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Town of Cape Charles 
 

APPENDIX B 
 

Site Plan Ordinance 
 
Section 1     Purpose of Article 
 
The purpose of these requirements is to provide for the orderly development of certain 
activities in the Town and to ensure that such activities are developed in a manner 
harmonious with surrounding properties and in the interest of the general public 
welfare.  To achieve these ends and to assure compliance with all applicable 
requirements of this chapter, site plans for certain uses of land shall be submitted to and 
reviewed by the Zoning Administrator. 
 
Section 2     Developments and Uses Requiring a Site Plan 
 
A. All development which exceeds 2,500 square feet of land disturbance, including 

single-family residential development, shall submit either a plot plan or site plan 
prior to the initiation of the development process.  Land-disturbing activities shall 
not include minor activities such as home gardening, individual home 
landscaping, and home maintenance, nor shall it include access or staging areas 
provided they do not result in land disturbance. 

 
B. Any changes to an existing multi-family, commercial, and industrial use that 

increase the improved square footage by more than 100 square feet or as 
deemed necessary by the Zoning Administrator or increase the number of units 
within the previously approved site plan. 

 
C. Churches, church schools, public and private schools, hospitals, nursing homes, 

and government offices. 
 
Section 3     Procedures for Preparation 
 
A. Site plans or any portion thereof involving engineering, architecture, landscape 

architecture, or land surveying shall be certified by an engineer, architect, or 
land surveyor authorized by the Commonwealth to practice as such. 

 
B. Site plans shall be prepared to a scale of not more than one inch equals 100 feet 

(1" = 100') or other scale acceptable to the administrator. 
 
C. A site plan may be prepared in one or more sheets to show clearly the 

information required by the Article and to facilitate the review and approval of 
the site plan.  If prepared in more than one sheet, match lines shall clearly 
indicate where the several sheets join. 
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D. All horizontal dimensions shown on the site plan shall be in feet and decimal 
fractions to a foot to the closest one-hundredths of a foot (.00), and all bearings 
in degrees, minutes, and seconds to the nearest ten seconds. 

 
E. Every site plan shall show the name and address of the owner or developer, the 

north point, the date, the scale of drawing, and the number of sheets.  In 
addition, it shall reserve a blank space at least three inches wide and five inches 
for the approving authority. 

 
F. Six copies of the site plan shall be submitted to the Zoning Administrator for 

administrative review. 
 
Section 4     Required Information 
 
A. Plot Plans.  One copy of a plot plan, drawn to scale, for individual single-family 

dwellings or accessory structures for single-family residences or for commercial 
development which results in a land disturbance less than 5,000 square feet and 
which will result in an area of impervious surface of less than 16 percent of any 
lot or parcel shall be submitted to the Zoning Administrator for review and 
approval.  Any encroachment into an RPA shall require an applicant to prepare a 
site plan as outlined in Subsection B below including the submission of a water 
quality impact assessment in accordance with Subsection 7.11 of the Chesapeake 
Bay Preservation Ordinance. 

 
1. At a minimum, the plot plan shall be drawn to scale and contain the 

following information: 
a. a boundary survey of the site drawn to scale or site drawing 

showing the north arrow and property line boundaries and 
distances; 

b. area of the lot/parcel; 
c. location, dimension, and use of proposed and existing structures 

including marine and temporary structures.  In the case of 
temporary structures, the date when the structures will be 
removed must be indicated; 

d. location of all building restriction lines, setbacks, easements, 
covenant restrictions, and rights-of-way; 

e. dimensions and location of all existing driveways, parking areas, 
or other impervious surfaces; 

f. limits of clearing and grading; 
g. specifications for the protection of existing trees and vegetation 

during clearing, grading, and all phases of construction; 
h. location of Resource Protection Area (RPA) boundary, as specified 

in Subsection 7.4.A of the Chesapeake Bay Preservation 
Ordinance, including any additional required buffer areas; 

i. location of all erosion and sediment control devices; 
j. amount of impervious surface proposed for the site. 
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B. A site plan shall be required for any single-family, residential, or commercial 
development which results in 5,000 square feet or more of land disturbance or 
for any multi-family or industrial development or for development specified in 
Subsections 2.B and 2.C or for any other development deemed necessary by the 
Zoning Administrator.  All site plans shall contain the following information: 

 
1. Location of the tract by an insert map at a scale of not less than one inch 

equals two thousand feet (1" = 2,000'), unless otherwise acceptable to 
the administrator, indicating the scale, the north arrow, and such 
information as the names and numbers of the adjoining roads, streams 
and bodies of water, railroads, subdivisions, or other landmarks sufficient 
to clearly identify the location of the property. 

2. A boundary survey of the tract by bearings and distances certified by a 
licensed land surveyor. 

3. Certificate signed by the surveyor or engineer setting forth the source of 
title of the owner of the tract and the place of record of the last 
instrument in the chain of title. 

4. All existing property lines; existing streets and easements, their names, 
numbers, and width; the location and sizes of existing sanitary and storm 
sewers, gas lines, water mains, culverts, and other utilities and their 
easements; existing buildings; existing watercourses, waterways, or lakes 
and their names; and other existing physical features in or adjoining the 
project. 

