Middletown

AGENDA FOR THE TOWN WORKSHOP

December 2, 2021
7:00PM p.m.
PLEDGE TO THE FLAG
CALL TO ORDER
PUBLIC HEARING

» Ordinance 21-10-01 — Formula Restaurants '

AN ORDINANCE TO AMEND TITLE 17 TO RESTRICT THE OPERATION OF FORMULA
RESTAURANT ESTABLISHMENTS IN ORDER TO MAINTAIN THE TOWN OF
MIDDLETOWN’S UNIQUE HISTORICAL CHARACTER.

PERSONAL REQUESTS FOR AGENDA

STAFF REPORTS:
Staff Planner

Engineer’s Report

Main Street Manager

Zoning Administrator

CONSENT AGENDA

¢ Town Meeting Minutes
O November 22, 2021 — Town Meeting !

UNFINISHED BUSINESS:
* Petition from Middletown Glen for Parking on Ingalls Drive ¢
¢ Planning Commission Appointments 5
* Comprehensive Plan - Growth Area Map with Potential EDU’s

. Identifies the Number of Times the Item has been on a Town Workshop and/or Town Meeting Agenda



NEW BUSINESS:
¢ Discussion of ARPA Funding for Businesses in Town !
¢ Review of Amendments to Personnel Policy !
e 2022 Joint Meeting Schedule !

ANNOUNCEMENTS:

ADJOURNMENT

Lifesize Meeting Invite Information

Join the meeting: https://calllifesizecloud.com/11085268
Passcode: 21769

Click to call from Mobile (audio only)
United States: +1 (312) 584-2401,, 11085268%,,21769#

Call in by Phone (audio only)

United States: +1 (312) 584-2401
Meeting extension: 11085268#
Passcode: 21769%#

# Identifies the Number of Times the Item has been on a Town Workshop and/or Town Meeting Agenda



ORDINANCE NO. 21-10-01

AN ORDINANCE TO AMEND TITLE 17 TO RESTRICT THE OPERATION OF FORMULA
RESTAURANT ESTABLISHMENTS IN ORDER TO MAINTAIN THE TOWN OF
MIDDLETOWN’S UNIQUE HISTORICAL CHARACTER.

SECTION 1. BE IT ORDAINED AND ENACTED by the Burgess and Commissioners of
Middletown that Title 17, Chapter 32 of the Middletown Municipal Code be, and hereby is amended to
add section 17.32.226 regarding the restriction of Formula Restaurant Establishments. New language is
designated by being in BOLD CAPITAL LETTERS.

Title 17 - ZONING
CHAPTER 17.32.226 - FORMULA RESTAURANTS RESTRICTED

A, “FORMULA RESTAURANT” SHALL MEAN AN EATING ESTABLISHMENT DEVOTED
TO THE PREPARATION AND OFFERING OF FOOD AND BEVERAGES FOR SALE TO
THE PUBLIC FOR CONSUMPTION EITHER ON OR OFF THE PREMISES WHICH, BY
CONTRACTUAL OR OTHER ARRANGEMENT, ESTABLISHED OR RECOGNIZED
BUSINESS PRACTICE, OR MEMBERSHIP AFFILIATION, MAINTAINS ANY OF THE
FOLLOWING:

1. BUSINESS NAME COMMON TO A SIMILAR BUSINESS LOCATED
ELSEWHERE;

2. STANDARDIZED MENUS, INGREDIENTS, FOOD PREPARATION, UNIFORMS,
OR OTHER STANDARDIZED FEATURES COMMON TO A RESTAURANT
LOCATED ELSEWHERE;

3. INTERIOR DECOR COMMON TO A SIMILAR BUSINESS LOCATED
ELSEWHERE;

4. ARCHITECTURE OR EXTERIOR SIGNS COMMON TO A SIMILAR BUSINESS
LOCATED ELSEWHERE;

5. USE OF A TRADEMARK OR LOGO COMMON TO A SIMILAR BUSINESS
LOCATED ELSEWHERE (BUT NOT INCLUDING LOGOS OR TRADEMARKS
USED BY CHAMBERS OF COMMERCE, BETTER BUSINESS BUREAUS, OR
INDICATING A RATING ORGANIZATION INCLUDING, BUT NOT LIMITED TO,
AAA, MOBIL OR MICHELIN); OR

6. A NAME, APPEARANCE, OR FOOD PRESENTATION FORMAT WHICH
CAUSES IT TO BE SUBSTANTIALLY IDENTICAL TO ANOTHER RESTAURANT
WITHIN OR OUTSIDE MIDDLETOWN,



B. THE FOLLOWING RESTAURANTS SHALL BE EXEMPT FROM THE PROVISIONS OF
THIS SECTION:

1. BUSINESSES OF [IDENTICAL NAME, APPEARANCE, OR FOOD
PRESENTATION FORMAT WITH FEWER THAN 10 LOCATIONS IN THE MID-
ATLANTIC REGION THAT ARE LOCALLY OWNED AND OPERATED BUT ARE
NOT FRANCHISED.

2. FORMULA RESTAURANTS WITHOUT DRIVE-THROUGH SERVICE, THAT
ARE PART OF A “FOOD COURT”, OR PART OF A PHYSICALLY CONNECTED
GROUP OF OTHER RESTAURANTS OR BUSINESSES, SHARING THE SAME
BUILDING STRUCTURE.

3. FORMULA RESTAURANT GAS STATIONS ARE ALSO LIMITED TO A
MAXIMUM OF 0.60 TENTHS OF AN ACRE (26,136 SQUARE FEET) IN TOTAL
LOCATION SITE SQUARE FOOTAGE.

SECTION VL. BE IT FURTHER ENACTED AND ORDAINED that this Ordinance shall take
effect twenty (20) calendar days following its approval by the Burgess and Commissioners.

INTRODUCED ON THE DAY OF ,2021
PASSED ON THE DAY OF , 2021
EFFECTIVE DATE: , 2021
ATTEST: BURGESS AND COMMISSIONERS
OF MIDDLETOWN
BY:

Andrew J. Bowen, Town Administrator John D. Miller, Burgess



Town of Middletown Planning Department

To:  Burgess & Commissioners and Middletown Planning Commission
From: Cindy Unangst, Staff Planner

Date: 11/29/2021

RE:  Monthly Planning Update — December

Major Subdivisions:

Foxfield Section 6 (Coblentz Road) - Board of Appeals approved special exception use — August 31, 2020
Forest Stand Delineation conditionally approved — December 21, 2020 (expires 12/21/2025)
Preliminary Forest Conservation Plan approved - January 19, 2021
Preliminary plat approved by PC — January 19, 2021 (expires January 19, 2024)

Next steps — submittal of Improvement plans for PC review

Site Plans, Plats and Minor Subdivisions:

Caroline’s View/Horman Apartments (East Green Street)- Site Plan approved — April 21, 2008
Improvement Plans conditionally approved — May 17, 2010
Revised Improvement Plan mylars signed — July 21, 2017
(new sunset provisions put in place on May 2, 2021 ~ plans expire May 2, 2024)
Next steps — submittal of LOCS/PWAs for approval and apply for building & grading permits

Cross Stone Commons (Middletown Parkway) — Revised Site Plan conditionally approved — 10/20/14
Improvement Plan mylars signed — November 6, 2015
FRO plantings completed — December 23, 2019
Next step — submittal of architectural renderings for building #2 for review/approval

Hollow Creek Professional Center (Alt. 40A)
Board of Appeals approved self-storage use — April 27, 2021 (Expires April 27, 2022)
FRO plantings completed — March 23, 2021
Redline Site Plan conditionally approved by PC - June 21, 2021 (Plans expire June 21, 2024)
Revised architectural renderings approved by PC - July 19, 2021
Next steps — submittal of improvement plans for PC review

Franklin Commons (Franklin Street) -
Improvement plans conditionally re-approved — March 18, 2019 (Plans expire March 18, 2022)
Redline drawings conditionally approved by PC - November 16, 2020

Jiffas (Summers Drive) — Forest Conservation Plan approved & Improvement Plan conditionally approved
for commercial use — October 20, 2008 (new sunset provisions put in place on May 2, 2021 - plans expire
May 2, 2024)

Architectural plans approved by PC for duplex - March 16, 2015

BOA approval for variance requests for duplex — March 29, 2016 (Expired March 29, 2017)

Next step ~ apply for variance requests for siting of duplex building



Memorial Hall Redevelopment Plan (E. Main St)- conditionally approved by PC — December 21, 2020
(expires December 21, 2023)
Lighting plan tabled — November 15, 2021

Middletown County Park (Coblentz Road) — FSD and FCP approved — Feb. 17, 2020 (expires 2/17/25)

Middletown Library (E. Green Street) -Revised Concept plan reviewed — December 21, 2020
Site Plan and Architectural Renderings approved by PC — March 15, 2021(expires March 15, 2024)
Lighting Plan approved by PC - April 19, 2021
Subdivision plat tabled until MOU reviewed and recorded - October 18, 2021
Improvement plans approved — November 15, 2021
Next step — PC review and approval of subdivision plat

Middletown Water Storage Tank (Ashky Ct.) ~ FRO plantings completed — May 18, 2021

Miller Property (East Main Street) —
Phase 1II Redline Site & Improvement Plans conditionally approved — Sept. 16, 2019
Next step — submittal of Phase IV site plan for review and approval

Richland Driving Range (Glenbrook Drive)-
Revised Site Plan conditionally approved — January 15, 2018 (Plans expired January 15, 2021)
Improvement Plans reviewed and tabled by PC — September 17, 2018
Next step — re-submittal of site plans for review and approval

School Complex roadway plans (Schoolhouse Drive) — Improvement plans and FCP plans reviewed &
approved by Town Board ~ May 8, 2017 (informed June 2017 funding was not approved for project)
SWM plans re-submitted to Frederick County and SCD for review/approval — 8/3/17
(Planning Commission reviewed plans as courtesy to Town Board. No expiration date of approval
due to type of plans — i.e., no structures, etc. — just changes to roadways, sidewalks.)

