKS/INSPECTIONS 5
SR PLAMNER PLANNING & DEVELOPMENT 10
SR PROBATION CASE OFFC NRADG/DCS 4
SR PROGRAM COORDINATOR INFORMATION TECHNGOLOGY 11
SR RECORDS CLERK FREDERICK COUNTY 5
SR SECRETARY FREDERICK COUNTY ) 4
SUPERINTENDENT NRADC NC
SYSTEMS ANALYST INFORMATION TECHNOLOGY 8
TREASURER TREASURER'S OFFICE NC
VOLUNTEER COORDINATOR FiRE & RESCUE 5
VW PROGRAM COORDINATOR VICTIM/WITNESS PROGRAM 5
ZONING ADMINISTRATOR PLANNING & DEVELOPMENT 8
ZONING INSPECTOR PLANNING & DEVELOPMENT 5




009'Ge$ 002'Z¢$ 006'82$ 009'5zZ$ 002'223%
00V L¥$ 005'2¢$ 009'ces 00.'62% 008'62%
00L'2¥$ 00.'2¥$ 00£'8c$ 006'€E$ 005'62%
00.'L5$ 008'9t$ 000°2¥$ 00Z'/€$ 00€'2€$
008°0G$ 00£'cS$ 008'/¥$ 00¢'2i$ 008'9¢$
009'¥9% 009'85% 0056°26% 00v'or$ oor'ovs
00¥'2l$ 009'69% 008'85$ 000'25$ 002'GY$
00L'08$ 009°2.$ 001 'G9% 009'/5$ 001'05%
001°16$ 005°Z28% 000'V/$ 005'69% 006°95$
00¥'s0L$ 006'G6$ 009'58$ 00.'6/$ 008'69%$
008'zZL$ 00g'LLLS 008'66% 00£'88$ 008'9/%$
000°2¢1$ 00L'vZL$ 00e'L11$ 005'86% 009'68%
008'eG1l$ 00F'6EL% 000'6Z1% 00901 1% 002'98$




101 Chalmers Ct., Suite A, Berryville, Virginia 22611

policeadmin@berryvilleva.gov

(540) 955-3863 (540} 955-0207 {Fax)
W. Neal White — Chief of Police

Compensation Questionnaire

Department Name: Front Royat Police Department

1. Does your department have a scale / classification table regarding compensation for
sworn law enforcement employees? Yes D No

{If the answer is yes, would you please attach a copy to this document)

2. Starting salary for entry level officer
a. With Virginia LEQ Certification __ 41K
b. Without Virginia LEO Certification 387K

3. Average salary after three (3) years _4142K

4. Average salary at five (5) years _45-48K

5. Average salary at ten (10) years __ 54K

6. Average Sergeant or first line supetvisor salary _ 63K

7. Does your department provide financial incentives for specialized skills or attainment of
certifications? Yes No

(If yes, please provide any policies that outline how compensation is attained and
distributed)

8. Any additional comments pertaining to salaries and compensation

PD FORM 000 Page1oft REV 10/2014




MPOC Pay Scale and Requirements

All officers with no experience are hired as Police Officer L. pay scale: $36,000.00

Relow you will find the specific requirements for the officer to move from Police Officer | to Police
Officer Il. If the officers fail to meet any of the requirements they will not move forward in the program.

Police Officer ll pay scale. ($37500.00 to $41000.00)

» 2 years of certified Virginia Law Enforcement Service

= Successful completion of Basic Academy

« Successful completion of Field Training

» Good evaluations and in good standing {no written reprimands in fast 6 months)

» Upon campletion of the above requirements the officer will “apply” through a request to their
supervisor for elevation to Police Officer Il status. The burden of proof will be will on the officer to
provide documentation of eligibility.

* The department will be held to a 30 day turnaround from application to acceptance.

Below you will find the specific requirements for the officer to move from Police Officer Il to Police
Officer 111, If the officer fails to meet any of the requirements they will not move forward in the program.

