TOWN OF SANGERVILLE - PERSONNEL POLICY
Amended March 27, 2024

GENERAL PROVISIONS
1)  PURPOSE

The following guidelines have been established by the Board of Selectmen to ensure the orderly,
uniform and fair system of personnel administration. This Personnel Policy and any following
modifications shall replace all previous policies and rules. Any portion of this Personnel Policy
that is inconsistent with a particular employee’s contract of employment shall not apply to that
employee. The Board of Selectmen may adopt guidelines specific to certain positions when
necessary to provide for the overall needs of the town and/or department.

2) EQUAL EMPLOYMENT OPPORTUNITY

The Town of Sangerville is committed to providing equal employment opportunities for all
persons making application for employment to the Town and for equal treatment and
advancement opportunities for its employees. Sangerville, therefore, sets forth a policy of non-
discrimination in hiring, employment, and personnel actions based upon religion, age, sex,
sexual orientation, marital status, race, color, ancestry, national origin, physical or mental
handicap.

3) HARASSMENT AND UNLAWFUL DISCRIMINATION

It is the policy of the Town of Sangerville that all employees have the right to work in an
environment free of illegal discrimination, which includes freedom from sexual harassment. The
Town will not tolerate any form of sexual harassment by Supervisors, co-workers, members of the
general public or other visitors to the workplace.

Sexual Harassment is outlined in the EEOC Sexual Discrimination Guidelines and the Maine
Human Rights Act.

Supervisors and managers are responsible for monitoring behavior which could be construed as
harassment and for initiating necessary action to eliminate such behavior. Any employee who
believes that he or she has been the victim of sexual harassment, or any other kind of harassment
or discrimination, or who has knowledge of that kind of behavior, should immediately report the

matter to the Town Manager

The Town Manager, or designee, will immediately investigate any complaints and take
disciplinary action if warranted.

4) WHISTLEBLOWER PROTECTION

The Town of Sangerville strives to conduct its business with integrity and in strict compliance
with all applicable federal, state and local laws and regulations. Accordingly, any employee is
encouraged to bring to the attention of the employee’s supervisor or the Town Manager any
actions of town officials or employees that the employee believes may be improper. The Town
will not retaliate against any employee who makes a report in good faith to the employee’s
supervisor, the Town Manager or a regulatory body.
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5) EMPLOYMENT APPLICATION

Applications for employment must be submitted on forms prescribed by the Town, when
requested. Such forms may require whatever information is deemed necessary and all
applications must be signed by the applicant. Applications and resumes shall only be accepted
during the time set forth in the announcement of the vacancy.

6) PHYSICAL EXAMINATIONS

Pre-employment physical examinations may be required for those employees whose positions
require them to perform physical labor. The Town will be responsible for the costs of the
required physical exams if performed by a physician designated by the Town. Employees who
have had a physical exam within the past year may be exempted from this policy, providing that
they furnish a copy of the doctor’s report.:

7)  PROBATION

All new employees will serve a six-month probationary period. All full-time employees will be
allowed all Town benefits while serving their probationary period. At any time during the
probationary period the Town may terminate employment on a “no-fault basis” which will
require neither a hearing nor a determination of cause. On a rare occasion, the Town may deem
it necessary to extend the probationary period for an additional three months, however, both
parties must agree to the extension in writing. Employees who are promoted or move into
another position for the town will be considered a new employee in that position and will serve a
six- month probationary period in that position. Upon successful completion of the probationary
period, all employees will be assigned to one of the following classifications.

8) TYPES OF APPOINTMENTS

A. FULL TIME EMPLOYMENT - A full time employee works full time and on a
continuing, indefinite basis. He/she is subject to all personnel policies and receives all
benefits and rights as provided by these policies.

B. PART-TIME EMPLOYMENT - A part-time employee works less than 30 hours per
week. He/She is not eligible for any employment benefits such as retirement, health
insurance, or seniority. He/she is subject to all personnel and department rules and
regulations.

C. SEASONAL OR TEMPORARY EMPLOYMENT -A seasonal or temporary
employee works the normal work week or less, but for a limited period of time, typically
less than four months. He/she is not eligible for any employment benefits such as
retirement, health insurance, accrual of sick leave and vacation time, or seniority. He/she
is subject to all personnel rules and regulations.