St. Thomas More Academy Site Plan revision (Prospect St) —
Revised site plan approved - September 21, 2020 (Expires September 21, 2023)
Revised site plan to be revisited in five years — September 2025
Annexations:
A.C. Jets Property- Revised Petition submitted for annexation of 144 acres with R-20 and GC zoning-
July 28, 2021 - PC recommended approval of consistency with comp plan on September 20, 2021

Admar Property — PC approval of consistency with zoning/comp plan — February 20, 2017
Town Board passed annexation resolution — April 9, 2018 - Five-year wait for lot recordation

Text Amendments: Revised sign regulations - Cindy working on this with town attorney

Reports: Mayors Monarch Pledge annual reporting due December 1, 2021
Tree City USA annual reporting due December 31, 2021

Grants: Keep Maryland Beautiful grant application submitted 11/13/2021
Meetings: Next Middletown Green Team Meeting — December 14, 2021

Next Joint town board/planning commission workshop - Monday, December 6, 2021
2




QAIN STREET

MIDDLETOWN

To: The Burgess and Commissioners
From: Becky Axilbund, Main Street Manager
RE: December Workshop Report

Date: Thursday, December 2, 2021

Upcoming Dates:

Saturday, December 4 = Chiristmas in the ‘Vaﬂéy

Thursday, December 9 — Main Street Board of Trustees Meeting

Friday, December 10 — Main Street Business Mixer at Oak and Steel, 8:30am

Organization:
Our Budget

* As we move into the second half of FY 2022, Main Street Middletown will be voting on a
revised budget at our December 9™ meeting. We need to examine our advertising plan
for the next six months, and plan ahead for the first half of FY 2023. We had over
$30,000 in funds we used from the MD SERI Grant for advertising this year. That
windfall of cash started several advertising campaigns that are now winding down, such
as Ask the Expert, and monthly ads in Frederick and Hagerstown Magazine to name a
few. We also will be receiving a bit more from the Tourism Council than we originally
budgeted for, so we need to make adjustments.

» We have had several small Facebook Fundraisers, and have received several year-end-
gifts from new and repeat donors. With corporate matching, we will have netted over
$1000 through Facebook donations, and another $1000 from donations made through
the website.

Rehabilitation Project for 19-21 West Main

» We are anticipating for Doug Chapell to come out to 19 West Main Street and make an
assessment of the volunteer work that was conducted and completed by Terry Yocum.
Mr. Chappell will be able to firm up a realistic estimate and scope of work.

Volunteers

* Mr. Terry Yocum volunteered approximately 20-hours of time doing this interior
demolition and clean-up. Volunteer hours are valued as a cash match for certain grants,
such as the MD Heritage Area Authority Grant. This volunteer effort equates to an
approximate $556 cash match!

¢ Volunteer shout-out to Janet Fox, Gretchen Gawler, Jim Hoover, and Kirk Denton! Janet
Fox is not only doing volunteer work for Main Street, but the Town Sustainability
Committee, Lion’s Club, and Christmas in the Valley.

* During the holidays, Main Street combines our November and December Board meeting.
The last board meeting for 2021 will be December 9, 2021.



Design:
¢ Volunteer, Gretchen Gawler spent the Saturday after
Thanksgiving filling the Main Street planters with
Christmas greenery. We must also thank the
following businesses and individuals for their
donations to help offset the costs of these holiday-
themed planters!
o Mountain Spirit Yoga

Sportsland

Production Payroll Services

Hauser Health

Matthew Foreman

Anthony Cioffi

Middletown Primary & Elementary School PTA

00000

¢ The Design Committee spent an afternoon trying to align the existing streetlight poles to
plans - to provide a guideline for where to place banners, wreaths, and/or to determine
gaps of where in the future we may want to help determine where to place decorations
in other seasons. Design Committee Chair, Kirk Denton made a color-coded set of plans
that more accurately illustrates which poles we have where (than the old SHA plans
provided). This will be a great tool for us moving forward!

o The Town looks beautiful and ready for Christmas in the Valley! The Town
maintenance crew did a fantastic job, as always!

e Parran Collery made a trip to Middletown on Wednesday, November 24 to make some
minor repairs and clean up the sculpture located in the lot by the Main Cup. We have
opted to keep the sculpture; it’s life expectancy is about 5-years. TRIPP Funds are being
used to pay for reprinting more brochures for “Art on Main” as well as updating some of
the graphics (Frederick City has opted to remove their sculpture).

* Design Committee is somewhat on hold while waiting to hear back from DHCD regarding
the Main Street Improvement Grants. We have been informed - several times from the
State - that we should be getting an answer soon, but to date, | have not heard anything.

Economic Development:

December Mixer Friday, December 10, 2021, at Oak and Stee! at 8:30am

During this meeting, Main Street will solicit feedback from businesses about events, and
introduce the Calendar of Events for 2022, as well as open discussions on new initiatives, such
as having one night a month with longer evening hours and added downtown entertainment to
bring people downtown, such as Tantalizing Third Thursdays, or something like that. | am
hoping there will be some update from the State on the grant request for downtown signage
that the Main Street businesses requested in October 2020.

Promotions:
Events: Christmas in the Valley:
This year, we have new lights on the banner poles! We also will have the Catoctones performing
Christmas Carols up and down the biocked off area of Main Street! | think this is a record
number of businesses participating in Christmas in the Valley!

1. Dee Buchanan - items will be in the Santa Sack



2. Edward Jones - items will be in the Santa Sack

3. Serenity Salon - items will be in the Santa Sack

4. Putnam Plumbing - items will be in the Santa Sack

5. Mountain Postal — items will be in the Santa Sack

6. Faragalla Accounting — items will be in the Santa Sack
7. Mountain Spirit Yoga - OPEN

8. The Main Cup - OPEN

9. Hello Gorgeous - OPEN

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.

Advertising:

e The results of the Frederick News Post, Best of the Best Contest will be announced on
December 8, 2021!

» We have an upcoming advertorial coming out in January's Hagerstown Magazine. [t will
focus on giving yourself the luxury of a mini-getaway by taking the back roads into
Middletown and escaping to indulge self care, retail therapy, and eat healthy.

e Qur last Ask the Expert Column is in this week’s 72-Hours. | have attached the column to
the end of this staff report in case you missed it.

Bobhbi Prescott - OPEN

The Middletown Valley Bank - OPEN

Wren's Nest — OPEN — with two pop up shops & new work in the upstairs art gallery
Mid-Maryland Farm Market

The Vine Plant Qutiet

Sue Kelley

Zion Lutheran — Annual Program

Main Street Middletown - craft for kids to do
Soul of Skincare

Therapeutic Massage

Pioma Pilates

More Ice Cream — Mrs. Claus Story Time
West Main Tech

Jennifer Riley Photography Studio

Oak and Steel

Middletown Rec Council will have a Table
Sportsland - TBD

Grants:
FY 2021 | Community Legacy - $50,000 We have $16,339 left in this account.
Rehab
FY 2020 | Technical Assistance $20,000 We still have a few businesses left to get
Grant photos taken!
FY 20271 | Community Legacy - $50,000 Funds will go to Memorial Hall based on
Fagade Improvement our First Come, First Served policy of the
program. Their application has been
approved by DHCD.
FY 2021 | MD Heritage Area 44,000 AWARDED - for 19 West Main Street
FY 2022 | TRIPP Grant $11885 Awarded $11885 in advertising funds.