Police Officer Il pay scale will be. {$41500.00 to $49000.00)

« 5 years active certified Virginia Law Enforcement Service

+ General Instructor

» 1 specialized job specific training

« 3 Community involvement events (NW, NNO, Citizens Academy, public talks, etc. )
« 16 hours in-service training (general) per year

« Good evaluations (previous 2) and in good standing {no disciplinary actions above a verbal warning
within last 6 months)




» Upon completion of the above requirements the officer will “apply” through a request to their
supervisor for elevation to Police Officer Il status. The burden of proof will be will on the officer to
provide documentation of eligibility.

« The department will be held to a 30 day turnaround from application to acceptance.

Below you will find the specific requirements for the officer move to from Police Officer lli to Master
Police Officer. if the officers fail to meet any of the requirements they will not move forward in the
program.

Pay scale: $50000.00 to $64000.00

« § years active certified Virginia Law Enforcement Service
» Field Training Officer

» 1 joh specific specialization course

» 1 specialized leadership specific course

* 3 Community involvement events

» 1 In-House, department wide training

« 16 in-service training {general} per year

» Upon completion, the officer will “apply” through a request to their supervisor for elevation to Master
Palice Officer. The burden of proof will be on the officer to provide documentation of eligibility.

» The department will be held to a 30 day turnaround from application to acceptance.

The Master Police Officer status will be reviewed every two years: to maintain the status of Master
Police Officer the office must maintain their General Instructor certification, Field Training certification,
16 hours of general in-service training per year, participate or organize 3 community involvements, and
instruct an in-house approved training every two years. If these requirements are not met the officer
wili be demoted to Police Officer Il with a maove in pay to the top of the PO Ili pay scale. {$49000.00)




TOWN OF FRONT ROYAL

POLICE DEPARTMENT NORMAN A. SHIFLETT
24 WEST MAIN STREET Chief of Police
FRONT ROYAL, VIRGINIA 22630-1560 (540) 6352111

(540) 635-6160 (Fax)

Master Police Officer Application

Please indicate which position this application is applicable to. Attach this application with all
required documentation for the position applied for.

P02 | |
P03 | |
mPO | |

)

et
Cie

Requirements

Police Officer I1: pay scale. ($37500.00 to $41000.00)

» 2 years of Certified Virginia Law Enforcement Service

« Successful completion of Basic Academy

« Successful completion of Field Traiming

« Good evaluations and in good standing (no written reprimands in last 6 months)

« Upon completion of the above requirements the officer will “apply” through a request to their
supervisor for clevation to Police Officer II status. The burden of proof will be will on the officer
to provide documentation of eligibility.

» The department will be held to a 30 day turnaround from application to acceptance

Police Officer III; pay scale will be. ($41500.00 to $49000.00)

* 5 years of Certified Virginia Law Enforcement Service

* General Instructor

» 1 specialized job specific training

+ 3 Community involvement events (NW, NNO, Citizens Acadcmy, pubhc talks, etc. )

BLENDING THE BEST OF THE FUTURE WITH THE BEST OF THE PAST




* 16 hours in-service training (general) per year

* Good evaluations (previous 2) and in good standing (no disciplinary actions above a verbal
warning within last 6 months)

* Upon completion of the above requirements the officer will “apply” through a request to their
supervisor for elevation to Police Officer Il status. The burden of proof will be will on the
officer to provide documentation of eligibility.

* The department will be held to a 30 day turnaround from application to acceptance.

Master Police Officer; Pay scale: $50000.00 to $64000.00

* 8 years of active Certified Virginia Law Enforcement Service

* Field Training Officer

* 1 job specific specialization course

* I' specialized leadership specific course

* 3 Community involvement events

* 1 In-House, department wide training program

* 16 in-service training (general) per year

* Upon completion, the officer will “apply” through a request to their supervisor for elevation to
Master Police Officer. The burden of proof will be on the officer to provide documentation of
eligibility.