D. VOLUNTEER - A volunteer does not receive any compensation other than

reimbursement for out-of-pocket expenses. Volunteers are subject to all personnel and
department rules and regulations and are not eligible for any employment benefits.
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E. ON-CALL -On-call denotes and employee who is subject to being called in arbitrarily
and/or on short notice (such as firefighters). The on-call employee is one that electively
responds to work needs regardless of time or day of the week. He/she shall be paid a
stipend on a per-call basis as set by the Board of Selectmen. On-call employees are not
entitled to benefits as outlined in this policy. They are, however, subject to the personnel
policy rules and regulations.

9) PROMOTION

Present employees shall be given consideration in filling a vacancy, but it is recognized, from
time to time, the good of the service will require that a vacancy be filled from outside the service.

10) COMPENSATION
All Employees- All compensation is subject to annual budget approval. All employees
of the Town shall be compensated upon their range of duties, responsibilities, and level of work
performed, as established by the Town Manager.
A. Fire Department
a. Fire Chief- Stipend and per-call stipend will be set by the Board of
Selectmen and paid biannually (June 30" and December 31°)
b. Officers- Eligibility, officer stipend and per-call stipend as set by the
Board of Selectmen and paid biannually (June 30" and December 31%)
c¢. Firefighters-A call attendance/participation rate of greater than or
equal to 25% of calls is required to earn compensation.
-Stipend calculated on a per-call attendance formular as set by the
Board of Selectmen calculated and paid biannually (June 30™ and
December 31%).

- Mandatory training will be compensated (per training) at the
current stipend rate based on greater than or equal to 25% call
participation/attendance. Firefighters are required to have 24 hours
of training per year.

Duties of the Fire Department Officers:

A) Fire Chief: The fire chief is the highest-ranking officer in the fire department. He or
she is directly responsible for the efficient operation of the fire department and
firefighter activities. Also serves as the town fire warden.

B) Deputy Chief: Assumes Chief duties in time of absence.

C) Assistant Chief: Serves as training officer.

D) 1%t Captain: Completes regular checks of the apparatus and assures trucks are back
in service after each call.

E) 2", Captain: Completes regular checks of the apparatus and assures trucks are back
in service after each call.

F) 1% Lieutenant- Completes regular checks of the breathing apparatus and assures
SCBA are back in service after each call.

G) 2", Lieutenant- Completes regular checks of the breathing apparatus and assures
SCBA are back in service after each call.

B). Hourly Employees
An annual cost of living adjustment of no more than 2% may be given to
hourly employees at the Town Manager’s discretion. Any amount greater than 2%
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must be discussed with and approved by the Board of Selectmen in advance. The
cost of living adjustment will take effect for all hourly employees on May 1.

Merit increased for hourly employees will be based on an employee’s
annual performance evaluation and awarded on the employee’s anniversary date.
The Town Manager will see prior approval of the Board of Selectmen for all merit
increases.

(). Contractual Employees
Cost of living adjustment and/ or merit increase for the contractual i.e

Town Manager, will be based on annual performance evaluation and granted at
the discretion of the Board of Selectmen.

11) TRAINING

The Town will attempt to make opportunities available to employees within the constraints of the
Town budget for the further development of specific skills and expertise deemed of mutual
benefit to employee and the Town. Approval of staff development involving expenditure of
funds must be obtained from the Department Head, Town Manager and Board of Selectmen.
Reimbursement for costs for required tuition relating to approved continuing education course
work shall be made on a case-by-case basis. The Town Manager must approve training required
by the State of Maine or Federal Government.

12) TIMESHEETS

A weekly time sheet shall be completed by.every employee and submitted to the employee’s
Supervisor for approval. Every employee shall keep accurate record of their time, to include
vacation, sick and compensatory time used. No employee shall be paid for lunch breaks, but are
entitled to a fifteen (15) minute break in the morning and in the afternoon.

Intentional falsification of any payroll records or timesheets may be just cause for disciplinary
action, up to and including dismissal.