Heritage Area Mini Grant

FY 2022 | Community Legacy - Requested | Submitted in July - should know
Fagade Improvement $100,000 | something by November 2021
Program
FY 2022 | Community Legacy - 19 | Requested | Submitted in July — should know
West Main Street Rehab $174K something by November 2021
FY 2022 | Community Legacy - Requested | Submitted in July — should know
Memorial Hall $100,000 | something by November 2021
FY 2022 | Operating Assistance Requested | DHCD sent an email stating we should
Grants 835475 know results of this grant in September,
Technical Assistance again in October and November. As of
Grant or TAG 12.1.2021 - No Decision Yet.
15,475 for David Guiney to install three
interpretative signs
$20,000 for public art
FY 2022 | Operating Assistance Requested | DHCD sent an email stating we should
Grants $28,000 know results of this grant in September,
Main Street Improvement again in October and November. As of
Grant or MIP 12.1.2021 - No Decision Yet.
14K for Business Directory Sign
5K for Fountain
9K for the creation of West Green Street
Pocket Park
FY2022 | Frederick County Bounce | $10,000 Advertising and Start Up Costs for
Back Events.
FY 2022 | T-Mobile Hometown Grant | $50,000 We were not funded. &)
- written this month This was super competitive, so | am not
too upset.
FY 2022 | Heart of the Civil War 81600 NEW as of 12.1.2021 -

Awarded! Applied for funds on October
28 to help pull together a Docent Guide
for the Walking Tour of Jefferson Street.
This money allows us to have more
research conducted - chain of title, and
census records pulled. We choose
Jefferson Street because there is a lot of
interest in its history.

Total Grant Funds Awarded in To Date this Year = $440,000 - this includes the MD SERI Grant

Thank you for another year of partnering with
Main Street Middletown! Happy Holidays!




QJAIN STREET

MIDDLETOWN

TO: The Burgess and Commissioners
FROM: Becky Axilbund, Main Street Manager

In case you missed the last of the Ask the Expert columns that Main Street Middletown has
published in the Frederick NewsPost, here it is:

Did you know there is a poem, written circa 1910, called Christmas in the Valley? It is by
Middletown native, Thomas Chalmers Harbaugh, and its last verse is as follows:

“Christmas in the Valley with the holly and the snow!

Christmas in the Valley ‘neath the mystic mistletoe

| catch the sound of music in the white-invested dells

Tis the jingle, jingle, jingle of the merry winter bells;

Beneath its coverlet of white Catoctin is at rest

The trolley scales the mountain, there’s a star o’er Braddock’s crest
| see the lights a-shining and | hear the children call

Oh, its Christmas in the Valley that is dearest to us all. “

We agree! Christmas in the Valley is dearest to us all! Some folks in Middletown secretly think
that when Dr. Seuss wrote The Grinch Who Stole Christmas, he was basing this story on
Middletown (but called it Who-Ville), because our Christmas in the Valley event is so charming!

And don’t we deserve this beloved event after the hiatus that COVID-19 brought? We're filled
with even more anticipation for Christmas in the Valley.

Not only does Middletown exude “charming village” year-round, but it's also the quintessential
place to be, especially on Saturday, December 4, from 4pm to 8pm when the Town shuts down
Main Street. So many holiday things to do as the community comes together to drop off toys to
donate to Middletown Valley People Helping People, visit with our Main Street businesses who
open their doors to welcome you in from the chill with specials, warm drinks, and cookies.
Music fills the air with the Catoctones singing, a quartet of high school musicians play holiday
favorites, and the Middletown High School Chorus entertains us all as we gather by the Town
tree to wait for just the right time to light it up! And just like that, every year, Santa Claus
surprises us all for visits with the children. Santa stays until every child gets a chance to say
hello! The vibe of this event is F.U.N.!

Awesome One-of-a-Kind Gifts

The nice thing about Middletown is, that even if you cannot attend Christmas in the Valley, the
good cheer lasts. Qur Main Street businesses are happy to welcome new and returning
customers. While we may seem small, there is quite a range of gifts that can be found here!
Hand-made, locally produced items can be picked up at Oak and Steel, Middletown’s newest
furniture store, and it is full of pieces to give your home polished pieces with panache.



Additionally, they offer littie luxuries, fike hand-carved razor handles, exquisite cheeseboards,
and more. Mid-Maryland Farmer's Market, has finds for everyone on your list, super cute hand
crocheted reindeer paired with a candy cane will add a touch of home to any tree, or make for a
great gift-topper, hand woven rugs and place mats, glass ornaments, scented candles,
handmade bird houses, high quality bird seed, honey, and more! Next door at Wren'’s Nest
Gallery, there one-of-a-kind paintings by local artists Walter Bartman and his students, with local
landscapes that anyone from Frederick County will recognize! The Vine Garden Plant Outlet
has taken over the back yard of Wren's Nest and has all the holiday greenery to fill your home
with that sweet, fresh smell of pine.

Thoughttul Gift Cards

There are gift cards for dance, yoga, and pilates lessons. Mountain Spirit Yoga, Pioma Pilates,
and Dee Buchanan School of Dance will get you moving! Each studio has its own specialty, and
each studio offers classes for the beginner to the expert.

Pampering Galore

There are plenty of places to get pampered and give gift cards for those that need pampering:
Serenity Salon, Hello Gorgeous!, Nails by Mary, Therapeutic Massage by Stevi Cearbaugh, and
Soul of Skincare.

Food, Glorious Food

Entertaining out-of-town family and need a night out? Look no further than Middletown - from
the award-wining crab cakes at Fratelli's to the perfectly fresh American fare found at The Main
Cup, to the amazing treats at Deb’s Artisan Bakehouse, and the thick and fluffy pancakes at
Dempsey's Grille, we got you covered!

Elf on the Shelf Contest

But, wait there is more! Grab the kids and try your hand at our 2" Annual Ef on the Shelf
Scavenger Hunt occurring the entire month of December! Download your game card from our
Main Street website and start finding the elves peeping out of windows all over Middletown’s
Main Street District. Don't forget to turn in your game card at the dropbox at Town Hall for a
chance to win prizes!

Happy Holidays from Middletown Main Street!

We invite you to make visiting Middletown a part of your holiday, so that you, too can experience
and understand what T.C. Harbaugh proclaimed over one-hundred years ago, that “Christmas in
the Valley that is dearest to us all” first-hand. Happy Holidays from Main Street Middletown, MD
Inc.



To:

From:

Date:

RE:

i Monthly Zoning Administrator Staff Report for November 2021

Middletown

Town of Middletown
Zoning Administrator Monthly Staff Report

Burgess and Commissioners
Mark Hinkle, Zoning Administrator

December 1, 2021

BOA Hearings: None

Storage Container & Dumpster Permit: None

Home Occupation Permit: None

Zoning Violations and Complaints:

1/14/2019 - 819 East Main Street, BB &T bank — Complaint received about unscreened
dumpster, investigated, and sent letter. Spoke with branch manager and agreed to allow
them an extra 30 days so they can deal with their headquarters in North Carolina. The
dumpster became obvious once the property next to them was cleared. Spoke with
construction company and advised them what would be needed to be properly screened.
Plan being submitted to headquarters in North Carolina to correct issue. On hold due to
Parking lot realignment efforts. Spoke with facilities maintenance 10/7/2019 and they
are waiting on a decision on the lot realignment before moving forward. 5/31/21 BBT
will be updating their signage to Truist.

9/29/2021 - 105 S. Jefferson St. — Untagged/inoperable car in driveway. Town code does
allow “the parking and storage of not more than one unregistered or inoperative motor
vehicle is permitted provided that such a vehicle is effectively screened from adjoining
properties.”. Town Code defines screening as “the use of fencing, walls, vegetation or
berms to shield or obscure an object or use from view from adjoining and nearby
properties.” [t is screened as effectively as possible from the neighbors since the



homes sit very close to the road. The car is enveloped between two houses and

shrubbery/tree.

¢ 10/18/21-13S. Church St. — Work without a permit. Frederick County inspector, Bob
Ensor found interior work being done without a permit. Stop work order issued.
Frederick County issued a permit to allow for improvements to the fire barrier wall and

for kitchen use by staff only.

e 11/1/21-10 Larch Ln. — Trailer in driveway, removed 11/18/21
e 11/1/21-1 Larch Ln.- Trailer in driveway, business sign in yard, untagged vehicle,
second letter sent 11/18/21 with December 1 deadline.

Miscellaneous:

¢ Began work on section 17.32.170 of Town Code regarding fencing. Will coordinate with

Commission LaPadula

s Continued working with owner and attorney for 1 North Pointe Cir. to ensure compliance

with Town Cade.