* The department will be held to a 30 day turnaround from application to acceptance.

The Master Police Officer status will be reviewed gvery two years: to maintain the status of
Master Police Officer the office must maintain their General Instructor certification, Field
Training certification, 16 howrs of general in-service training per year, participate or organize 3
community involvements, and instruct an in-house approved training every two years. If these
requirements are not met the officer will be demoted to Police Officer III with a move in pay to
the top of the PO I1I pay scale. ($49000.00)




101 Chalmers Ct., Suite A, Berryville, Virginia 22611
policeadmin@®berryvilleve.coy
(540} 955-3863 {540} 955-0207 (Fax)

W. Neal White — Chief of Police

Compensation Questionnaire

Department Name: Middleburg Police Department

1

Does your department have a scale / classification table regarding compensation for
sworn faw enforcement employees? D Yes No

(If the answer is yes, would you please attach a copy to this document) -

Starting salary for entry level officer
a. With Virginia LEO Certification #6%-49kbuedon 1507 more yr exp.
b. Without Virginia LEQ Certification NAweonlys catiiod oficars

Average salary after three (3) years approx 92,000.00

Average salary at five (5) years approx 55,200.00

Average salary at ten (10) years .0000 e b v 1oy snseyoes)

Average Sergeant or first line supervisor salary 67.500.00

Does your departmeﬁrovide financial incentives for specialized skills or attainment of

certifications? Yes No

(I yes, please provide any policies that outline how compensation is attained and
distributed)

Any additional comments pertaining to salaries and compensation

we have a schedule but it isn't officially being used. 1 developed it after being requested

PD FORM 000 Page 10f1 REV 10/2014




7V 10 TD = 22usliadxa SJ1eah 4G ‘g = 2ouleladxa suedh y-¢ TV = 2ousLladx? siead 7-T 1L 18210 20104

- JouUno] umo) AQ paulLELlag Ale|es oseq

%E

1 192130 #9104 000°6% | €LS'LY L8T'9Y 1
T 1900 0ljod] ££079 | #9209 | 604°8S | #0808 0s1°SS | vpS'Es | ¥86'TS | 04¥'0% 000'6¥ T
jz10dion| G710 | 2769 | v T9 | S¥e'6S | L06'LS | 1ZTOS | €8S'yS | WE6'CS 0st'is €
weusinan| 8ze'S. | PET'SL | ¥00'TL | 96689 | 82699 | 64679 | 980'€9 | 6vT'18 59169 ¥
3040d J0 41D 979°T0T | STL'86 | 658'S6 | 8v0'E6 | 8E£06 | £0.°48 | zsr'ss | 7L9'C8 ¥92'08 g
[ H [5) 4 El a 3 g ¥
apeln

$TOZ ‘0F 2unf YSnoayl ¥TOT ‘T AN 9AII2Y3 - 9pauas Aiejes
INJNLEYAAA 2D110d DYNFI 1A



101 Chalmers Ct., Suite A, Berryville, Virginia 22611
policeadmin@berryvilleva.gov
(540} 955-3863 ({540) 955-0207 {Fax)

W. Neal White — Chief of Police

Compensation Questionnaire

Department Name: New Market Police Depariment

1

Does your department have a scale / classification table regarding compensation for
sworn law enforcement employees? Yes Ij No

(I the answer is yes, would you please attach a copy to this document)
Starting salary for entry level officer

a. With Virginia LEO Certification $18,000.00-$38,000.60
b. Without Virginia LEO Certification $28,000.00-845,000.00

Average salary after three (3) years $42.000.00

Average salary at five {5) years $44.000.00

Average salary at ten (10) years $47,000.00

Average Sergeant or first line supervisor salary $49.000.00

Does your department provide financial incentives for specialized skills or attainment of
certifications? lees . No

(f ves, please pravide any policies that outline how compensation is attained and
distributed)

Any additional comments pertaining to salaries and compensation

Officer are under Virginia LEO benefit. We do not have high multiplier.