Employees shall be at their respective places of work at the appointed starting time. All
departments shall keep daily attendance records and furnish the records to the Town Manager on
request. In the event of a necessary absence, it is the responsibility of the employees to inform
their department head of the reason for the absence within a reasonable amount of time or before
the employee is expected to report to work. If a department head is to be absent from work
he/she is expected to inform the Town Manager prior to the start of the workday

13) OVERTIME

A. HOURLY NON-EXEMPT EMPLOYEES — Occasional overtime work in excess of
forty hours per week shall be compensated at the rate of 1 5 times the regular hourly rate
or, upon mutual agreement in writing, by compensatory time off at the rate of 1 % hours
of CTO for each hour of overtime work.
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B. SALARIED EXEMPT EMPLOYEES - It is understood that all salaried positions are
paid on the basis of job responsibility of the person filling the position to accomplish the
work assigned to the position regardless of hours required to do the work. To the extent
possible and subject to the approval of the Town Manager, exempt employees may be
permitted to adjust their schedules to compensate for periods when they work an
extraordinary number of hours.

14) HOLIDAYS

The Town has adopted the State of Maine holiday schedule for full-time employees. If a regular
holiday falls on a Sunday, the following Monday is considered a holiday; if on Saturday, the
preceding Friday, unless otherwise regulated by law. Part-time employees who have attained one
year of service are eligible to receive regular pay during holidays when the holiday falls on the
employees regularly scheduled workday.

HOLIDAY SCHEDULE-

NEW YEARS DAY M.L. KING DAY PRESIDENTS’ DAY
PATRIOTS’ DAY MEMORIAL DAY INDEPENDENCE DAY
LABOR DAY COLUMBUS DAY VETERANS DAY

THANKSGIVING DAY DAY AFTER THANKSGIVING  CHRISTMAS DAY
DAY BEFORE/AFTER CHRISTMAS DAY

15) DISCIPLINARY ACTION

The Town has a policy of progressive discipline for employees, which means that repeated
instances of poor job performance or misconduct will be subject to progressively more severe
sanctions, which may include oral warnings, written reprimands, suspension with or without pay,
demotion or dismissal. Progressive discipline does not mean that the initial disciplinary response
to unsatisfactory job performance or misconduct will always be the same. Serious job
performance problems or misconduct such as, but not limited to, dishonesty, violence or theft,
may result in more severe disciplinary sanctions, up to and including dismissal, even on the first

occurrence. :

The Town Manager shall have the authority to take necessary disciplinary action which may
include such remedies as oral warnings, written reprimands, suspension with or without pay,

demotion or dismissal.

Before making a final decision to suspend without pay for more than two (2) days, demote or
dismiss an employee, the Town Manager or designee shall hold an informal hearing. The
employee shall be given written notice of the proposed disciplinary action and the reasons
therefore in advance of the hearing. The employee shall have the opportunity at the informal
hearing to respond to the reasons and to present reasons why the employee believes the
discipline or discharge is not justified. A prior informal hearing shall not be required when in the
judgment of the Town Manager the employee’s conduct or job performance creates an
immediate threat of injury to the employee, any other Town employee, or members of the public,
or is otherwise detrimental to the Town, provided that the employee shall be suspended with pay
until such time as an opportunity for an informal hearing is offered.
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Should an employee be dissatisfied with the Town Manager’s decision with respect to
suspension without pay for more than two (2) days, demotion or dismissal, the employee may
file an appeal of the decision to the Board of Selectmen. The appeal shall be in writing and shall
be filed with the Town Manager within seven (7) days of the decision. The appeal shall set forth
the relief sought. The Board of Selectmen shall conduct a hearing on the matter within fourteen
(14) days of receipt of the appeal. The Board shall render a written recommendation based on its
findings within seven (7) days from the conclusion of the hearing.

16) JOB PERFORMANCE EVALUATION

Employee performance evaluations shall be in writing utilizing a standard form and shall be
made part of the employee’s personnel file. In all cases, the evaluations will be discussed with
the employee by the Supervisor and signed by both parties. A copy will be kept in the personnel
file.

1. Probationary employees shall be evaluated prior to the conclusion of their probationary
period. The Supervisor shall recommend to the Town Manager whether the employee
should be retained.

2. Commencing with the employee’s anniversary date, performance evaluations shall be
conducted annually.

17) PERSONNEL RECORDS

Appropriate records will be maintained for each employee of the Town. Any employee may
review his/her records, between the hours of 8:30 a.m. and 4:45 p.m., Monday through Friday.