Permits:

November 2021 Zoning Certificate Address

Bock-Hot tub
Massoud-Deck
Brennangan-Change of tenant
Parmenter-Fence
Kriele-Generator
Reaver-Fence
Patel-Fence
Simmons-Patio
Klein-Fence
Cunningham-Porch
Stevenson-Patio

506 Glenbrook Dr.
8 Bankbarn Cir.
14 W. Main St.
117 W. Main St.
112 vy Hill

209 Broad St.
308 Ingalls Dr.
315 Ingalls Dr.
107 Ali Dr.

213 Linden Blvd,
328 Ingalls Dr.

377897
374976
Town
Town
372110
Town
Town
Town
Town
376653
Town

Permit# M-town

Received
11/1/2021
11/1/2021
10/8/2021
11/1/2021
11/8/2021
11/5/2021
11/9/2021
6/30/2021
11/10/2021
11/15/2021
11/22/2021

M. Hinkle
Approved
11/1/2021
11/3/2021
11/3/2021
11/3/2021
11/8/2021
11/8/2021
11/10/2021
11/10/2021
11/11/2021
11/15/2021
11/29/2021

County
Approval
Yes
Yes
No
No
Yes
No
No
No
No
Yes
No



BURGESS AND COMMISSIONERS
OF MIDDLETOWN MARYLAND

VIRTUAL TOWN BOARD MEETING MINUTES

TOWN MEETING November 22, 2021

The meeting of the Burgess and Commissioners of Middletown was called to order on November 22, 2021,
by Burgess Miller at 7:00 p.m. Present via Zoom were Commissioners Jennifer Falcinelli(present via
phone), Christopher Goodman, Jean LaPadula, Kevin Stottlemyer, and Rick Dietrick.

PUBLIC COMMENTS: None.
PERSONAL REQUESTS FOR AGENDA: None.

CONSENT AGENDA:

¢ Town Meeting Minutes
o October 25, 2021 — Town Workshop
o November 8, 2021 — Town Meeting

Motion: Commissioner LaPadula motioned to approve the consent agenda as presented. Seconded by
Commissioner Goodman. Motion approved (5-0).

UNFINISHED BUSINESS:

Planning Commission Appointments — Two seats on the Planning Commission are up for
appointment/reappointment in December. There is also one seat up in January 2022. Those up for
reappointment and newly interested individuals were asked to submit a one-page resume to Burgess
Miller. He received four resumes and forwarded them to the Town Board for review. Burgess Miller
recommends appointing Mark Carney and Chris Mills to the Planning Commission.

Motion: Commissioner LaPadula motioned to approve Burgess Miller’s recommendation to appoint
Mark Carney and Chris Mills to the Planning Commission. Seconded by Commissioner Goodman.
Motion approved (5-0).

Another appointment will occur at the December 13" Town Board meeting for the January appointment,
David Lake sent an email to the Town Board stating he will not seck reappointment to the Planning
Commission in January.

Updated Covid Policy — The Town Board reviewed the updated draft Town of Middletown Employee
COVID-19 Policy. The goal of this policy is to make the workplace safe. The updated information
follows current CDC recommendations. There is a new section addressing vaccines. Sections were
updated to include information and actions for both vaccinated and unvaccinated employees regarding
exhibiting possible Covid-19 symptoms, testing positive for Covid-19, close contact/exposed employees,
and actions regarding critical infrastructure employees. The update now includes an easy-to-follow flow
chart regarding Covid Exposure.
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Motion: Commissioner Stottlemyer motioned to approve the updated Employee Covid-19 Policy as
presented. Seconded by Commissioner LaPadula. Motion approved (5-0).

ARPA Budget — Progress Report — The Town Board reviewed the Town’s American Rescue Plan
Budget. The Town will receive $4,721,364.00 in ARPA monies. The items listed on this budget must be
under contract by December 2024 and completed by December 2026. The budget is split into three
sections. The first section lists those water/sewer CIP projects ARPA qualified. The second section lists
additional water/sewer projects ARPA qualified. The third section lists non water/sewer projects ARPA
qualified. The Town Board will receive monthly updates on all the listed projects. The Director of Public
Works is reviewing this list to identify those projects that may be outside the 2026 deadline due to supply,
costs, and deadlines. Those identified projects would be placed back into the CIP. Burgess Miller stated
that forms and guidelines for for-profit businesses is being developed. After which the guidelines and
forms for non-profit businesses will be developed.

NEW BUSINESS:

Town Election Dates for 2022 — The Town Board reviewed the dates for the upcoming 2022 Town
election. There are three Commissioner seats up for election. The Nominating Convention will be held
February 23, 2022. The Petition of Office deadline is March 7, 2022. The deadline to request an absentee
ballot is March 25, 2022. Election Day is April 4, 2022. The Town Board agreed by consensus to the
dates as presented.

MOU with Frederick County for Library Site — The Town Board reviewed the draft MOU with
Frederick County regarding the Middletown Library site. The Planning Commission approved the
Middletown Library Improvement Plans as one parcel and will modify the improvement plans once the
MOU is agreed upon and the proposed subdivision of the site takes place. The Town added the statement
“The County shall be responsible for snow removal of all trails/sidewalks on Parcel J.” to this draft MOU.

Motion: Commissioner LaPadula motioned to approve the Middletown Library MOU as presented.
Seconded by Commissioner Goodman. Motion approved (5-0).

The Town will forward the approved MOU to the County for review,

Traffic Concerns Franklin Street — Middletown Primary School — Traffic heading west bound on
Holter Road coming into to town comes to a standstill as parents are waiting to pick up their children at
the end of the school day at the Elementary School and stop in the road to wait. This “traffic stacking”
creates a hazard. The Town Administrator met with the Principal and Assistant Principal of the
Elementary School. It was discovered that buses were having difficulty leaving the school property and a
patrol deputy suggested that all parents come in via Holter Road and make a right turn in to pick up their
children. Also contributing to the traffic stacking as the time it takes to load children into vehicles and get
them buckled in. An option to address this traffic hazard is to change out the blinking light at the
intersection to a full signalized traffic light with a phased intersection. The pole and wiring are already
present. This would be an expensive option. The Town Board recommended that the FCPS
Transportation Director determine solutions to address this. It was suggested that the community deputies
assist with traffic control at the end of the school day, that signage be placed along Holter Road notifying
west bound drivers of “School Congestion Ahead” and possibly redirecting non-school traffic that is west
bound on Holter Road onto Middletown Parkway.

PUBLIC COMMENTS: None.
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ANNOUNCEMENTS:

o Public Hearing Ordinance 21-10-01 — Formula Restaurants — Thursday December 2, 2021 at
7:00PM,

e  Christmas in the Valley — Saturday, December 4, 2021, 4-8 PM, Main Street, downtown
Middletown.

s Joint Town Board/ Planning Commission Meeting, December 6, 2021at 6:30PM.

Meeting adjourned at 7:47 PM.

Respectfully submitted,

Annette Alberghini,
Office Manager



Burgess and Commissioners of Middletown 31 W Main St Middletown, MD 21769 Phone 301-371-68174 Fax 301-371-6474
Bruce A. Carbaugh, Director of Public Works Email: bcarbaugh@ci.middletown.md.us

MEMORANDUM
TO: Burgess and Commissioners
FROM: Bruce A. Carbaugh, Director of Public Works
DATE: November 29, 2021

RE: Middletown Glen Parking updated Nov. 29 2021

Street Parking Subdivision History

During the construction of Glenbrook Phase 1 (Tobius Run) the Town was presented for
approval reduced roadway widths for the reduction of paving areas. A width of 26 feet
wide was presented Local Streets and 20 feet for One Way Loop de Lanes.

| do not recall discussions of parking during the approval process, but | do know there
was an agreement made with the Developer to limit parking to one side during the
roadway construction. The Glenbrook Phase 2 Improvement Plans and remaining
phases all have comments specifically addressing parking.

Glenbrook Phase 2 Review 1 November 14, 2001

1. Provide No Parking signs on one side of Local Roads and both sides of the Loop De
Lanes.

When the Developer presented very similar street widths for approval and given the
Glenbrook history we decided since this was a developer request and an exception from
the Town Standards was requested that we would require no parking on the 26 feet
wide roads. Two 10 feet lanes and one 8 feet parking lane would be the minimum
reasonable width for traffic, emergency vehicles and snow removal. The history of plan
review comments is noted below.

Middletown Glen
Improvement Plan Review 1 October 22, 2013

Sheet 12
1. Any 50ft ROW street can facilitate parking on one side of the street, the 421t
ROW will require No Parking signs to be posted on the street.



Improvement Pian Review 2 August 26, 2014

Sheet 12 to 14
32. Label each roadway cross section for parking or no parking. 34 feet roadway
width = parking permitted, 26 feet roadway width = no parking permitted.

Foxfield, North Point, Cone Branch Estates, Coblentz Farm (Lands of Lancaster) were
all constructed according to Town Standards.

Resident’s photos and dimensional comparisons

All Town street width's are measured face of curb to face of curb: that is the width that a
vehicle can travel.

| have measured widths of the following streets in Glenbrook and Middletown Glen and
noted other streets as referenced by Pam Kelly in her emails.

Prospect Street ONE WAY parking cne side
Locust Street ONE WAY limited parking one side

Glenbrook

Tobius Run (Loop de Lane) ONE WAY STREET 20 feet wide parking one side
Tobius Run LOCAL STREET 26 feet wide parking one side

Glenbrook Drive COLLECTOR STREET 32 feet wide parking both sides

Middletown Glen

Ingalls Drive LOCAL STREET 26 feet wide no parking

Dean Lane LOCAL STREET 27.5 feet west if Gaver Drive no parking

Dean Lane LOCAL STREET 34 feet north of Gaver parking both sides

Summary

As the Town continues to develop and new state laws and industry standards change
the Town needs to continuously update its standards both from a legal standpoint and
from experiences learned.

