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TOWN OF WARNER, NEW HAMPSHIRE

PERSONNEL POLICY

SECTION I: INTRODUCTION

PURPOSE

The purpose of this policy is to establish a b&sismpartial personnel administration and to pdevi
employer and employee alike with a ready referetceestablished policies and procedures for
personnel administration.

This manual not only outlines the policies towawdsious phases of your employment, but it also
indicates how the policy is to be administered.eSehpolicies also aid in achieving fair and equgtab
interpretations of policies which require persorm&ion on a regular, recurring basis. Moreowues i
the Town’s intent that all employees have a deepeélerstanding of their role in the organization by
having a copy of these policies, having them exgldiin detail, and knowing the mutual rights and
responsibilities of all levels of the organization.

The Town is committed to providing equal opportigstfor all persons making application for
employment and for equity in treatment and advamcgrapportunities for its employees.

Therefore, each employee is responsible for maland keeping himself/herself aware of these
policies and changes as they occur.

TOWN RIGHTS

The Town reserves the right to add to, delete frommodify any of these policies either on an
individual or organization-wide basis. Such aduhi§, deletions, or modifications will be effective
when approved by the Board of Selectmen; howeeibéic hearing is required to be held prior to any
changes being made. This manual is not intendaddadoes not create any contractual obligations for
the Town.

The terms and conditions of fringe benefit prograans spelled out in greater detail in insurance
contracts with the specific insurance carriers. oSEh terms and conditions will supersede any
provisions herein to the contrary.

All employees are employed “at will” and have no emloyment contracts of any type with the

Town. Employees may be terminated at any time wheim the sole discretion of the employer,
the continued employment of the employee is not ihe best interest of the Town
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SECTION II: HIRING GUIDELINES

HIRING AUTHORITY

The hiring authority of the Town will be the BoawtiSelectmen, or duly authorized designee.
NON DISCRIMINATION

There will be no discrimination in hiring.

RECRUITMENT AND SELECTION

It is the policy of the Town that all positions e filled by fully qualified persons who have bee
examined on the basis of the job related criteigherever possible it is the policy of the Town to
select persons currently employed by the Townltedcancies for which they are qualified.

ORIENTATION

It will be the duty of the department head and ¢meployee’s immediate supervisor to provide a
comprehensive orientation to employment in the Towrhis orientation will include, but not be
limited to: the goals, objectives and work rulestioé department; the employee’s job description;
these policies and procedures, filling out all td benefit forms; safety and hazardous material’s
procedures; time keeping procedures; call-in proces] and any other information that the employee
requires to make a responsible entry into the eynplahe Town.

EMPLOYEE CLASSIFICATIONS

Probationary. Initial employment will be for a probationary peatdioof 6 months. Employee
performance will be reviewed on a regular basiddtermine skill levels, adaptation to the job amel t
work environment, adaptation to fellow employeesd #me need, if any, for additional training. A
probationary employee will be notified at least tweeks (14 days) prior to the end of their
probationary period if they will be terminated, seamended for removal from probationary status, or
recommended for an extended probationary perioch edtended probationary period is to permit
further evaluation of the employee’s skills and @dtdon to the job and will not exceed 90 days.
There will be only one extension of a probationpeyiod granted for any probationary employee. In
the instance of an extended probation, notificatibthe employee as to his/her status can occamat
time but must be made known to them no later thdayg prior to the end of the extension. Sickéeav
and vacation days will accrue during this periodl Will not be paid until the probationary periodsha
been successfully completed.

Temporary. A temporary employee is one hired to work for arted but limited, period of time for a
special project, for an emergency, or for fillifgetposition of an employee on a leave of abseneg¢ or
long term training requires the addition of emplkeydor a specific time. Such an appointment may
also include a person hired under an existing tddeanpower program.

The benefits offered to a temporary employee véllassessed in light of applicable Federal and State
Laws, and these rules. Hours of work may be less the standard work week.
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Seasonal.A seasonal employee is one hired for work thataag be performed during certain times
of the year. The hours of work for this type osppon may vary due to weather and other factors
which may affect work schedules. There are no fitssrather than workers’ compensation.

On-Call Personnel. An on-call employee is one who is called in wheedes to fill a position with
the Town. Fire Department Personnel work on acalhbasis.

Part-Time. A part-time employee is one who works between 10:@4rs per week on a continuing or
indefinite basis. Part-time employees receive fisnand rights as provided in these policies, upon
successful completion of the probationary period.

Full-Time. A full-time employee works a standard work weekaocontinuing or indefinite basis and
who work 35-40 hours per week. Full-time employessive all benefits and rights provided in these
policies, upon successful completion of the praivedry period.

Unless otherwise specified within this policy, tkem “employees” when used refers to all employees.
PROMOTION/DEMOTION

It will be the policy of the Town to seek the mgsialified individuals to fill all positions. Prortion
shall be used wherever possible to recognize giaformance and service with the Town. In making
a promotion decision, the Town will assess curemployees for the necessary skills for the open
position. An individual’s performance in his/harrent position will also be weighed as an indicato
of likely success in a new position.

An employee promoted to a higher classificatiorl sgkve a six-month probation period in that higher
classification. The probation may be extended byual consent of the department and the individual;
however, any extension(s) shall not exceed 90 catmel days. If an employee does not earn the
status of being taken off probation in the highkssification, the employee will revert to his/her
previous or a similar classification.

EMPLOYMENT OF RELATIVES

Nothing in the Town’s equal employment opportungglicy is intended to be interpreted as
preventing the Town from reasonably regulating tispo for reasons of supervision, safety, security
or morals. Relatives of employees of the Town t@gligible for employment with the Town as long
as no conflicts in supervision, safety, securitprahe, or potential conflicts of interest exist.rdlated
persons are employed, they generally will not beleged in the same department.

REEMPLOYMENT OF FORMER EMPLOYEES
Personnel who leave the employ of the Town andreln@ed more than 90 days after separation,

except those granted a leave of absence or recaleda layoff of less than 12 months, will serve
another 6-month probationary period, and will leated as a new employee.
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SECTION Illl: PERFORMANCE APPRAISAL

It is the intent of the Town that each employeeaware of their progress and performance on the job.
To this end, employee performance will be consyareviewed, both informally and formally.