An employee that wishes to look at his/her file(s) may make an appointment with the Town
Manager. The file(s) can be examined on the premises. Employees may not remove anything
from nor add to anything in the file(s). Additions may be placed in the file(s) upon written
request and with the approval of the Town Manager.

18) POLITICAL ACTIVITY

Due to the nature of the employees as the servants of local government, it is expected that
employees would act with discretion in regard to their activities in politics at any governmental
level. Political activities including running for office, working on campaigns, circulating
petitions, etc., should be discussed with the Manager before they are undertaken. This rule is not
to be construed to prevent the Town employees from becoming, or continuing to be, members of
any political organization, from attending political organization meetings, from expressing their
views on political matters, or from voting with complete freedom in any election.

19) LAY-OFFS

An employee may be laid off for lack of work, lack of funds, reductions in staff, or other
legitimate reasons. All employees shall be furnished a written statement setting forth the reasons

for the lay-off.

Full-time employees shall be given one (1) week notice before the effective date of the lay-off.
Employees who are not full-time and full-time employees who have not completed the
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probationary period may be laid off at any time without recourse to the grievance procedures set
forth in this Policy.

20) RESIGNATION

An employee may resign by submitting in writing a notice of intent. The Town requests two
weeks notice in advance of termination. Failure to submit two weeks notice in writing may be
cause for denying future employment with the Town.

21) GRIEVANCE PROCEDURE

The grievance procedures below are intended to provide full opportunity for employees to bring
to the attention of management; complaints, grievances, or situations that the employee feels
need either adjustment or information. It is the intent and desire of the Town to adjust
complaints or grievances informally as problems arise. However, it is recognized that there will
be matters which can only be resolved by a formal grievance. A grievance by an employee shall
in no way affect the employee or his/her future employment with the Town. In order to insure
the employee of a method in which he/she may obtain review of his/her particular grievance
rapidly, fairly and without reprisal, the following steps are provided:

Step 1: The aggrieved employee shall, within ten (10) working days of the incident discuss and
explain any problem he/she may have orally with his/her department head. If necessary, his/her
immediate department head may consult with others in an effort to achieve a prompt satisfactory
adjustment of the matter. The department head will make a decision and notify the employee of
the decision within ten (10) days after discussion.

Step 2: If the aggrieved employee feels that the matter has not been settled to his/her
satisfaction by his/her department head, he/she then may submit the matter in writing to the
Manager within ten (10) days from receipt of the decision of his/her department head. The
Manager shall schedule a meeting within ten (10) working days after receipt of the grievance
from the employee and the Manager shall give his/her written decision on the matter within ten
(10) days after the meeting.

Step 3: If the aggrieved employee feels that the matter has not been settled to his/her
satisfaction by the Manager, he/she then may submit the matter in writing to the Board of
Selectmen within ten (10) days from the receipt of the decision of the Manager. The Board of
Selectmen shall call and conduct a hearing of all parties involved within thirty days after
submission of a grievance to it. The Board of Selectmen shall provide the employee with a
written decision within fourteen (14) days of the hearing. The Town may designate the Board of
Appeals instead of the Board of Selectmen as the committee to hear grievances by amendment of
the Board of Appeals Ordinance.

22) PERSONAL TIME:
1. Each regular full-time hourly and salaried employee is credited with five (5) days of

personal time for the year of his/her employment with the Town. Only 8 hours of
unused personal time may rollover to the next year. This is time that must be used for
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sickness or as personal time off. No one will be paid for unused personal time at the

time of their departure from the Town.

2. Any employee who needs to use sick/personal leave must notify his/her department
head of their illness/personal time use prior to or at the normal day’s starting time.
Failure to notify will result in loss of that day’s sick/personal time pay.

23) SICK LEAVE

1) SALARIED EXEMPT EMPLOYEES - Salaried exempt personnel and employees who
work more than 30 hours per week on a regular basis will be provided with a Town-funded
income protection benefit in the amount of the difference between any Town-provided
disability insurance and their regular wages for up to six months of continuous sick leave

subject to the following conditions:

A. Sick leave in excess of five (5) consecutive working days must be substantiated by a

doctor's certificate.