The Town made the decision to prohibit parking in Middletown Glen on streets less than
28 feet, it was a completely vetted, advertised, and approved process.



November 29, 2021

The Department of Public Works has been requested by the Town Board to develop
possible options to address the parking issues in Middletown Glen. Specifically, what
changes could be made that would provide more parking on the street and still be
acceptable alternatives to DPW.

DPW stands by or original response to the parking issue in Middletown Glen BUT has
reviewed the original Improvement Plans for an alternative to the approved plan.
According to the Peeples Law letter of October 14, 2021 varying the design standards
authority lies with the Planning Commission. The letter further states the suggestion that
the Planning Commission undertake a fact finding mission to determine if a hardship
exists.

Considering this information, we offer the following opinion:

1. The DPW stands by our original documentation and opinion stated in the
Summary above.

2. If the approving authority is interested in some type of change to reduce the
‘hardship” they should consider providing the option to the Middletown Glen HOA
for presentation to their members and vote on the option. The HOA would be
responsible to present the vote and option to the Planning Commission for
approval since it is a change to the site plan and initiate the altemative and the
costs associated with it eg. sign removal and any new signage required.
Considering this information, the DPW has reviewed the approved plan and
provided areas highlighted in yellow on the plan for possible parking. This
alternative could provide up to 60 additional parking spaces and require 14
parking delineation signs. The criteria we used to evaluate the request:

The standard parallel parking space is 22 feet long and we examined the
layout based on the least number of driveways impacted to maximize the
available parking.

3. DPW did not examine any other alternatives.
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Middletown

Growth Area Development Projections

Burgess and Commissioners
Middletown, Maryland

25%
Property Name Property Tax ID County Zoning Acerage Floodplain | Infrustructure Developable Acreage R-20 Zoning EDU's

AC Jets 03-142582 144.05 24.21 29.96 89.88 195.76
Grossnickle 03-165558 1.00 - 0.25 0.75 1.63
Lee/Phillips 03-157636 2.30 - 0.58 1.73 3.76
Coblentz LLC 03-128636 4277 - 10.69 32.08 69.86
Wiles 03-165531 70.08 & 17.52 52.56 114.48
Mid-North Partners LLLP 03-124681 105.92 - 26.48 79.44 173.02
Mid-North Partners LLLP 03-140547 13.87 3.47 10.40 22.66
Long 03-156877 1.76 - 0.44 1.32 2.87
Renner 03-156869 0.99 - 0.25 0.74 161
Brandenburg 03-127370 0.71 - 0.18 0.53 1.16
Myers 03-153630 1.20 - 0.30 0.90 1.96
Triantafillos/Lee 03-153657 2.14 - 0.53 1.60 3.49
Stauffer Funeral Homes 03-134458 2.27 - 0.57 1.70 3.71
Gorman 03-153649 3.72 - 0.93 2.79 6.08
Szczechura 03-151719 0.33 - 0.08 0.25 0.54
Leishear 03-154785 2.18 - 0.54 1.63 3.55
Vendemiatti 03-124703 2.30 - 0.58 1.73 3.76
Murphy/Whalen 03-144364 3.28 0.82 2.46 5.35
jDaly 03-126625 2.64 - 0.66 1.98 4.31
Szczechura 03-138763 0.86 0.22 0.65 1.40
Stair 03-131165 0.50 - 0.13 0.38 0.82
Totals 404.86 24.21 95.16 285.49 621.80

Assumptions

25% for Infrustructure; OS, SWM, Roads, etc.
All Growth Projections based on R-20

No Building in Floodplain

Household Size 2.8/Dwelling Unit
Existing Dwelling Units, within the Growth Area, will need Water & Sewer connections and may have that ability to subdivide




Town of Middletown
AMERICAN RESCUE PLAN FUNDING FOR BUSINESSES

The Town of Middletown has received federal monies through the American Rescue Plan Act (ARPA)
totaling $4.7 million. Much of the funding is designated for Water and Sewer infrastructure projects. With
this same source of funding the Town is making available to eligible businesses a $5000 grant. The grant
is directed at COVID relief to businesses impacted by the COVID-19 pandemic. The grant is a one-time
award. There is an application that will need to be completed in order to receive the grant.

ELIGIBILITY

This grant is open to for-profit businesses located within the boundaries of the Town of Middletown. Home
businesses, or businesses who do not have a physical presence in the Town of Middletown are not eligible
to apply.

Businesses operating in the financial industry or businesses that opened after October 2020 are not
eligible.
The American Rescue Plan Act states that efigible uses of the funds include:
+  COVID-19 expenditures or negative economic impacts of COVID-19
* Including assistance to small business and hard-hit industries and economic recovery, premium
pay for essential workers, investments in ware and sewer and broadband infrastructure.

The Town is providing this grant to our businesses to thank you for working through this pandemic with
us, your staff and our residents. We are very happy that your business survived the pandemic and
looking to move onward and upward. We hope that this grant helps you succeed. Our application is
brief since the amount of the grant is the same for each business. However, we do need to verify some
data and information. The application is attached and will need to be returned to the Burgess and
Commissioners of the Town of Middletown, 31 West Main Street, Middletown, MD 21769.

DEADLINES

Applications will need to be returned to the Town by close of business on January 15, 2022,

Once we receive your application and any supporting data the funds will be dispersed to you within 2-
weeks. We will notify you by your preferred method of contact as indicated on the application. Should
you have any questions, please feel free to contact Lacey Gordon, Director of Finance for the Town of
Middletown at Igordon@ci.middletown.md.us
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Middletown Business Grant Application

Name:

Business
Name:

Business Address:

Type of Business:

Number of Years in Business: Number of Empmloyees

Business Owner Email:

Business Owner Cell:

Is your business in good standing with the State of MD? __ Yes or No Please provide a copy
illustrating your current standing with the State by visiting here:

https://egov.maryland.gov/BusinessExpress/EntitySearch Provide a screen shot of the certificate

Please do not purchase a certified copy.

Did COVID-19 prevent you from paying your bills please describe in brief:

What was your estimated drop in revenue from March 2020 until November 2020?

Percentage drop from YTD

--over--



10. Estimate the increased operational expenses that you incurred as result of COVID-19? Please list

expense estimate and provide a list of sample costs. (cleaning/$350)

Please describe how you will use these funds.

Applicant Signature Date

| certify that the information submitted in this application is true and correct to the best of my
knowledge. | further understand that any false information may result in deniol or revocation of

eligibility and/or funding. {initial)

. el cn
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I. Introduction

The Town of Middletown (Town) is committed to fair, clearly stated and supportive relationships between the
organization and its staff. The personnel policies of the Town have been established in order to provide a guide
to the personnel practices of the Town and to ensure consistency of personnel decisions. It is the intention of the
Town to administer the personnel programs in a manner which complies with the letter and spirit of all
applicable federal, state and local regulations. This document is designed to provide guidance to staff at the
Town. It is not a part of any contract between the Town and its employees. It is only a set of informal guidelines
for personnel practices. Notwithstanding the provisions of the personnel! policies, all employees are "at will
employees” which means that they may be terminated at any time with or without cause without subjecting the
Town to a claim for breach of an employment contract.

II. Equal Opportunity

The policy and intent of the Town is to provide equal employment opportunity for all persons regardless of
race, color, religion, national origin, marital status, political affiliation, status with regard to public assistance,
disability, sex, or age.

The Town intends to respond affirmatively in its employment practices. Affirmative action applies to all aspects
of employment practices including, but not limited to, recruiting, hiring, placement, promotion, demotion,
transfer, training, compensation, benefits, layoff, recall, and termination. The Town seeks to do business with
organizations that encourage equal employment opportunity.

II1. Full — Time Employees

Full - Time employees are defined as those employees working 40 hours / week. Full — Time employees are
eligible for benefits from the Town including health insurance, life insurance, and enrollment in the Town
retirement program through the Maryland State Retirement and Pension System.

IV. Part — Time Employees

Part — Time employees are defined as those employees working less than the regular 40 hour / week on a
regular basis. Part — Time employees are eligible for benefits from the Town only after 25 years of continuous
full- time employment with the Town. Part — Time employees are eligible for retirement benefits if they work
more than 500 hours in a year. No other benefits are provided for Part — Time employees.

V. Seasonal Employees

Seasonal employees are defined as those employees working 40 hours / week, but no more than 500 hours in a
year and no more than three (3} consecutive months in a row. No benefits are provided for Seasonal employees.



VI. Work Schedule

Administrative Staff

Full-time employees are paid based on a 40 hour work week including % hour for lunch per work day. Regular
work hours are established as 8:00AM — 4:00PM, Monday — Friday. Employees other than receptionists may
vary their work hours with approval from the Town Administrator. Certain positions are considered Fair Labor
Standards Act (FLSA) exempt. Those positions are listed as: Town Administrator, Director of Public Works,
Assistant Director of Public Works and CIP Project Manager.