5. Existing zoning and zoning district boundaries on the property in question 
and on immediately surrounding properties, including all Resource 
Protection Area and Resource Management Area boundaries, and present 
use of adjoining tracts. 

6. Existing topography with a maximum of two-foot contour levels.  Where 
existing ground is on a slope of less than two percent, either one-foot 
contours or spot elevations where necessary but not more than fifty feet 
apart in both directions. 

7. The location, dimensions, and materials proposed for the construction of 
proposed streets, alleys, driveways, and the location, type, and size of 
vehicular entrance(s) to the site. 

8. The location and amount (in square feet) of all existing and proposed 
impervious surface including but not limited to all off-street parking, 
loading spaces, and walkways.  The type of surfacing, size, angle of 
stalls, width of aisles and a specific schedule showing the number of 
parking spaces provided should also be indicated. 

9. All proposed water and sanitary sewer facilities indicating all pipe sizes, 
types, and grades and where connection is to be made to town or to 
other utility system; all proposed gas lines and other utilities and their 
easements. 

           10. The proposed location, general use, number of floors, height and floor 
area for each building, accessory and main, and where applicable, the 
number, size, and type of dwelling units. 

           11. Proposed finished grading by contours supplemented where necessary by 
spot elevations. 
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           12. The location, sizes, types, and grades of ditches, catch basins, and pipes 
and connections to existing drainage system. 

           13. Provisions for the adequate control of erosion and sedimentation 
indicating the proposed temporary and permanent control practices and 
measures that will be implemented during all phases of clearing, grading, 
and construction. 

           14. Delineation of any floodplain limits. 
           15. Location, type, size, and height of fencing, retaining walls, and screen 

planting where required under the provisions of the chapter. 
           16. A landscape plan, drawn to scale, delineating dimensions and distances 

and the location, type, size, and description of all existing and proposed 
plant materials.  Any required buffer area and all existing trees on site six 
inches or greater DBH shall be clearly shown on the landscape plan.  
Where there are groups of trees, stands may be outlined instead.  Trees 
to be removed to create a desired construction footprint shall be clearly 
delineated on the plan.  The landscape plan will include specifications for 
the protection of existing trees and buffer areas during clearing, grading, 
and all phases of construction. 

           17. The location and dimensions of proposed recreation, open space, and 
required amenities and improvements including details of disposition. 

           18. A storm water management plan to include maps, graphs, tables, 
narrative descriptions, and citations to support references as appropriate 
to communicate the information required by the Town Code.  At a 
minimum, the storm water management plan shall contain:  (a) location 
and design of all planned storm water control devices; (b) procedures for 
implementing non-structural storm water control practices and techniques 
as applicable; (c) pre- and post-development non-point source pollutant 
loadings with supporting documentation of all utilized coefficients and 
calculations; and (d) for facilities, verification of structural soundness 
including a Professional Engineer or Class IIIB Surveyor Certification.  All 
engineering calculations must be performed in accordance with 
procedures outlined in the current edition of the Local Assistance Manual, 
the Virginia Erosion and Sediment Control Handbook, or the Virginia 
Department of Transportation Drainage Manual. 

 
B. All features and elements of the site plan required by this Article shall in all 

respects conform to all applicable provisions and standards of the Code of 
Virginia and this Code, including, but not limited to:  The Cape Charles 
Comprehensive Zoning Ordinance, Subdivision Ordinance, Erosion and Sediment 
Control Ordinance, or any PUD zoning ordinance approved by Town Council. 

 
Section 5     Procedure for Processing 
 
A. All applicants for site plan review shall submit to the Zoning Administrator a site 

plan for the proposed development.  The site plan review fee, as established by 
the Council, shall be paid at this time. 
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B. The Zoning Administrator shall review all site plans which are submitted to him 
pursuant hereto.  The administrator shall check the site plan for general 
completeness and compliance with all applicable requirements.  The 
administrator shall circulate the site plan to the relevant town departments, 
agencies, and officials for written comments as to the proposed development’s 
conformance to all applicable standards and requirements and whether approval 
of the site plan is recommended. 

 
C. Except under abnormal circumstances, within 45 days from the receipt of the site 

plan in his office, the Zoning Administrator shall approve, approve subject to 
conditions, or disapprove the site plan and notify the applicant in writing of the 
action taken.  If the site plan is denied approval, the administrator, in notifying 
the applicant of the decision, shall set forth in detail the reasons for the denial, 
which shall be limited to any defect in form or required information, any violation 
of any provision or standard of this chapter or any other ordinance, or the 
inadequacy of any utility and shall state any changes which would make the site 
plan acceptable. 

 
Section 6     Time for Obtaining Building Permit After Approval; Extension of 
Time 
 
Approval of a site plan submitted under the provisions of this Article shall expire five 
years after the date of such approval unless building permits have been obtained for 
construction in accordance therewith.  A single one-year extension may be given upon 
written request by the applicant to the Zoning Administrator and Town Manager made 
within ninety days before the expiration of the approved site plan.  The Zoning 
Administrator and Town Manager shall acknowledge the request and shall make a 
decision regarding the requested extension within thirty days after receipt of the 
request. 
 