B. The employee must apply for all insurance benefits available to him/her.

C. If the employee does not receive income protection benefits under a Town-provided
insurance policy during his/her sick leave or if the benefits received under such a policy
are less than the employee’s regular wages, he/she will be paid from his/her Personal
time account the difference between the insurance benefits and his/her regular wages.

D. No salaried exempt employee shall receive any payment in lieu of any unused personal

time benefits.
E. An extension of the sick leave entitlement may only be granted by a majority vote of the

Board of Selectmen.

24) VACATIONS

The Town offers paid vacations in accordance with the formula below:

REGULAR FULL-TIME SALARIED AND REGULAR FULL TIME HOURLY
NONEXEMPT

One Year 5 working days
After Three Years 10 working days
After Nine Years 15 working days

Yearly intervals are calculated based on date of hire rather than calendar year.

months of being earned. No one will receive pay in lieu of vacation time.

In the event of separation from employment, employees may be paid for accrued unused
vacation time in no case to exceed Five (5) weeks.

25) FAMILY MEDICAL LEAVE

The Family & Medical Leave Act (29 U.S.C. §2601 et seq.) is a federal law that requires unpaid
leave for employees who have worked for the Town for at least twelve (12) months and at least
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1,250 hours during the prior twelve (12) months to deal with family and personal matters.
Eligible employees may take up to twelve (12) weeks of job protected unpaid leave in a twelve
(12) month period for the following reasons:

1. Birth and/or care of a child of the employee;

2. Placement of a child into the employee’s family by an adoption or by a foster care

arrangement;

Care of the employee’s spouse, child or parent who has a serious health condition;

4. Inability of the employee to perform the functions of the employee’s position due to a
serious health condition;

5. To address a qualifying exigency arising out of the fact that the employee’s spouse, child
or parent is on covered active duty (or has been notified of an impending call to order to
covered active duty) in the Armed forces;

6. To care for a covered servicemember who is the spouse, child, parent or next of kin of the
employee (for up to 26 workweeks in a 12-month period).

(%)

This law guarantees certain rights to eligible workers:

1. Restoration to the same position upon return to work, or one that is equal in pay, benefits
and responsibility.

2. Protection of employee benefits while on leave.

3. Protection from retaliation from an employer by exercising this right.

Under the Maine Family Medical Leave Act (26 M.R.S.A. §843 et seq.), employees who have
worked for the Town for 12 consecutive months but for less than 1,250 hours, and are therefore
ineligible for Federal family and medical leave, may be eligible for up to 10 work weeks of
unpaid leave in any 2 years for the following reasons:

1. Serious health condition of the employee;

. Birth of the employee’s child or the employee’s domestic partner’s child,

3. Placement of a child 16 years of age or less with the employee or with the employee’s
domestic partner in connection with the adoption of the child by the employee or the
employee’s domestic partner;

4. A child, domestic partner’s child, parent, domestic partner, sibling or spouse with a

serious health condition;

Donation of an organ of the employee for a human transplant; or

6. Death or serious health condition of the employee’s spouse, domestic partner, parent,
sibling or child if the spouse, domestic partner, parent, sibling or child, as a member of
the state military forces (as defined in 37 M.R.S. §102) or of the United States Armed
Forces, including the National Guard and Reserve, dies or incurs a serious health
condition while on active duty.

()]

If both Federal and State leave are applicable, the time on leave will count toward the leave
limits under both the Federal and the State laws, as it is the Town’s intent for leave to run
concurrently under both laws.

26) OTHER LEAVES
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A. JURY DUTY - If an employee is called to jury duty he/she will be paid the difference
between his/her jury pay and his/her regular pay so that no loss of gross income will be
suffered. Employee may retain jury pay in an amount necessary to cover mileage and
meal expenses and still receive regular pay.

B. BEREAVEMENT - Up to three (3) working days at any one time in the event of death
in an employee's immediate family. Immediate family is to include parents,
grandparents, grandchildren, parent-in-law, brother, sister, children, spouse, and step-
parents. If the death or funeral falls on a regular day off an employee may not take
additional working days off to reach the 3 day maximum. Special consideration may be
made by the Town Manager when exceptional or unusual circumstances are a factor.
Additional leave may be granted by the Manager when deemed necessary.