Each employee’s performance will be reviewed imadance with the provisions of this section. The
performance review system is designed to:

a. Maintain or improve each employee’s job satisfacand morale by letting him/her know
that his/her supervisor is interested in his/hbrgomogress and personal development.

b. Assist in determining and recording special e skills and capabilities that might
otherwise not be noticed or recognized.

c. Provide an opportunity for each employee toudisgob problems and interests with his/her
supervisor.

d. Serve as a systematic guide for supervisortaimpmg each employee’s further training.

e. Assure considered opinion of an employee’s padoce rather than snap judgment.

f. Assist in planning personnel moves and placemdéimat will best use each employee’s
capabilities.

g. Assemble substantiating data for use as a galtteugh not necessarily the sole governing
factor, for such purposes as wage adjustments, gifons, disciplinary actions, and
reassignments.

Employee performance evaluations will be in writuging a standard form and shall be made a part of
the employee’s personnel file. In all cases, traeduation will be discussed with the employee bsirth
immediate supervisor and reviewed by the departreatl, the Town Administrator and/or Board of
Selectmen.

Probationary employees shall be evaluated at tlie an90 and 150 days during the six month
probationary period. The probationary employeetsmediate supervisor will notify the Town
Administrator and/or Board of Selectmen at leasd tlays after hire of any recommendation for
extension of the probationary period, terminatiéremployment, or continuation as an employee of
the Town. In each case, the supervisor will previgritten reasons and documentation for the
recommendation.

Should a probationary period be extended for 30sddlge probationary employee’s immediate
supervisor will notify the Town Administrator and/Board of Selectmen at least 7 days prior to the
expiration of the extension of their recommendatmmcontinuation as an employee or termination of
employment.

Commencing with the employee’s anniversary datefopmance evaluations shall be conducted at
least annually.
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SECTION IV: COMPENSATION

BASE

The Town’s pay scales, exclusive of the Librarg based on annual comparisons to other municipal
pay scales.

No position shall be assigned a higher salary thenmaximum or lower than the minimum salary
provided for the position unless the salary scatletlie classification is modified. Increases te th

wage scale will be made by the Board of Selectmeging a regularly scheduled Selectmen’s Meeting
as deemed necessary and does not require a p@alitc@p however, employees will be notified of

changes via memorandums.

OVERTIME

From time to time it may be necessary for an enmgsoy perform overtime work. All overtime must
be approved in advance by the Department Head.t Mosexempt employees, with the exception of
certain law enforcement and fire protection empésyare entitled to be paid one and one-half (1) 1/2
times their regular rate of pay for all time workedexcess of forty hours per week. Sick days,
holidays, vacation time, leaves of absences aret ditine off benefits are not counted as time worked
for the purposes of overtime with the exceptiorsmdw removal or emergency situations as indicated
at the time of occurrence.

HOLIDAYS

Full-time and part-time employees who are schedtdedork on that holiday shall be entitled to the
following ten paid holidays:

NEW YEAR'’S DAY LABOR DAY

MARTIN LUTHER KING DAY VETERANS' DAY
PRESIDENTS' DAY THANKSGIVING DAY
MEMORIAL DAY DAY AFTER THANKSGIVING *
INDEPENDENCE DAY CHRISTMAS DAY

These holidays are to be celebrated on the appoogs or as appointed by law. In the event a
holiday falls on a Saturday the preceding Fridaglldie observed as the holiday. If a holiday falts

a Sunday the following Monday shall be observethasoliday.* The Town Hall celebrates/is closed
on Columbus Day in place of day after Thanksgivamgl the Transfer Station celebrates/is closed on
Easter Sunday in place of day after Thanksgividgy other holidays listed above which fall on a
Friday become a floating holiday for the Town Hsthff and must be used within the same calendar
year. All holidays must be taken in full day intrents only. Pay will be at the normal pay rate.

Payment for holidays will be as follows:

a. Holidays not worked
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Every employee who meets the conditions for holiday will be paid one normal day’'s pay for each
holiday. Part-time employees whose regularly soleztiwork day falls on a holiday shall receive
holiday pay equal to their regular day hours.

b. Holidays worked

Employees called in to work on a holiday shall belgime and one half for all hours worked on such
holiday. Scheduled employees will be paid straighe for hours worked on a holiday within their
regular scheduled shift, plus their holiday pay.

At the discretion of the department head, an engaagquired to work a holiday may take another day
off at the convenience of the department at thregular rate of pay.

Should a holiday fall within a vacation periodsitall not be counted as part of the annual leave.
SEVERANCE

Employees who separate from employment in goodistgrwith the Town shall be entitled to receive
payment for accrued vacation/annual leave, unusgdeave, unused compensatory time, and/or any
other benefits they may be entitled to receiveasithented in these policies.

In order to separate from employment in good stamdihe employee must provide at least 14 days
notice for hourly employees and 30 days noticedfartment heads. In addition, the employee must
work out to the end date given in their notice.

The Town will offer the employee the opportunity ¢ontinue those benefits covered by State or
Federal Law, under the terms and conditions allolsethose laws.

SECTION V: ATTENDANCE
HOURS OF WORK

The Town’s work week begins on Sunday at 12:00 émdnight) and ends on Saturday at 11:59 p.m.
Because of the nature of Town business, an empbyerk schedule may vary depending on the job
and department. When hired, the Department Heldarm the employee of the work schedule.

CALL-IN PROCEDURE

It is the responsibility of the employee’s to peralty notify their immediate supervisor or the Town
Administrator, of any absence, and the reasonuoh @bsence, not previously approved, prior to the
beginning of the work shift to be missed. In thse of a Department Head, notification must be made
to the Town Administrator. A family member may ifypthe supervisor of an employee’s absence in
an emergency. Unless specifically authorized by@essisor, an employee must call-in each day of
absence thereafter. The message must includedlsen for continued absence and an expected time
of return.
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ABSENTEEISM

The Town provides services to residents of the canity. In order to maintain our tradition of high
quality, our offices and departments must be adetjuataffed. Absenteeism detracts from this
service and causes an undue burden for those eegslayho must fill in for absent employees.

Absence is defined as a failure to report for ardain at work as scheduled.

Unauthorized absence from work for a single dagast of a day may be cause for loss of pay for the
time absent or cause for disciplinary action. Awauthorized absence of three consecutive scheduled
working days may be deemed as a voluntary resmmati

Excessive absenteeism for any reason may be grdondiisciplinary action, up to and including
discharge. Excessive absenteeism may result idethial of step and/or merit increases.