PD FORM 000 Pagelof L REV 10/2014




CHAPTER 5

CLASSIFICATION AND PAY

- 51 COMPENSATION PLAN

The compensation plan for employees of the Town shall consist of a classification system
for all classified jobs and a pay grade that sets a salary range for each classified position,

The rates of pay for each employee within a pay grade shall be set by the Town Manager
(or Town Couneil) The normal entrance rate of pay for new employees shall be at the
Jower end of the pay grade for the position, depending on qualifications. The
compensation plan may be amended by motion of the Town Council or by the Town
Manager, within the budget limits set by the conncil. During the probationary period, all
full-time employees shall be informed of their base salaty and the corresponding pay
grade to which they ate cutrently assigned.

Pay Scale and Corresponding Classifications

I $18,000-$38,000
2 $28,000-$48,000
3 $38,000-568,000

Pay Grade 1:

Public Works: Entry-level position with a minimum education requiremnent of a High
School Diploma or GED. Performs routine suppoit activities in a stuctured work
environment, Applies knowledge of general public works operations and basic skills in
the operation of mechanical, electrical, pneumatic and hydraulic equipment as required.
Ability to interpret and follow directions. Follows industry or plant specific guidelines,
particulatly as they relate to safety practices. Ability to perform manual labor intensive
activities with little supervision.

Police Depattment: Eniry-level position with a minimum education requirement of a
High School Diploma or GED. Meets all minimum qualification requirements set forth
by the Virginia Department of Criminal Justice Services in VA Code §15.2-1705. Has
the gbility to complete the basic training requirements as set forth by VA Code § 15.2-
1706, within one year of hire date. Ability to effectively use oral and written
commumcation in person and thtough varfous required reports. Ability to work
effectively with co-workers and the public. Ability to leam and apply modetm police
procedures, techniques and principles of investigation in addition to coping with orisis
and non-crisis situations firmly, courteously and tactfully.

Administrative: Entry-level position with a minimum education requirement of a High
School Diploma or GED. Applies knowledge of office/program support activities.
Typically serves as first point-of-contact for citizens. Maintaing a vatiety of records,
such as inventories of supplies and materials, meeting minwles; prepares forms and

dlkATENew Market T14-0007/Bmployee Policy/Chapter 5 (revised 20 14) mam TV dlk;4684-0;10/20/2014




reports. May bo required to establish and maintain filing systéms. Applies knowledge of
basic math and bookkeeping, telephone procedures, and standard business
communication, Ability to effectively commumicate with co-workers and the public both
orally and in writing. . .

»

Pay Grade2:

Public Works: Skilled level position with a minirum education requiremént of a Ligh
School Diploma or GED, Acts as a specialist in assigned program areas, performing
complex technical duties. Performs or leads a wide variefy of moderate to ‘complex
uiility and public works programs and operational support duties. Has specialized gkills
in job field and may serve as a subject matter expert.’ Ability fo intexpret and follow
direction as well as provide direction. May supervise limited staff under the direction of
a department head or other senior management membet, Ability to effectively
communicate with co-workers and the public both orally and in wiiting, -

1

Police Department: Skilled lovel position with a minimam education requirement of a
High School Diploma or GED and Virginia Department of Criminal Tustice Police
Certification. ‘Ability to perform a wide varicty of duties with little or no supervision.
Demonstrated ability to work independently and use good judgment and discretion. Must
demonstrate the ability to apply modern police procedures and department policy in
activities dircotly related to the carrying out and support of departtment objectives. May
supervise limited staff vnder the direction of a department head or other semior
managersent member, Ability to effectively commumicate with co-workers and the
public both orally and in writing.