Section 7     Revision of Site Plan; Waiver of Requirements of Article 
 
The Zoning Administrator may approve minor revisions to an approved site plan, 
providing that Town requirements and specifications are not affected.  Major revisions 
shall require that a new site plan be drawn, and the review and approval process begun 
anew.  Any revision to an approved site plan that does not change the proposed use and 
which exceeds the ordinance requirements of the previously approved plan shall be 
approved by the Zoning Administrator. 
 
Section 8     Appeals 
 
Any applicant aggrieved of any decision of the Zoning Administrator on a site plan 
review may, within ten days of such decision, appeal to the Town Council.  The Town 
Council shall act upon such an appeal by the owner at its next regularly scheduled 
meeting.  The applicant may appeal Town Council’s decision to the Northampton County 
Circuit Court as provided by law. 
 
Section 9     Building Permits to Comply with Site Plans 
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No permit shall be issued for any structure in an area covered by the site plan that is 
required under the provisions of this Article in conformity to such a plan which has been 
duly approved or revised as provided in Section 7. 
 
Section 10     Agreement and Bond for Construction of Certain Improvements; 

Establishment of Fees for Examination and Issuance of Building 
Permits 

 
A. Prior to the issuance of any building permits for which an approved site plan is 

required, there shall be executed by the owner, developer, or their contractor, an 
agreement to construct the agreed-upon physical improvements that are located 
within the public right-of-way or public easements in a form approved by the 
Town.  Such agreements shall be in accordance with this ordinance and be 
accompanied by a letter of credit, escrow, or a bond with surety acceptable to 
the Town (hereinafter “security”) in the amount of the estimated cost of the 
required physical improvements as determined by the town departments, 
divisions, or agencies responsible for such improvements. 

 
B. Such security shall remain in force until the completion of the secured 

improvements within the public right-of-way or public easements shown on the 
approved site plan.  Such security shall be partially and proportionally released 
within thirty days of receipt by the Town of written notice from the contractor 
certifying completion of a distinguishable part of the secured improvements.  If 
the Town notifies the contractor in writing of any defects or deficiencies in the 
secured improvements within this 30-day period, then corrective measures must 
be taken by the contractor prior to any partial or complete release of the 
security. 

 
C. Such security shall be with a firm or bank acceptable to the Town Manager which 

approval shall not be unreasonably withheld. 
 
D. “Best Management Practices” imposed by these regulations that require regular 

or periodic maintenance in order to continue their function shall be regulated by 
a maintenance agreement submitted to the Town by the owner, developer, 
homeowner association, or other entity responsible for said BMPs and, where 
approved by the Town, shall run with the land and be binding upon the entity 
that assumes responsibility for said BMPs. 

 
Section 11     Compliance with Approved Site Plan 
 
A. Unless otherwise specifically provided in this chapter, the construction standards 

for all offsite improvements and site improvements required by this Article shall 
comply with approved site plan. 

 
B. Inspections during the installation of the offsite improvements and required 

onsite improvements shall be made by the department responsible for such 
improvements as are required to certify compliance with the approved site plan. 
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C. The owner shall notify the Town Manager in writing three days prior to the 

beginning of all street or storm sewer work shown to be constructed on the site 
plan. 

 
D. The owner or owner’s contractor shall provide adequate supervision on the site 

during the installation of all required improvements within the public right-of-way 
or public easements and have a responsible superintendent or foreman, together 
with one set of approved plans, profiles, and specifications, available at the site 
at all times when work is being performed. 

 
E. Upon satisfactory completion of the installation of the required improvements, 

the owner shall receive a certificate of approval from the Zoning Administrator.  
The Town Manager will authorize the release of any bond which may have been 
furnished for the guarantee of satisfactory installation of such improvements or 
parts thereof upon notice by the Zoning Administrator that the improvements 
have been satisfactorily completed. 

 
F. The installation of improvements as required in this Article shall in no case serve 

to bind the Town except such improvements for the maintenance, repair, or 
operation thereof, but such acceptance shall be subject to the existing 
regulations concerning the acceptance of each type of improvement.  Upon 
acceptance, the Town shall assume all ownership, maintenance, and repair 
obligations of the dedicated improvements. 

 
Section 12     Occupancy Certificates 
 
A final occupancy permit may be issued for any appropriately completed building or part 
of building located in a part of the total area of an approved site plan, such part of the 
total area to be known as a section provided that: 
 

1. The other onsite construction and improvements included in the approved 
site plan for the section have been completed and have been inspected 
and accepted by the Zoning Administrator, the Town Manager, and the 
county health officer or their agents. 

 
2. The offsite improvements related to and necessary to service the section 

has been completed, inspected, and accepted by the Town Manager or 
his agents, or the developer has provided surety acceptable to the Town. 

 
 
This ordinance was adopted by the Town Council of Cape Charles, Virginia, on July 14, 
1992, amended July 11, 1995, and ratified and confirmed on June 16, 1997. 
 