TARDINESS

The Town’s ability to serve its residents in a tynenanner is of utmost importance. Employee
lateness has a detrimental effect on service dglive

Employees shall notify their supervisor if they Ivae late by more than one-half hour. Occasional
tardiness may be excused by the employee’s superfiswever, the employee will be paid only for
hours worked. Emergency conditions may warranasional tardiness and must be reported to the
supervisor. However, the department head shak tia& sole discretion to determine if the condition
warrants an excused tardiness. Tardiness maydumdg for disciplinary action, up to and including
discharge. Tardiness may result in the deniategf and /or merit increases.

SECTION VI: LEAVE
VACATION

Paid vacation time is offered by the Town to fuit¢ and part-time employees who work 20 or more
hours per week and who have successfully comptagegrobationary period.

Full-time employees shall accrue vacation timehat rate of 3 1/3 hours per month during the first
year of continuous employment (a total of 5 dayg) at the rate of 6 2/3 hours per month thereédter
total of 10 days).

* Years 6 - 15 of continuous employment a total ofddys vacation per year (earned at
a rate of 10 hours per month) will be granted.

* Years 16 - 25 of continuous employment a total®@tidys vacation will be granted (earned
at a rate of 13 1/3 hours per month).

« After 25 of continuous employment a total of 25 slasacation will be granted (earned
at a rate of 16 2/3 hours per month)

Part-time employees, who are scheduled to work tyv@®) hours or more per week but less than full-
time hours shall receive an equivalent of one westation time during the first year of continuous
employment and the equivalent of two weeks untdry® at which time the schedule below will be
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followed. The term “week” in this section refesthe amount of hours per week an employee was
hired to perform (ex: 20, 25, 30 etc.) Unused \iacatime in excess of the equivalent of two weeks
shall not be carried over into the next calendar.ye

Below is an example of vacation time for a 20 hoper week employee:

* Years 6 - 15 of continuous employment a total ofddys vacation per year (earned at
a rate of 5 hours per month) will be granted.

e Years 16 - 25 of continuous employment a total®tidys vacation will be granted (earned
at a rate of 6.65 hours per month).

» After 25 of continuous employment a total of 25 slasacation will be granted (earned
at a rate of 8.375 hours per month)

Employees may take their earned vacation wheneatksinless there is a conflict in vacation schedules
and providing at least one week prior notice isegiv In such a case, the department head and/or
supervisor will make the final decision, usuallglging to seniority. If a regular paid holiday acs
during the vacation period, the holiday retainsdentity and is not counted as a day of vacation.

Vacation time will accrue from January 1 to Decem®g, of each year. Unused vacation time in
excess of the equivalence of two week’s pay shaillre December 31and not be carried forward.
Vacation schedules shall be arranged so as to cdngsdeast interference with the work load.
Employees have a responsibility to request vacdiae as far in advance as practical to avoid last
minute conflicts and confusion.

Upon voluntary separation or layoff of employme(duch separation not being under threat of
disciplinary action, as provided in these policie®) employee shall receive payment of any unused
vacation leave not exceeding the equivalent ofgeks pay.

It is the policy of the Town not to grant paymeimdieu of vacations or personal time.
PERSONAL DAY(S)

A personal day is a day of paid leave granted teraployee to conduct business or activities that ca
only be conducted during the employee’s normal vdak

At the conclusion of an employee’s probationaryiggeemployees shall earn three personal days per
year with full-time employees for example earnihg time at a rate of 2 hours per month. Part-time
employees working 20 hours per week will earn 1ripmr month; 25 hour a week employees earn 1.5
hours a month, etc. Personal days are non-accruiogk at this with regard to the final day that i
earned each year since they are earned on an hbasia. Employees are allowed to carry one
personal day into the next calendar year.

SICK TIME
Sick leave is considered to be an emergency froegeefit used only as needed. The purpose of sick

leave is to prevent loss of income from absencestdullness or injury and, in particular, longster
disability due to catastrophic iliness or injur§ick leave will not be used to supplement othevdea

Page 12 of 40



All full-time employees of the Town shall be erddl to four (4) hours paid sick leave for each
calendar month worked effective January 1, 1976rt-ine employees, who are scheduled to work
twenty (20) hours or more per week but less thélrtifne hours shall receive two (2) hours paid sick
leave for each calendar month worked. Sick leaay e accumulated to a maximum of seven
hundred and twenty hours (720) and shall remaihéccredit of the employee until used for sickness
or disability.

Probationary employees shall accrue sick leavenduheir probationary period but will not be paid
for the use of the same until probation has beeoessfully completed.

Paid sick leave shall be granted for absence froiy for the following reasons:

a. lliness

b. Dental Care

c. Doctor’s appointment

d. Exposure to contagious disease, quarantine

e. Non-compensable bodily injury or disease

f. Attendance upon members of the immediate famifpose illness requires the care of such
employee, not in excess of two days, except witbcisp prior approval of the department head,
supervisor or the Town Administrator.

Should a spell of illness for which sick leave &kdn exceed three (3) calendar days, a doctor’s
certificate will be required to return to work. ckileave shall be earned and may be used fromatee d
of employment after completion of probation, butna event may sick leave be used before it is
earned. Abuse of sick leave privileges shall beseaior disciplinary action up to and including
dismissal.

Upon voluntary separation of employment by an eggsohired prior to January 1, 2011, (such
voluntary termination not being under threat ofcgibnary action, as provided in these policies), a
employee shall receive payment of any unused siake not exceeding a maximum accumulation of
thirty (30) days. For the purpose of utilizatisick leave shall be converted to hours and paynvéht

be for the equivalent of one month’s salary (1 rhergalary = 4 weeks sick pay). This benefit is not
available to employees hired after January 1, 2011.

MILITARY/RESERVE

Employees who voluntarily or involuntarily servethre United States armed forces or National Guard
(collectively referred to as “uniformed servicest)ll be provided with leaves of absence for such
service or training in connection with such seniit@accordance with the federal Uniformed Services
Employment and Reemployment Rights Act USERRA)

Military leaves of absence will be unpaid, unlesiseowise required by law. You may elect to take
part of, or all of, your accrued vacation time wpidy during your military leave of absence but woe
not required to do so.

Notice of Leave Request: An employee needing time away from work for segvor training in the
uniformed services should make his/her Departmaergtd-Haware of the need for leave as soon as the
employee receives the written or verbal ordersis tequested that notice should be provided &t lea
30 days before the leave begins where it is passibtio so.
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An employee’s request for leave may include redslename off to get personal business in order
prior to commencing service in the uniformed sesic Reasonable time off will be decided by the
Department Head based on a case by case basis.