Some administrative staff is required to attend evening meetings held by the Town Board and/or Commission(s)
and/or Committee(s). Compensation for these additional hours of work is covered in the Compensation
Section of this policy.

Maintenance Staff

Full-time employees are paid based on a 40 hour work week including % hour for lunch per work day. Regular
work hours are established as 7:00AM - 3:00PM, Monday — Friday. In the event of extreme heat during the
summer, the Director of Public Works and/or the Town Administrator may authorize a change in starting time
to avoid heat related health issues. Maintenance staff and the Water & Sewer Department are required to work
weekends and holidays in order to maintain the treatment facilities of the Town. Compensation for these
additional hours of work is covered in the Compensation Section of this policy.

Holiday Schedule

The TOWN observes the following holiday(s):
New Year’s Day

Martin Luther King Day
Good Friday

Memorial Day
Independence Day
Labor Day

Veteran’s Day
Thanksgiving Day

. Day After Thanksgiving
10. Christmas Eve

11. Christmas Day

12. Employee’s Birthday

e B S

If the holiday falls on a Saturday, the preceding Friday is the observed holiday; if it falls on a Sunday, the
following Monday is the observed holiday. Holiday time is classified as administrative leave. Administrative
leave is defined as hours paid by employer for leave that is not deducted from an employee’s vacation or sick
time.

With regard to the Water & Sewer Department, the next succeeding weekday following the observed holiday is
designated as the holiday time off.



Emergency Closings

In cases of severe weather or other unusual work conditions, i.e. no heat or air conditioning or no running water,
the Burgess may grant administrative leave and/or issue an early dismissal to employees at the workplace. This
includes both full-time and part-time employees.

Emergency Work

In response to emergency situations such as: waterline breaks, sewer clogs, snow storm events, etc., some
employees, as identified by the Town Administrator, Director of Public Works and/or the Assistant Director of
Public Works, will be required to work to resolve the emergency. Compensation for these additional hours of
work is covered in the Compensation Section of this policy.

VII. Compensation

There are four (4) FLSA exempt staff positions in the Town. They are the Town Administrator, the Director of
Public Works, the Assistant Director of Public Works and the CIP Project Manager. All other non-exempt
positions in the Town are hourly.

Overtime will be paid at a rate of 1.5 times the employee’s normal hourly rate. Overtime will be paid for all
hours worked in excess of 40 hours worked per week. Vacation, sick, holiday, jury duty, voting, administrative
leave or bereavement leave are not hours physically worked and cannot be used to determine hours worked in
excess of 40 hours per week. In addition, any hours worked outside the normal work week will be paid at an
overtime rate. Weekend work will be paid at overtime rates if in excess of the 40 hours. (Overtime pay does not
apply to FLSA exempt staff positions.)

Pay Period

Wages are disbursed bi-weekly on Friday’s. The pay period is from Thursday — Wednesday. Employees are
only offered the option of direct deposit. There are 26 pay’s per year. If a pay day falls on a holiday, paychecks
will be made available the day before. If there are extenuating circumstances, pay might be made available early
with the approval of the Town Administrator and the Burgess & Commissioners.

Time Sheets

Employees are responsible for computing and maintaining a bi-weekly time sheet. Time sheets are to be
submitted to the office no later than Thursday morning by 9:00am before the bi-weekly payroll. Time sheets
must be signed by the employee. Any reimbursement, such as mileage, safety clothing, or other Town related
expenses must be included with the time sheet and include a copy of an invoice.

Compensatory Time

Compensatory time off is time off with pay in lieu of overtime pay for irregular or occasional overtime work.
Non-Exempt employees must be compensated for every hour worked. Every hour physically worked over 40
hours, in a work week, must be compensated at one and one half times their normal rate of pay as approved by
the Town Administrator.



On-Call Policy

The following sections are required to participate in the rotational on-call program:

-Water & Sewer
-Streets & Utilities

ATt o

The Director of Public Works and the Assistant Director of Public Works will not be scheduled in the rotation,
but will assist during after hour emergencies if they deem it necessary.

After normal work hours and on weekends, the Town of Middletown shall maintain a weekly rotating on-call
program to respond to after-hour emergencies. Staffing for the weekly rotating on-call program will consist of
two (2) employees; one (1) from Water & Sewer and one (1) from Street & Utilities {Fhe—Faeilities

Superintendent-is-included-in-this-group’s-rotation:). They will respond to any after-hour emergencies for one
week. The on-call rotation week begins Monday at 7AM and continues until 6:59 AM the following Monday.

All after-hour emergencies are received through a contracted answering service; All-Ways-Communieation. The
answering service will then call the appropriate on-call employee; depending on the nature of the emergency.
The Director of Public Works and the Assistant Director of Public Works will be notified of each after hour
emergency via text. Water and sewer emergency calls will go to the Water and Sewer employee and other
emergencies will go to the Streets and Utilities employee as determined by the answering service staffing.
After receiving the emergency notification, on-call employees will address and rectify the emergency.
Additional section staff can be contacted to help mitigate the emergency if necessary.

On-Call Response and Employee Behavior

On-call Employees must be at the emergency location within 90 minutes of receiving the initial phone
call. The on-call employee must be prepared to drive town equipment, operate equipment, and perform
public relations as needed for each emergency. On-call employees must abstain from alcohol use while
on call. Failure to respond and comply with these stipulations can result in disciplinary action.

On-Call Scheduling

The weekly on-call schedule is determined at the beginning of the year. This allows on-call employees
to schedule leave and other appointments as needed without conflict. Every effort will be made to
insure the same employee is not on-call the same holiday on consecutive years.

On-call employees can exchange scheduled dates with other employees within their section as long as
the Director of Public Works, the Assistant Director of Public Works and the answering service are

notlﬁed of such changes in advance Guﬁenﬂy#ﬁ%&—sm

weeks:
Compensation for On-Call Employees
On-Call employees will be permitted to drive a Town vehicle to their residence to use for after hours

emergency call response. If the Employee chooses not to drive the Town vehicle they will be
compensated at the rate of the current Federal Mileage rate x the round trip distance (in miles) from their
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residence to the Town garage and back). Employees will be compensated for their time on-call at a rate
of $2.50/hour. In the event that an employee may be called in, they will be compensated at their over-
time rate. The on-call compensation rate will be reviewed yearly by the Burgess and Commissioners
during budget preparations. (On-Call Program Policy Approved by the Burgess & Commissioners
August 25, 2014).

Performance Evaluations

Every employee will receive a performance evaluation yearly. Performance evaluations will be conducted
beginning in May of each year. Streets and Utilities staff will have their performance evaluations conducted by
the Assistant Director of Public Works. The Water and Sewer staff will have their performance evaluations
conducted by the Director of Public Works. Administrative staff will have their performance evaluations
conducted by the Town Administrator. The Town Administrator will have a performance evaluation conducted
by the Burgess.

VIII. Telecommuting

Employees may be able to telecommute if it would benefit both the employee and the employer.
Telecommuting is the practice of working at home or at a place closer to home instead of physically traveling to
a central workplace. If an employee thinks that telecommuting would improve their ability to get their job done,
an initial written request should be submitted to the Town Administrator. Once it has been determined by the
Town Administrator that an employee is able to telecommute when necessary or as needed, that employee can
send an e-mail request or request by phone instead of needing a written request.

The initial request should explain how telecommuting would be beneficial for the employee and the Town. The
request should explain how the employee would be accountable and responsible, what equipment is necessary,
and how communication barriers would be overcome.

In deciding if telecommuting will be permitted, the Town Administrator will look at factors such as position and
job duties, performance history, related work skills, and the impact on the organization. In addition,
compensation, benefits, work status, work responsibilities, and the amount of time expected to work each day or
each pay period will stay the same as before starting telecommuting (unless changes are agreed upon in
writing).

If telecommuting is to done on a regular basis as opposed to an as needed basis, the employee and the Town
Administrator must agree upon the schedule and document it in writing. An employee cannot change his/her
schedule until the Town Administrator approves the change.

Telecommuting is an alternative method for meeting the business needs of the Town of Middletown. It is not a
universal employee benefit. The Town has the right to refuse to make telecommuting available to an employee.
The Town also may terminate an existing telecommuting arrangement at any time.

IX. Dress Code

All Maintenance Staff are required to wear Town uniforms. The uniforms will be supplied by the Town and
include laundry services. Included will be summer and winter uniforms. T-shirts will be offered to employees,
but laundry service for t-shirts will be the responsibility of the employee., The Town will pay $120.00 toward
the purchase of one (1) new pair of boots and $50.00 toward the purchase of one (1) set of coveralls each year.



All Administrative Staff are expected to wear appropriate business attire unless specific duties for that day
require other clothing.

X. Drug Testing

All town employees are subject to random drug/alcohol testing, as well as testing for reasonable suspicion and
in accidents involving a town vehicle. The testing will take place at a designated certified drug testing facility
paid for by the Town. Any drug/alcohol testing infractions will result in disciplinary action. (See section XV.
Disciplinary Action.)