Administrative:  Skilled level position. with a minimum. education requirement of an
Associate’s degree or compatable work experfence, Serves as a redource person on
administtative policies and procedures related to fiscal management, human resources,
planning, prociwement, and accounting practices. Applies knowledge of programs,
opetations, and administrative policies and procedures. May serve as a specialist
responsible for gathering facts, analyzing findings, reaching logical conclusions,
recommending solutions, and coordinating confidential or highly semsitive materials,
May supervise limited staff under the divection of a department head or other senior
management member, Ability to effectively communicate with co-workers and the
public both orally and in writing,

Pay Grade 3;

Public Works: Management level position with a minimum edocation requirement of a
Bachelor’s degree or comparable worl experience. Independently responsible for the
safe and effioient management and operation of the most complex utility and public
works systems. Extensive knowledge of utility and public works systems. Follows all
industry specific guidelines, particularly as they relate to safety and envirommental
practices and -regulations.  Responsible for preparing budgets and monitoting
expenditures. Ability to cormmumicate effectively in writing, such as staff reports, and
orally for presentations, Supervises and evaluates employees.
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Police Department: Meanagement level position with 2 minimum education requitement
of a Bachelor’s degree or comparable criminal justice and administrative training.
Working knowledge of federal, state, and local requirements for record management as it
relates to the Criminal Justice System. Ability to plan, coordinate, and carry out a wide
vatiety of public safety and administrative functions. Stay current with the changes in
laws and {raining requitements to ensure that department personne] are propetly trained.
Prepates budgets and monitots expenditures. Ability to communicate effectively in
writing and orally with subordinates and administration to formulate and casry out
policies, regulations, and other activities related to public safety. Supervises and
evaluates employees.

Administrative: Management level position with a minimum education requirement of a
Bachelor’s degres or comparable work experience. Provides leadership, direction, and
performance management in operational areas. Applies knowledge of programs,
operations, and administrative policies and procedures. Responsible for preparing
budgets and monitoring expenditures. Ability to communicate effectively in writing,
such as staff reports and policy documents, and orally for presentations. Supervises and
evaluates employees.

52  PAYROLL

Payroll is prepared by the Town Treasurer or hisfher designee and is distributed overy
two weeks on Priday. Fuiltime employees are paid through the Friday that payroll is
distributed. Seasonal and part-time employees are paid through the Mounday before
payroll is prepared. Time sheets, which ruust be approved by the approptiate supervisot,
are due the Tuesday before the payroll distribution date.

53 EXEMPT/NON-EXEMPT OVERTIME COMPENSATION

Those employees classified as non-exempt are compensated according to the guidelines
described i the following paragraphs. Due to the pature of their duties, the Town
Manager and the Police Chief are considered exempt and therefore not entitled to -
overtime compensation or pay.

Overtitne compensation begins affer completing the normal 40-hour work week or 171
hour work period for police. Overtime compensation is paid in the form. of time and onse
half of the employee’s regular rate of pay. At their discretion, the Town Manager,
department head, and/ox supetvisor may reschedule an employee’s work week to avoid
the acocumulation of overtime.

All overtime work must be approved by the Town Manager prior to its accumulation,
unless it is emergency related. All emergency overtime work must be documented on. an
overtime approval form and submitied to the Town Manager for approval prior to

‘preparation of payroll. Bmergency overtime compensation shall be calculaied as follows:

15 minutes-2 hours - 3 hours (automatic)
2 hours or more - Time and ane half
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101 Chalmers Ct., Suite A, Berryville, Virginia 22611
policeadmin@berryvilieva.goy
(540} 955-3863 (540) 855-0207 (Fax)
W. Neal White — Chief of Police

Compensation Questionnaire

Department Name: Warren County Sheriff's Office

1

Does your department have a scale / dlassification table regarding compensation for
sworn law enforcement employees? Yes D No