Health Coverage: If a military leave lasts less than 31 days, th@legyee’s health insurance will be
continued and the employee will pay their regulantdbution for the cost of healthcare insurance.
Payment for insurance with less than 31 days |leasg be paid in advance or upon return through
payroll deductions.

If a military leave lasts 31 days or more, thenehgployee’s health insurance coverage will ceage an
the employee will be eligible to elect to continllis or her health insurance coverage at their own
expense for up to 24 months in accordance with USERThe cost for continuation coverage will be
the full cost of the premium and a 2% administetige may also be charged. When the employee
returns to work, they will be reinstated to theltteasurance benefit with no waiting period evén i
coverage terminated during the leave.

Pension: Upon reemployment the employee is treated ahafet was no break in service for
participating, vesting and accrual purposes. [fliapble, the employee may elect to make up any
missed contributions or elective deferrals, butasrequired to do so.

Reinstatement: Employees wishing to be reinstated following miltdeave should promptly notify
their Department Head of their desire to be retesta If the leave is for service of less than aysj
then the employee should return to work on the fudl regularly scheduled work day following
completion of service, allowing for at least 24 reaf rest and time for safe transportation baoknfr
the service. If the service lasts 31 to 180 dther) the employee should notify their Departmerdadie
of the desire for reinstatement within 14 days ahpleting service. If military leave lasts moraith
180 days, then the employee should notify their ddpent Head of the desire for reinstatement
within 90 days of completing service.

The Town will reinstate eligible employees prompthligibility for reemployment will be determined
with reference to USERRA and its implementing ragjohs. Employees seeking reinstatement may
be asked to provide documentation of the timelimétke reinstatement request, the total time sjpent
service, and/or a statement that the reason faraepn or dismissal from service is not disquatify
Employees cannot waive their reemployment rightaadgvance of being released from uniformed
service.

Disabled Service Members: If a returning employee was disabled or a disgbivas aggravated
during uniformed service, the Town will make reasgie accommodations and efforts to help the
employee become qualified to perform the dutietheir reemployment position.

Statement Against Discrimination and Retaliation: The Town will not discriminate in hiring,
employment, reemployment, or any benefits of emplent against any individual because of that
individual’'s service in the United States uniformselvices. The Town also will not tolerate any
retaliation against any individuals because of rthe@rvice in the uniformed services or their
engagement in any other activities protected ubiB#RRA.
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JURY DUTY

An employee called to Jury Duty shall be paid thfedence between their regular pay and Juror’'s pay
upon presentation of an official statement of jpay received. Employees excused from jury duty
must report back to work during their normal woduts.

BEREAVEMENT

Employees may take and will be paid bereavemenelea provided below. The employee may be
required to provide verification of absence prmgtanting leave.

* Probationary employees will be granted bereaverteawe and pay only for a death which
occurs in their immediate family.

» Leave and payment for five (5) consecutive schetidbeys will be paid when there is a death
in the immediate family (parent(s), spouse, chiidseepchildren, or other relatives residing
with the employee).

» Three (3) consecutive scheduled days leave and guatymill be granted for the death of
guardians, mother-in-law, father-in-law, and brogigisters. One day leave and payment shall
be granted for others (grandparents, grandchildrants, uncles) that do not reside with the
employee. Additional time may be granted at thezmdition of the Board of Selectmen on a
case-by-case basis.

EXTENDED LEAVES OF ABSENCE

The Town may grant employees extended leaves @nabsunder certain circumstances. Except as
stated below; employees will not receive compenraduring such an extended leave.

Employees generally are eligible to request extéridaves of absence if they have completed at least
one (1) year of service, or as specified by lae §ranting and duration of each leave of absende a
the compensation received by the employee if angng the extended leave will be determined by the
Town in conjunction with applicable Town policy,af or Federal Law. The following extended
leaves will be considered:

PERSONAL LEAVES OF ABSENCE: Employees may be granted a leave of absencdendato
personal matters in cases in which the Town detexsiihat an extended period of time away from the
job will be in the best interests of the employed the Town.

FAMILY AND MEDICAL LEAVES OF ABSENCE

Eligible employees may take up to twelve (12) weeksinpaid family/medical leave within a 12-
month period and be restored to the same or egui@losition upon return to work. These twelve
(12) weeks will be tracked beginning on the firay @f leave. To be eligible for family/medical \ea
the employee must have worked for the Town fdeast twelve (12) months; must have worked at
least twelve hundred fifty (1,250) hours in thetgagelve (12) months; and must work at a work site
where the Town employs 50 or more employees wdhi® mile radius.

Eligible employees may take family/medical leavedny of the following reasons:
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. The birth of your child and in order to care fbetchild (leave must be taken within 12 months
of the birth);

. The placement of a child into the employee’s hdareadoptive or foster care (leave must be
taken within 12 months of the placement);

. To care for the employee’s spouse, parent, mihdd,cor adult child (when the adult child is
not capable of self care and the employee is neédleduch care) with a serious health
condition; or

. Due to the employee’s own serious health conditidnch renders the employee unable to

perform the functions of his or her position.

The Town has the right to designate FMLA leave timg an eligible employee requests time off for a
qualifying reason. For example, if an eligible éoyee suffers a work related injury that qualifeesa
serious health condition, the Town has the rightiésignate any time away from work as FMLA
leave.

Tracking Leave: As stated above, an eligible employee is entittec total of twelve (12) work
weeks of leave during any twelve (12) month peridthat twelve (12) month period is defined as a
"rolling" twelve (12) month period measured backivénom the date an employee begins an FMLA
leave. In other words, the number of weeks an eyagl has available upon the beginning of a FMLA
leave will be twelve (12) weeks less the numbefMLA leave weeks taken in the twelve (12) month
period prior to the beginning of the current FMLeal/e (the "Available Leave Weeks"). For example,
if an employee used four weeks beginning Februa®006, four weeks beginning June 1, 2006, and
four weeks beginning December 1, 2006, the employadd not be entitled to any additional leave
until February 1, 2007. Beginning on FebruarydQ?, the employee would be entitled to four weeks
of leave; on June 1, 2007, the employee would hidezhto four additional weeks; and so on.