XI. Probationary Period

A new employee serves a probationary period of 180 days during which performance, progress, and attitude are
closely observed. An employee may be terminated at any time during the probationary period. At the end of
this probationary period, a formal appraisal is completed, and the employee can be removed from probationary
status.

XII. Resignation

An employee choosing to resign employment with the Town is asked to give at least two (2) weeks notice prior
to the intended date of departure. All Town property, such as keys, uniforms, cellular phones, etc. must be
turned into the Town prior to receiving the last pay. Any items that are not turned in will have the cost of the
replacement deducted from the last pay.

At the time of the effective date of the resignation, the employee shall be able to use any accrued annual leave
or the employee shall be paid for all unused accrued annual leave. If the employee has used all annual leave due
prior to resignation, all hours used in excess of those earned shall be deducted from the employee's final
paycheck at the rate of salary paid at the time of resignation. No employee shall be compensated for any unused
sick leave at the time of resignation.

XIII. Leave

Annual

Annual leave is accrued in accordance with the following time in service and based on 80 hours of straight-time
pay and is accounted for on a calendar year:

Years of Service Hours Accrued Bi-Weekly

1 through completion of Year 3 3.08

4 through completion of Year 14 4.62

15 and Up 6.16....changed these to reflect what’s earned bi-weekly

For full-time employees, hours accrued per calendar year translate to 2 weeks for 3 years of service or less; 3
weeks for more than 3 years but less than 15 years of service; 4 weeks for 15 years of service or more.
Although accrual of annual leave begins when an employee enters on duty, annual leave may be used only after
the employee is no longer on probationary status.

Part-time employees and intermittent and/or temporary employees do not earn annual leave.
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Employees may carry over 80 hours of annual leave at the end of each year, i.e. December 31, Employees are
allowed to cash out an additional 40 hours beyond the 80 hours that is allowed for carry over each year.
Example: If on December 31* the employee has 130 hours of annual leave accumulated, 80 hours would carry
over to the next year, 40 hours would be paid out to the employee, and 10 hours would be lost.

Employees are required to notify their direct supervisor of request for use of annual leave.

Family and Medical Leave Act (FMLA)

In addition to other types of leave mentioned in this chapter, eligible regular employees may
qualify for FMLA leave.

Basic Leave Entitlement

Upon proper request to the Town Administrator, eligible regular employees may qualify for a total of twelve
(12) work weeks of leave (paid or unpaid) during any 12 month period (measured backward from the first date
the leave begins) for one or more of the following conditions:

+ Birth of a child;

* Placement of a child with the employee for adoption or foster care;

* Care for spouse, child, parent or parent-in-law who has a serious health condition; or

* A serious health condition of the employee whether work-related or not.

Military Leave Entitlement

Upon proper request to the Town Administrator, eligible employees with a spouse, child(ren), or parent on
active military duty, or called to active duty status in the National Guard or Reserves in support of a
contingency operation may qualify for up to twelve weeks during any 12 month period (measured backward
from the first date the leave begins) to address certain qualifying exigencies which may include:

* Attending certain military events

+ Arranging for alternative childcare;

+ Addressing certain financial and legal arrangements;

+ Attending certain counseling sessions;

« Attending post-deployment reintegration briefings

There is also a military caregiver leave that permits eligible employees to take up to 26 weeks of leave in a 12-
month period (measured forward only) to care for a covered service member who has a serious disabling injury
or illness incurred in the line of duty during active duty status.

1. All eligible accrued leave (e.g. annual, sick, holiday and/or compensatory) must be used before unpaid leave
can be used. Both paid and unpaid leave will count toward the maximum total of 12 work weeks of FMLA
leave within a 12 month period.

2. The Town will continue the employee’s health care coverage at the regular employee’s rate as long as all
employee contributions are paid during the unpaid leave periods. However, if the employee does not return to
work, the employee will be responsible for the Town’s portion of the premiums for the unpaid leave period.
Arrangements must be made with the Town Administrator,

3. During the unpaid FMLA leave periods, sick leave and annual leave will not be accrued.

4. While the employee is using FMLA leave, the employee’s position will be protected, and the employee will
return to the position at the same grade and rate of pay at which he/she left.

5. Whenever the need for FMLA leave is foreseeable, the employee is asked to provide 30 days advance written
notice before the leave is to begin.



Whenever the leave request is for a serious health condition, the Town will require that a request for leave be
supported with certification from the health care provider of the employee, spouse, child, parent or parent-in-
law. The Certification of Physician or Practitioner form must be used.

If the validity of the certification is in doubt, the Town may request that the employee obtain a second opinion,
at the Town’s expense, from a health care provider designated by the Town. If there is a conflict of opinion
between the two health care providers, the Town may request the employee to obtain, at the Town’s expense, an
opinion from a third provider jointly approved by the Town and the employee.

Whenever the leave request is for military family leave, the Town will require that the request be supported by
an appropriate certification, as outlined below:

1. Leave for a qualifying exigency will require a copy of the covered military member’s active duty orders and
certification providing the appropriate facts related to the particular qualifying exigency including contact
information if the leave involves meeting with a third party;

2. Leave to care for a covered service member with a serious injury or illness will require certification
completed by an authorized health care provider or by a copy of an Invitational Travel Order (ITO) or
Invitational Travel Authorization (ITA) issued to any member of the covered service member’s family.

FMLA leave shall end:

» When the employee, spouse, son, daughter, parent or parent-in-law is no longer affected by the serious health
condition;

» If the employee fails to provide documentation to continue the leave when requested;

» When the employee has exhausted the maximum period of time eligible for FMLA leave. If additional time
needed, the employee may request leave of absence in accordance with the Leave Without Pay section of the
Employee Handbook. An absence beyond the maximum time under FMLA leave is not protected by that law.

» If the employee accepts other employment.

Sick

Sick leave is accrued at the rate of two (2) hours for every 40 hours worked in straight-time pay status. Sick
leave accrual is unlimited and accumulates throughout total employment with the Town. Sick leave in excess of
three (3) consecutive workdays must be attested to by a medical certificate from a physician.

Bereavement

Funeral leave, not to exceed three (3) paid days, may be granted in the event of a death of an immediate family
member - parent, spouse, child, brother, sister, grandparent, and grandchild. If additional time is needed, an
employee may request annual leave. With respect to other relatives - uncle, aunt, nephew, niece, and cousin -
an excused absence with pay is granted not to exceed one (1) day. In other cases, an employee may request
annual leave.

Military

Employees absent on their annual two-week reserve or National Guard duty shall be considered on an excused
leave of absence and may elect one of the following options related to their pay:

« The employee may take their vacation and retain their military pay.

+ The employee may surrender their military pay to the ORGANIZATION, receive their regular salary
and take their vacation at a later date.

« The employee may take unpaid leave and retain their military pay.
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An employee called up to active duty is allowed an unpaid leave of absence to meet her/his military
responsibilities.

Upon honorable discharge from active duty, the employee will be allowed ninety days to apply for
reinstatement to her/his former job. The employee will be reinstated to the same job formerly held, with the
same duties, same level of pay, benefits and seniority had s/he not been on active military duty. Employee
benefits will not accumulate during the leave. The employee will be given a Consolidated Omnibus Budget
Reconciliation Act notice for election to continue insurances during the leave.

Jury Duty

Court leave is granted with pay when an employee has been summonsed for jury duty or as a witness on behalf
of the Town.

Leave without Pay

Leave without pay must be approved by the employee’s direct supervisor. The request should include starting
date, estimated duration, and purpose.

XIV. Benefits

The Town is committed to providing a flexible and cost-effective medical care, disability income, life insurance
and retirement program for all its full-time employees. The Town reserves the right, in its discretion, however,
to change the nature of the benefits offered to employees, or to change insurance carriers, deductibles,
premiums, or other features of any benefit. In addition, the Town may decide to discontinue one or more
benefits. Covered employees will be notified of such changes or discontinuations as soon as practicable.

Health Insurance

The Town provides all full-time employees with major medical, disability, and partial dental and vision
coverage. The Town pays the entire insurance premium for the full-time employee and 50% of the premium of
any dependents. The Town will provide coverage for part-time employees with 25 years of service up to age
65.

If an employee leaves employment with the Town, the Town will allow that individual to continue to carry
health insurance coverage through the Town for an additional sixty (60) days after their last day of employment
so long as they paid the entire cost of their health insurance premium.

Life Insurance
The Town provides full-time employees with a $50,000 life insurance policy.