{If the answer is yes, would you please attach a copy to this document)
Starting salary for entry level officer

a. With Virginia LEO Certification $39,181.23
b. Without Virginia LEQO Certification $39,181.23

Average salary after three (3) years $41,164.78"

Average salary at five (5) years $43,248.76"

Average salary at ten (10) years $48,981.99"

Average Sergeant or first line supervisor salary $47.738.54

Does your depaﬂmeﬁrovide financial incentives for specialized skills or attainment of

certifications? Yes No

(f yes, please provide any policies that outline how compensation is attained and
distributed)

Any additional comments pertaining to salaries and compensation

* |f a step increase is given yearly. Each step increase is 2.5%

PD FORM €00 Page 1of1 REV 10/2014
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WARREN COUNTY, VIRGINIA - SCHEMATIC LIST OF CLASSES

JANUARY, 2013
Position Grade
Office Associate 3
Senior Office Associate 7
Administrative Assistant 8
Legal Secretary 8
Office Manager 10
Paralegal 10
Executive Office Associate/Deputy Clerk to Board 12
Administrative Services Manager 12
Project Manager 15
Grants/Special Projects Coordinator 15
Human Resources Manager 18
Deputy County Administrator 27
Assistant Registrar 7
General Registrar u
Deputy Clerk | 5
Deputy Clerk i 7
Deputy Cerk Il 10
Assistant County Attorney 21
County Attorney U
Assistant Commonweatith's Attorney 21
Commonwealth's Attorney U
Juvenile Probation Office (Intensive Sup. Officer) 14
Accounting Technician 6
Payroll/Personnel Technician 10
Accountant 12
CSA Coordinator 13
Deputy Finance Director 21
Director of Finance 26
Deputy Treasurer | 5
Deputy Treasurer || 7
Deputy Treasurer il 10




WARREN COUNTY, VIRGINIA - SCHEMATIC LIST OF CLASSES

JANUARY, 2013
Chief Deputy Treasurer 15
Deputy Commissioner of the Revenue | 5
Deputy Commissioner of the Revenue || 7
Deputy Commissioner of the Revenue Il 10
Chief Deputy Commissioner of the Revenue 15
Permit Technician 7
Permit Center Supervisor 11
Building Inspector 12
Building Plans Reviewer 14
Deputy Building Official 19
Building Official 24
Geographic Information System Coordinator 16
Zoning Administrator 17
Planner 14
Planner I 16
Deputy Planning Director nfa
Planning Director 25
Extension Téchnician i3
4H Youth Development Educator 15
Gypsy Moth Coordinator 10
Refuse Site Attendant 2
Convenience Center Attendant 2
Scale Operator 5
Solid Waste Equipment Operator 9
Transfer Station Assistant Supervisor 10
Transfer Station Supervisor 12
Solid Waste Manager 18
Sanitary District Foreman 12
Sanitary Distric Manager 18
Custodian 2
Custodial Supervisor 8
Maintenance Worker 1
Equipment Operator 7
Maintenance Technician 9

Construction Project Coordinator 11
Assistant Crew Supervisor 11




WARREN COUNTY, VIRGINIA - SCHEMATIC LIST OF CLASSES

JANUARY, 2013

Crew Supervisor 13
Facility Supervisor 3
Recreation Assistant 3
Recreation & Aquatics Supervisor 8
Recreation Coordinator 11
Assistant Director of Parks and Recreation 18
Director of Parks and Recreation 24
Clubhouse Attendant 3
Clubhouse Manager 6
Golf Course Superintendent 10
Firefighter / EMT 12
Firefighter / Paramedic 14
Cost Recovery Manager 15
Fire and Rescue - Lieutenant 17
Fire and Rescue - Captain 20
Fire Chief 25
Communications Officer : 7
Communications Supervisor 13
LIDS Technician 9
Deputy Sheriff - Corrections 11
Deputy Sheriff - Corrections Sergeant 14
Medical Assistant 11
Registered Nurse 14
Fo