FMLA leaves for the birth or placement for adoptmrfoster care of a child, as described abovet mus
be taken all at once unless otherwise agreed thébyown. If medically necessary, FMLA leaves due
to iliness as described above may be taken ontammiitent or reduced leave schedule. If FMLA
leave is requested on this basis, however, the Troas require the employee to transfer temporarily
to an alternative position which better accommaglgieriods of absence or a part time schedule,
provided that the position has equivalent pay atkbts.

Employees taking intermittent or reduced schededeé will be paid for the time they work, and the
leave time away from work will be unpaid unless #meployee qualifies for workers’ compensation,
short-term disability, or other benefits. If yoveaa salaried employee, the Town will adjust the
employee’s salary based on the amount of time bytwarked.

Employee Benefits: Employees are required to use any accrued, untessation and sick/personal
days during FMLA leave unless the FMLA leave isenitise paid through workers’ compensation
benefits, short-term disability benefits, or otbenefits. The substitution of paid leave timedopaid
leave time does not extend the 12-week FMLA leagdod. Also, your FMLA leave may run
concurrently with other types of leave, such asenmty leave.

During an approved FMLA leave, the Town will maintdhe employee’s health benefits under the
same terms and conditions applicable to employeeemleave.
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. If paid leave is substituted for unpaid FMLA leawbe Town will deduct the employee’s
portion of the health plan premium as a regulargageduction.

. If the employee’s leave is unpaid, or is paid tlgio workers’ compensation, short-term
disability benefits, or other benefits not providédough the Town’s payroll system, the
employee must pay his/her portion of the premiumiaking arrangements with the Finance
Office.

. Health and other benefit coverage may be cancéldte employee’s premium payment is
more than 30 days late.

. If the employee elects not to return to work a é&md of the leave, he/she will be required to
reimburse the Town for the cost of the premiumsl i3i the Town for maintaining coverage
during his/her unpaid leave, unless he/she caretatrr to work because of a serious health
condition or because of other circumstances beyloa@mployee’s control.

If the FMLA leave is for a condition that is covdrender the Town’s short or long term disability
insurance, covered employees may apply for beoefi¢rage.

Benefit entittements based on length of servicd W preserved at the level earned as of the
commencement of the leave, but will not accruehferrtduring the leave period. For example, an
employee on FMLA leave will not accrue additionaképersonal days.

Requesting Leave: If the employee’s need for leave is foreseeabdh s for the birth of a child or
planned medical treatment, he/she must give theabm®ent Head at least 30 days’ prior written
notice. In cases of planned medical treatmengsglanake efforts to schedule the treatment to avoid
disrupting the Town’s operations.

If the need for leave is not foreseeable, the eygaanust give notice to the Department Head as soon
as practicable (within 1 or 2 business days ofnliear of the need for leave). Failure to providelsuc
notice may be grounds for delaying the leave.héf émployee is not able to notify the Town of the
need for leave personally because of iliness, thel@yee should ask someone else to call on his/her
behalf.

Medical Certifications: If the employee is on leave because of his/hen owa covered family
member’'s serious health condition, the appropriaalth care provider must supply a medical
certification. If possible, the employee shouldpde the medical certification before leave begitis
that is not possible, the employee must providentledical certification within 15 days of beginning
leave. If the employee does not provide the regumedical certification in a timely manner, leave
may be delayed. If certification is not providadal, the Town will not be able to determine wtesth
the employee is eligible for FMLA leave and leavé lae denied.

The Town, at its expense, may require an examimdtyoa second health care provider designated by
the Town. If the second health care provider'syapi conflicts with the original medical certifican,

the Town, at its expense, may require a third hezdte provider agreed upon by the employee and the
Town to conduct an examination and provide a fara binding opinion.
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The Town may also require subsequent medical riication. Failure to provide requested re-
certifications within 15 days may result in deldyather leave.

Reporting While on Leave: The employee must contact the Town on a regularsiia provide
updates about the status of the medical conditrah iatention to return to work. In addition, the
employee must give notice as soon as practicabthifwwo business days if feasible) if the datés o
leave change or are extended or initially were omkn

No Work While on Leave: The taking of another job (including self-emplagmt) while on FMLA
leave or any other authorized leave may lead twlisary action, up to and including terminatioh o
employment.

Returning to Work: At the end of an authorized FMLA leave, the ergplwill be reinstated to his
or her original position or an equivalent positioddowever, certain highly compensated employees or
“key employees” may be denied restoration to thgwor or equivalent position if keeping the job ape
for the employee would result in substantial ecoicomury to the Town. Key employees are those
employees who are among the highest paid ten pes€employees within 75 miles of the work site.

If the employee takes leave because of his/her semous health condition, the employee will not be
reinstated until he/she provides a fitness for dogytificate from his/her health care provider
confirming that the employee is medically abledsume work.

Coordination with Maternity Leave: As stated in the Town’s Maternity Leave Polidye tTown
provides female employees with a leave of abseacdht period of temporary physical disability
resulting from pregnancy, childbirth, and relateddical conditions. A maternity leave begins when
an employee is medically determined to be disabteends when medically determined to be able to
return to work.

Maternity disability will be treated in the same nmar as a Type D FMLA leave of absence.
However, maternity leaves are not limited by anyasuee other than the period of medical disability.
If a maternity disability is for the number of aledile FMLA leave weeks or less, the employee wall b
reinstated in accordance with this policy. If atemaity disability exceeds the available FMLA leave
weeks, the employee will be reinstated unless legsimecessity makes reinstatement impossible or
unreasonable.

An employee who uses less than the Available L&seeks for Type D leave for maternity may take
additional Type A FMLA leave after the end of thisatility period for a period not to exceed the
Available Leave Weeks.

Coordination with Other Town Policies; Reference toFMLA and Federal Regulations: In the
event of any conflicts between this policy and othewn policies, the provisions of this policy will
govern. The FMLA and the FMLA regulations issusgdtie U.S. Department of Labor contain many
limitations and qualifications that are not statedhis policy. The Town reserves the right to lgpp
the terms of the FMLA and the FMLA regulations ttyandividual circumstances

LEAVE WITHOUT PAY

Leave without pay may be granted in one (1) montihements up to a total of 12 months for any one
request at the discretion of the Board of Selectmen
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Employees desiring leave without pay must have estiea all annual leave, and, in the case of a non-
job related iliness, all sick leave before beirigikle to apply for leave without pay. Applicatiomust

be made to the Selectmen at least 14 days befergtdit of the leave. The employee shall be rotifi

at least seven (7) days before the requested daitet of the decision of the Board of Selectmen
regarding the employee’s application.