Workers Compensation

The Town provides Workers Compensation through the State of Maryland, Injured Workers Fund. Coverage
limits are $100,000 for bodily injury by accident; $100,000 bodily injury by disease.
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Retirement

Any employee who works more than 500 regular hours during a fiscal year is enrolled in the Maryland State
Retirement and Pension System. All premiums are paid by the Town. An employee is eligible for full
retirement benefits according to the following table, from the Maryland State Retirement and Pension System:

Age Years of Service
55 30

62 5

63 4

64 3

65 or Older 2

No benefits are payable with less than two years of service. Employees become vested with the system after
ten (10) years of service. Benefits in the event of death are also payable under the Maryland State Retirement
and Pension System to the employee’s designated beneficiary. The employee’s designated beneficiary may
receive a lump-sum payment equal to the employee’s annual salary if death occurs before retirement OR opt for
monthly payments of benefits provided the employee was age 55 or older and had 15 years service or employee
was age 62 or older.

XV. Disciplinary Action

Terminations

Discharge may become necessary due to the employee's lack of ability or failure to fulfill the requirements of
the job. Discharges are always unpleasant and costly, and the decision to discharge is not made lightly. Advance
notice may or may not be given depending on the circumstance surrounding the termination.

All terminating employees will have an exit interview. The purpose of the interview is to be certain the reasons
for the employee's termination are not founded on a misunderstanding or erroneous situation and to solicit
information on what the employee understands of the company and the company benefits. The interview will
also cover what compensation the employee has coming and when termination of benefits will occur.
Employees are expected to turn in all property assigned to them at the time of termination.

Progressive Discipline

We believe it is important that all employees are treated fairly and that disciplinary actions are prompt,
consistent, and impartial. The 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.

Progressive discipline means that we will take these steps in the following order:
1. The first offense will call for a verbal warning;
2. The next offense will be followed by a written warning;

3. Another offense will lead to a suspension; and,
4. Repeated offenses will lead to termination of employment.
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If more than 12 months have passed since the last disciplinary action, the process will start over. Listed below
are some of the reasons which may be causes for disciplinary action, but disciplinary action is not limited to the
offenses listed below.

Failure to perform assigned duties properly

Insubordination (disobedience or refusal to perform assignments/duties)

Chronic or habitual absenteeism or lateness

Being absent without leave

Inefficiency

Violation of Town Ordinances, administrative regulations or department rules, policies, or procedures
Conviction of violation of law bearing on job performance

Inability to perform assigned duties properly

Refusal to be examined by a Town appointed medical professional when so directed
Conduct which is unbecoming of a Town employee

Violation of a posted safety, fire prevention, health, or security rule

L. Abuse of sick leave

M. Unsatisfactory performance evaluation

AErmOmEmUow

The following offenses shall result in immediate termination of employment:

A. Unauthorized use of, removal of, theft, or intentional damage to the property of the Town or another
employee, independent contractor, or customer

Giving false statements to any Town official or employee, or the public

Use, sale, or possession of illegal drugs on the job, on Town property, or in Town vehicles

Use, sale, or possession of alcohol on the job, on Town property, or in Town vehicles unless at a Town
function authorized by the Burgess and Commissioners.

Accepting an inducement to perform or fail to perform

Falsification of Town records (e.g. hours worked)

A false statement in an employee’s application for employment

Under the influence of an illegal drug, a controlled dangerous substance, or alcohol while on the job
Dishonesty or theft

Endangering the safety of or causing injury to other personnel or the public

Weapons or firearms

oaw
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By using progressive discipline, we hope that most employee problems can be corrected at an early stage,
benefiting both the employee and Town of Middletown.

Discipline and/or discharge may result for many reasons including, but not limited to, inappropriate behavior
and/or unsatisfactory performance. Inappropriate behavior is defined as including, but not limited to,
misbehavior on the job, refusal to do work reasonably expected, wrongful use of or taking of agency property,
conviction of a felony, and violation of any policies or practices of the Town.

Unsatisfactory performance means failure of an employee to meet performance standards, to complete tasks in a
timely, competent way, or to maintain an adequate attendance record. Uncooperative behavior or negative
attitudes that affect the work or morale of others may result in termination. At the discretion of the Burgess, any
staff member facing termination for unsatisfactory performance may be given the option to resign as described
in the above section under "Resignation."
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XVI. Employee Appeals

Town employees have the ability to appeal the following items to the Burgess and Commissioners for their
consideration:

e Termination

The decision of the Burgess and Commissioners shall be final.

XVII. Social Media

Employee Conduct

Every effort will be made to keep interactions on Social Media factual and accurate and strive for transparency
and openness in any interaction. When possible, links to credible sources of information will be provided.

Any communication that is later found in error will be publicly corrected.

Comments posted by Town of Middletown employees on their personal social media sites regarding Town of
Middletown matters must specify the following statement “the postings on this site are my own and do not
reflect or represent the opinions of the Town of Middletown for which [ work”.

XVIILI. Ethics

Code of Ethics for Public Officials and Employees

It is the policy of the Town that no official or employee shall have any interest, financial or otherwise, direct or
indirect; engage in any business transaction or professional activity; or incur any obligation of any nature which
is in substantial conflict with the proper discharge of his or her duties in the public interest. Outside
employment must be disclosed and submitted to the Town for determination if a conflict exists.

To implement this policy and strengthen the faith and confidence of the people of the Town in their
government, there is enacted a code of ethics setting forth standards of conduct required of town officials and
employees in the performance of their official duties. It is the intent of the Town that this code shall serve not
only as a guide for the official conduct of public servants in this Town, but also as a basis for discipline of those
who violate its provisions.

It is the policy of the Town that public officials and employees are agents of the people and hold their positions
for the benefit of the public. They are bound to uphold the Constitution of the United States and the State
Constitution and to perform efficiently and faithfully their duties under the laws of the federal, state, and local
governments. Such officials and employees are bound to observe, in their official acts, the highest standards of
ethics consistent with this code and the advisory opinions rendered by the State Commission on Ethics with
respect hereto regardless of personal considerations, recognizing that promoting the public interest and
maintaining the respect of the people in their government must be of foremost concern.
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Anti-Harassment Policy

We expect all employees to be treated with fairness, respect, and dignity. This includes customers and vendors as well as
employees. Accordingly, any form of harassment based on an individual's race, color, sex, religion, national origin, age or
disability is a violation of this policy and will be treated as a disciplinary matter.

The term harassment includes slurs and any other offensive remarks, jokes, graphic material, or other offensive verbal,
written, or physical conduct. Unwelcome sexual advances, requests for sexual favors, and any other unwelcome,
unbecoming verbal or physical conduct will not be tolerated and is not a condition of employment.

Neither submission to nor rejection of such conduct will be used as a basis for employment decisions. We are committed
to maintaining a safe and healthy work environment and take all appropriate health and safety precautions consistent with
current medical knowledge. Employees may not refuse to work with or cooperate with, withhold services from or
otherwise harass, intimidate, degrade or isolate a co-worker because of a known or suspected disability or disease, or
because of a co-worker's association with a person with a disability or disease. Any employee who believes that he or she
has been subject of harassment shall immediately report the conduct to Town Administrator. If the employee believes that
he or she has been the subject of harassment by the Town Administrator, then it shall be reported to the Burgess.

All complaints will be promptly investigated and all matters will be handled expeditiously, confidentially, and in a
professional manner so as to protect the offended individual and other individuals providing relevant information. Upon
completion of a thorough investigation by the Town Administrator (or Burgess if need be), prompt and appropriate action
will be taken. There will be no retaliation against anyone for stepping forward with a concern regarding any type of
harassment. All employees are to cooperate with any investigation into a harassment complaint. False accusations of
harassment cause harm to innocent people and such conduct will not be tolerated.

All steps necessary to prevent any form of harassment from occurring will be taken. All supervisors and managers are
informed of this policy and have been instructed as to what constitutes proper and improper behavior. The Town is
prepared to promptly take steps necessary to enforce this policy. Violations of this harassment policy will result in
disciplinary action, up to and including discharge.

15



Employee Acknowledgement of Town Personnel Policy / Employee Handbook
Approved by the Burgess and Commissioners on March 11, 2019,

I acknowledge that I have read and understood and received a copy of the policies outlined in this copy of the

Town of Middletown Personnel Policy. I understand that these policies provide only a general reference and
are not a full statement of Town’s procedure nor are they a contract

Employee signature Date

Employee Name (Printed)
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Middletown

MEMORANDUM

DATE: December 1, 2021

TO: Burgess and Commissioners, Planning Commission
CC: Andrew J. Bowen, Town Administrator

FROM: Cindy Unangst, Staff Planner

SUBJECT: 2022 Joint Meeting Workshop Dates

Below are potential dates for the Joint Meetings between the Town Board and Planning
Commission for 2022 based on the premise that they are held on the first Monday of the month
in the months where there is a week between the Town Board workshop and the Town Board’s
first meeting:

Monday, February 7, 2022 6:30PM
Monday, March 7, 2022 6:30PM
Monday, June 6, 2022 6:30PM
Monday, November 7, 2022 6:30PM
Monday, December 5, 2022 6:30PM Tentative

These workshop dates will be reflected on the Town’s website calendar.
If you should have any questions, please do not hesitate to contact Drew at 301.371.6171 or by e-
mail at abowen(@ci.middletown.md.us.