C. RESERVE SERVICE LEAVE - Full-time employees who are members of the
organized military reserves, and who are required to perform field duty, will be granted
reserve service leave in addition to vacation time, but not to exceed seventeen (17) days
in any calendar year. For any such period of reserve leave, the Town will pay employee
the difference between his/her service pay and regular salary or forty (40) hours per week
at his regular hourly rate of pay. Other military leave is granted in compliance with
federal and state laws.

D. ADDITIONAL LEAVES — Leaves of absence with or without pay may be granted at
the discretion of the Board. Upon return from such leave, employee may, at the
discretion of the Board, be considered as if they were actively employed by the Town
during the leave and may be placed on the salary schedule at the level they would have
achieved if they had not been absent. All leave requests and grants shall be in writing.

27) TRAVEL EXPENSES

Per diem at the rate of $50.00 per day, individual room at the Holiday Inn or its equivalent,
actual mileage at a rate to match and not exceed the Maine State rate for Privately Owned
Vehicle (POV) reimbursement and the actual cost of the training session or convention paid by
the Town.

28) SMOKING POLICY

In keeping with the Town of Sangerville intent to provide a safe and healthful work environment,
smoking is prohibited throughout all municipal buildings and vehicles and near all public
entrances to municipal buildings. This policy applies equally to all employees, customers, and
visitors.

29) ALCOHOL AND DRUG TESTING
Employees who operate vehicles on public highways as a part of their job duties will be subject
to compliance with United States and Maine Department of Transportation drug and alcohol

testing programs. Employees refusing to comply with required drug and alcohol testing will be
subject to disciplinary action up to and including termination.

30) SAFETY
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The Town of Sangerville provides information to employees about workplace safety and health
issues through regular internal communication channels such as supervisor-employee meetings,
bulletin board posting, memos, or other written communications. .

Employees and supervisors receive periodic workplace safety training. The training covers
potential safety and health hazards and safe work practices and procedures to eliminate or
minimize hazards. Reports and concerns about workplace safety issues may be made
anonymously if the employee wishes. All reports can be made without fear of reprisal.

Each employee is expected to obey safety rules and to exercise caution in all work activities.
Employees must immediately report any unsafe condition to the appropriate Department Head.
Employees who violate safety standards, who cause hazardous or dangerous situations, or who
fail to report or where appropriate, remedy such situations, may be subject to disciplinary action
up to and including dismissal. Compliance with safety rules and procedures will be a subject of
employee evaluations.

In the case of accidents that result in injury, regardless of how insignificant the injury may
appear, employees should immediately notify the Town Manager or the appropriate Department
Head. Such reports are necessary to comply with laws and initiate insurance and worker’s
compensation benefits procedures.

31) SOCIAL SECURITY

The Town participates jointly with employees in Social Security payments. Participation is
Mandatory. Benefits provided include a retirement feature, survivor's benefits payments if death
occurs before retirement, disability insurance, and Medicare coverage. :

32) HEALTH INSURANCE AND INCOME PROTECTION

The Town may participate in health, dental and income protection plans. Individual coverage
and plan offerings will be reviewed annually and presented to employees during the annual
enrollment period. Hourly employees cannot decline coverage in lieu of increased pay.

When enrolled in the MMEHT health insurance, employees are eligible for life insurance equal
to one year’s wages or salary. Life insurance offerings will be reviewed annually by the Board
of Selectmen.

33) RETIREMENT
The Town currently provides the option of participation in the American Funds deferred
compensation plan. Participation is optional. Details of these plans are available at the Town

Office. Employees will receive a town match for American Funds contributions in the amount of
a maximum of 3% of gross income.

34) PERSONAL EFFECTS CLAUSE
The Town agrees that personal effects will be replaced within the limits and conditions set forth

in the Town's Workers' Compensation Plan.
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Approved Town employees will receive a stipend for cell phone usage at the discretion of the
Board of Selectmen.

35) TOWN VEHICLE POLICY

Town owned vehicles shall be used for official Town business only. Town employees or their
designees may only operate vehicles and equipment owned by the Town of Sangerville if such
operation is within the scope of their employment. Use of Town vehicles and equipment for
personal reasons or benefit is prohibited.

Approved by the*Sangerville Select Board at the regular meeting March 27, 2024.

/ 7774//4 5 / ;\5/ Michael Wark, Chair

ks Dale Gray

x\\,j M oanne Cabot
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