Employee benefits such as health insurance anemetnt may be continued at the expense of the
employee for the period(s) specified by these rated/or Federal or State Law. Employees shall not
be entitled to any other benefits while on a leait@out pay.

An employee wishing to return at the end of a leawthout pay must notify the employer at least
thirty (30) days prior to the end of the leave péri If the leave was due to non-job related ilkndke
employee must provide a certification of returnligbto return to work from the attending physician
Any and all restrictions shall be included in thertdicate. The Board of Selectmen shall notife th
employee at least 10 days prior to the requestednrelate if the employee will be allowed to return
to what department they shall return to, the jobythwill return to, the schedule, any restrictions
regarding the type of work performed, and any adstiative or other details to be completed prior to
his/her return to work.

An employee who accepts employment from anotherl@map while on leave without pay shall be
deemed to have voluntarily severed the employei@yep relationship with the Town.

COMPENSATORY TIME

Compensatory time is generally discouraged busdédy it should be kept to a minimum. Supervisors
may approve the use of compensatory time providirgtaken within the next pay period. Under no
circumstance will compensatory time be “carriedvard”.

ADMINISTRATIVE LEAVE

Administrative leave is intended to allow the Toterplace an employee in a leave status with pay or
without pay for a fixed duration pending the comsatun of an investigation, review of performance or

other circumstances not covered under other peliocfehe Town that may require the removal of the

employee from the workplace until the matter iSeexed and/or resolved.

A request for administrative leave shall be ingehin writing by an employee’s department head for

the circumstance stated above. The request slealilc state the reasons for the request and the
duration of the leave. The request shall be resteand approved by the Board of Selectmen.

SECTION VII: BENEFITS

INSURANCES

The Town provides and pays for health insurance @agbr medical benefits, minus employee
contributions for full-time employees who are hitedwork at least 35 hours per week, the first full

month following their hiring. Single person andtaro-person coverage and/or family plan coverage
are currently available at the Town’s expense havehanges to this payment structure may be made
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at anytime by the Board of Selectmen at a regulaclyeduled Selectmen’s Meeting to which the
employees will be noticed of. Employees shoul@nréd the basic contract provision of the Town'’s
plan available at Town Hall. As amendments argotatba copy shall be provided to each employee.

An employee desiring health insurance must applyiiting on forms provided at time of hiring.
Failure to make application during this time penmitl require the employee to wait until the Town’s
policy anniversary renewal date which occurs iruday unless a qualifying event occurs beforehand.

Upon retirement and/or separation from the Towa,“tbonsolidated Omnibus Budget Reconciliation
Act of 1985” (COBRA) as amended requires emplogp@nsoring group health plans to offer covered
employees and their family members continuatiooaferage rights for “qualified beneficiaries”, the

opportunity for a temporary extension of healtherage (called “continuation coverage”) through the
group at their own expense in certain instancesavbeverage would otherwise end. If an employee
is terminated (fired) for misconduct, the Town @& nbligated to offer COBRA coverage.

Extension is not automatic. The employee mustaminthe Finance Director for the “Notice of
Qualifying Event” to arrange enrollment. The enygle has fourteen (14) days from the date of notice
to make a decision.

Coverage is not free. The employee must pay tlvessary premium for coverage but at the low
group rates. A payment schedule will be establisivéh the employee and the employee will be
expected to make the payments as set up. Employleesvork/are hired for less than 35 hours per
week have the option of purchasing insurance armhgements can be made with the Finance Office.

WORKERS’ COMPENSATION

This Town complies with the laws of the State ofwNElampshire (RSA 281-A) with regard to
Workers’ Compensation Insurance. Basic informategarding this coverage, including the Town’s
carrier, is posted in each work area. Specificsjars regarding reporting injuries and benefit
provisions should be directed to the employee’supor and/or department head.

UNEMPLOYMENT COMPENSATION

This Town complies with the laws of the State ofwNElampshire (RSA 282-A) with regard to
unemployment compensation coverage for employd€esneral information on the law is posted in
each work area. Particular information may be labb® from the New Hampshire Department of
Employment Security local office for this area.

SHORT TERM DISABILITY

The Town provides and pays for Short Term Disapilitsurance (STD) for full-time employees.
Employees should refer to the basic contract prawisf the Town’s plan available at Town Hall.

ACCIDENTAL DEATH AND DISMEMBERMENT (AD&D)

The Town provides and pays for AD&D benefits fosdoarising out of non-work related accidents.
Employees should refer to the basic contract prawisf the Town’s plan available at the Town Hall.
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DENTAL
Available to all employees at the expense of thpleyee.
LIFE INSURANCE

The Town provides and pays for a life insuranceefierof $23,000 for full-time employees.
Employees should refer to the basic contract prawssof the Town’s plan available at the Town Hall.
Fire Department personnel have certain coveragedead under the NH State Firemen’s Association
which the Town pays into for each employee of thgpartment. These benefits can be viewed on
their website (nhsfa.org).

RETIREMENT

The Town participates in the New Hampshire Retimrgng&ystem which all full-time employees who
are hired to work at least 35 hours per week agaired to participate in. The employer’s contributi
rate is determined on an annual basis by NHRS alhevpaid by the Town.

POLICE AND FIRE RETIREMENT

The police and fire departments presently have garate retirement program and complete
information and handbooks describing this prograe available from the Finance Office Group Il
municipal employees (police and fire personnel)llsba retired as outlined in the present Federal
Labor Laws pertaining to mandatory retirement.

OTHER

The Town provides a 457 deferred compensation fgaadl employees. Participation in the plan is
voluntary and shall be through payroll deductioorirthe individual employee. Other optional and
voluntary programs may be offered from time to tilme the Town. These will be open to all
employees upon successful completion of the probaty period.

The specific benefits and obligations of these ot will be explained to all new employees at the
time of hire with a reminder list given to emplogemn an annual basis.

EXPENSES

The Town will reimburse employees for expenses@aatsd with the execution of their job duties and
responsibilities. Expenses eligible for reimbureats must be job related and may cover, but are not
limited to such items as mileage, meals, lodgialls tfees, dues, etc.

Reimbursement will be made in accordance with $iggoolicies promulgated in each department, and

to the extent items are budgeted. All reimbursémequests must be accompanied by actual receipts
of expenditures.
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SECTION VIII: DISCIPLINE PROCEDURES

It is the Town’s policy to place as few restraimts personal conduct as possible. The Town is
justifiably proud of its employees and the manmewhich they conduct themselves. The Town relies
on individual good judgment and sense of respolityibi Each employee is expected to conduct
himself/herself in an appropriate manner. However, the protection of its property, business
interests, and other employees, the Town has edtabl certain rules of conduct. Violations of any
rule cannot be ignored.

These rules are published for the employee’s inftion and to minimize the likelihood of any
employee, through misunderstanding or otherwisepiéng subject to any disciplinary action. 1t is
only fair that the employee should be familiar wittese rules which the Town considers to be of
importance. It is also fair that the employee bersed of the procedures to be used should any
disciplinary action be required. The employer ées in using a process that is fair to all, yet
maintains employee responsibility.

For these reasons the employer uses a counselidglrfay handling disciplinary issues. This model
is designed to bring deficiencies to the attentibthe employee in as non-confrontational a mamaser
possible. After a verbal warning, a supervisol wiket with the offending employee and review the
incident or incidents that led up to the meetirihe supervisor will remind the employee of his/her
role in the Town and attempt to set reasonablenagasurable goals for the employee, to enable that
employee to improve his/her performance. Shouttbp@ance not improve, the supervisor moves on
to the next step which may include suspensionramit@ation as the situation may warrant.

IMMEDIATE TERMINATION

There are times when aforementioned model is nptogpiate. Violation of (including but not be
limited to) the following rules may be consideratbquate justification for immediate termination of
an employee:
« Possessing, carrying, or being under the influesfcantoxicating beverages or narcotics on
Town property.
» Stealing or attempting to steal property from amgividual on Town property, or stealing or
attempting to steal property from the Town.
* Provoked or unprovoked bodily assault upon anygrersr fighting on Town property
* Immoral or indecent conduct on Town property
» Possession of firearms or any dangerous weapaisding explosives on Town property.
* Threatening, coercing, intimidating, or interfermwgh other employees.
* Insubordination to a supervisor, refusal to perfoassignments, or directing abusive or
threatening language at any supervisor, employedfioral.
» Disclosing confidential information to unauthorizpdrsons, or any action that might create
poor public relations.
« Falsification of employment application(s), timedavork reports, or other employer records.
* Fraud committed by knowingly accepting pay for @pens not performed on time or time not
worked.
» Acts of sabotage, or other interference with Towojqrts.
» Defacing Town property.
» Conviction of a felony.
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» Sleeping during working hours.

» Accepting or soliciting any gift, gratuity, favotpan, or other item or consideration of
monetary value from any person who has or is sgekirtransact with the Town, or from any
person within or outside the employer's employmehbse interest may be affected by the
employee’s performance or nonperformance of offididy.

* Absence of three (3) consecutive working days withntification.

» Participating in an unauthorized job action.

» Unsafe or negligent operation of equipment or destvn of Town property or material or the
property of another employee.

» Participating in civic or professional organizatiactivities in a manner whereby confidential
information is divulged.

* Misusing privileged information or revealing cordittial data to outsiders.

» Using one’s position in the Town or knowledge efaffairs for outside personal gains

* Engaging in practices and procedures that violaeFal, State, or local laws, ordinances, or
rules.

DISCIPLINE PROCESS

The following establishes the Town'’s disciplinampgess. Discipline may be initiated at any step of
the process depending on the seriousness of teeseff In all cases, the rule, policy or procedoa¢
was violated will be reviewed with the employeadmforce the behavior expected.

Verbal Warning. Any infraction of the rules, policies or procedurgdl warrant a verbal warning
from the employee’s immediate supervisor. In givihe warning the supervisor must inform the
employee of the specific nature of the violatioemedial actions, and the consequences of further
violations which may include but not limited to aitten warning, suspension and/or discharge.

Written Warning. Any subsequent or serious violation of the rufedjcies, or procedures of the
Town of Warner may result in a written warning. wkitten warning is a more serious form of
discipline and is specifically designed to aleg #mployee as to the seriousness of his/her detieie
and potential action for further violation of theligies, procedures and rules. The employee will b
asked to sign the warning to acknowledge receigtumderstanding of the contents.

Suspension. Any subsequent or serious violation of the rufedicies, or procedures of the Town of
Warner may result in the suspension of the employBee department head and/or supervismiay
suspend the employee for up to three (3) workings deithout pay. Suspensions of a longer duration
must be approved by the Board of Selectmen.

Termination. Employees may be terminated from employment foingle serous violation of the
rules, policies, or procedures, and/or for repeatethtions of the rules, policies or proceduré&he
employee shall be advised in writing of the recomdagion to terminate. The Board of Selectmen
shall take action regarding the recommendationiwiiburteen (14) calendar days of its receiptthia
case of written warning, suspension or terminatioé employee will be given the opportunity to
explain his/her actions prior to the impositiortloé discipline.

An employee need not have been suspended for amiops violations before being terminated.
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SEXUAL HARASSMENT

A. Introduction

The Town’s goal is to provide a workplace thatreef of sexual harassment. Sexual harassment of
employees occurring in the workplace or in othétirsgs in which employees may find themselves in
connection with their employment is unlawful andlwiot be tolerated by our Town. Further, any
retaliation against an individual who has compldiabout sexual harassment and/or retaliation aigains
any individual who has cooperated in an investagabf sexual harassment is unlawful and will not be
tolerated.

Because the Town takes allegations of sexual haexgsseriously, we will respond promptly to
complaints of sexual harassment. Where it is detexd that such inappropriate conduct has occurred,
the Town will act promptly to eliminate the condwtd impose any necessary corrective action,
including disciplinary action where appropriate.

B. Definition of Sexual Harassment

Sexual harassment means unwelcome sexual advaegegsts for sexual favors, and other verbal,
physical, and nonphysical conduct of a sexual eaturen:

* Submission to or rejection of such conduct is maddicitly or implicitly a term or condition
of employment; or

* Submission to or rejection of such conduct by aimdual is used as the basis for employment
decisions affecting that individual, or for awarglior withholding a favorable employment
opportunity, evaluation, or assistance; or

e Such conduct has the purpose or effect of unreédpriaterfering with an individual’s
performance at work, or creates an intimidatingstit® humiliating, or sexually offensive
work environment.

Under this definition, a direct or implied requést a supervisor for sexual favors in exchange for
actual or promised job benefits such as favorablopmance reviews, salary increases, promotions,
increased benefits or continued employment conetitsexual harassment.

The definition of sexual harassment is broad amé@gddition to the above examples, other unwelcome
sexually oriented conduct, whether it is intendedat, that has the effect of creating a workpliu

is hostile, offensive, intimidating, or humiliating male or female employees may also constitute
sexual harassment. Sexual harassment also inchwlesexual comments and conduct that are
directed at an individual because of his or hedgeior otherwise motivated by gender discrimination

It is not possible to list all of the additionaf@mimstances and behaviors that may constitute kexua
harassment or other inappropriate conduct thatnetlibe tolerated. However, the following are some
examples of prohibited conduct:

* Unwelcome sexual advances, whether or not theyievahysical touching;

» Sexual epithets; sexual jokes; written or oral nexiees to sexual conduct, gossip regarding
one’s sex life; comment on an individual's body;nmooent about an individual's sexual
activity, deficiencies, or prowess;

« Displaying sexually suggestive objects, picturestaons;

* Leering, whistling, brushing against the body; séxgestures;

* Suggestive or insulting comments;
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* Inquiries into an individual’'s sexual experiencasd
+ Discussion of one’s sexual activities.

C. Complaints of Sexual Harassment

Experience has shown that a clear statement tpdfs®on engaging in the offensive behavior is often
all that is necessary to stop the conduct. Ifdhmployee believes he/she is being harassed, tha Tow
encourages the employee to let the person engayitigg conduct know how you feel. However, if
the employee does not feel comfortable taking $kép, the Town certainly do not require it. If the
employee believes that he/she has been subjectskt@al harassment, the employee should report the
incident in accordance with the Reporting Procedwrgtained as part of this policy. The matter will
be promptly investigated and where it is determitieat such inappropriate conduct has occurred,
action will be taken to eliminate and correct tlomduct. Employees who violate this policy will be
subject to disciplinary action, up to and includiegmination of employment.

D. Retaliation

Retaliation against an employee who complains indgéaith about sexual harassment or who
participates in good faith in an investigation ofcamplaint is a violation of this policy and is
prohibited by law. If the employee believes thatshe has been subjected to retaliation, the geplo
should report the incident in accordance with tlepdtting Procedure contained in this policy.

E. Reporting Procedure for Sexual and Other Unlawfldrassment, Discrimination and
Retaliation

If the employee feels that he/she is a victim odusé or other unlawful harassment and discrimimatio
or retaliation, the employee should immediatelyoreguch actions in accordance with the following
procedure. All complaints will be promptly and apgriately investigated.

1. If you believe that you are a victim of sexualotiner unlawful harassment and discrimination
or retaliation, you should report the act immediate your Department Head or the Town
Administrator.

2. Supervisors and managers who become aware ofingiisating or harassing conduct, a
complaint of discrimination or harassment, or ratadn must report the conduct and/or
complaint immediately to the Town Administratortbe Board of Selectmen.

3. The Town will promptly investigate every reportedident if appropriate. Any employee,
supervisor, or agent of the Town who has been fdonldave sexually or unlawfully harass,
discriminate against, or retaliate against anoth@ployee may be subject to appropriate
disciplinary action, up to and including immediadescharge. The complainant will be
informed of the outcome of the investigation.

4. The Town will conduct all investigations in aaset manner. Disclosure of complaints will
be limited to those with a need to know.
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VERBAL WARNING NOTE (example of style which may be used)

| gave a verbal warning to

(Employee Name)

on this date for violating

(Cite name of regulation, policy or procedure)

The above named employee was advised that anyefuriblations of this or other rules could
result in further disciplinary action.

Name:

Date:
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WRITTEN WARNING (example of style which may be used)

To:

From:

Date:

Subject; Written Warning

You are hereby given a written warning as calledridhe Town of Warner Personnel Policies for:

Which is/are violations(s) of the following rulesdcaregulations:

You are expected to improve your compliance wigssthrules and regulations forthwith.

Any further violations may result in further, andssibly more severe, disciplinary action that may
include, but may not be limited to, suspension andischarge.

Supervisor’s Signature

| acknowledge receipt of the above. | certify thatas discussed with me. | do not necessarifg@ag
with the above.

Employee’s Signature

Date
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NOTICE OF SUSPENSION (example of style which may be used)

To:

From:

Date:

Subject: Notice of Suspension

You are hereby notified that your are suspended for _ days with/without pay

effective, . This action is the result of your violation of

(Cite section of rule/policy/procedure violated)

in that you

(Cite specifics of violation to include date(s), &i{$) actions(s))

This behavior does not comply with the standardpesformance expected of you as an employee of
the Town of Warner.

(May wish to cite other warnings in here)

Supervisor’s Signature

| hereby acknowledge receipt of the above. | fyettiat it was discussed with me.

Employee’s Signature Date
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SECTION IX: GRIEVANCE PROCEDURE

“Grievance” means an alleged violation, misintetgtien or misapplication, with respect to one or
more employees, of any provision of these poligieles and regulations. Any employee who believes
that he/she has received inequitable treatmentusecaf some condition of his/her employment may
personally, or through his/her representative, apger relief from that condition through the
following steps:

Step One  An employee is expected to discuss any grievandally with his/her immediate
supervisor within three (3) days of the allegedtraament.

Step Two: If the matter is not settled, the employee may stulamwritten grievance and relief
sought to the department head no later than severddys of the alleged mistreatment. The
department head shall respond to the employee itmgvmwithin three (3) working days of receipt of
the grievance.

Step Three: If the employee feels that the grievance has neinb&atisfactorily adjusted by the
department head, a written grievance may be sudxintti the Town Administrator within fourteen
(14) days of the alleged mistreatment. The Towmhistrator may conduct hearings, investigations
and/or reviews necessary to determine the fadiseoissue and recommend to the Board of Selectman
for final decision. The Board of Selectman willitgrits’ finding(s) no later than twenty-one (219yd

of the alleged mistreatment. The decision of tbar of Selectmen will be final.

Any grievance should be settled at the lowest ptsdevel. This should not be construed to in any
way restrict the rights of employees under thessqmnel rules and regulations.

SECTION X: SEPARATION FROM EMPLOYMENT
MISCONDUCT

An employee may be terminated from employment whhn Town for misconduct in connection with
his/her work as provided in SECTION VIIl, DiscipinProcedures. Employees terminated for
misconduct may forfeit severance benefits, as wiyot have separated in good standing.

WITHOUT FAULT

An employee may be terminated through no faulhefrtown when it is determined that the employee
is unsuited for or incapable of performing the wasdsigned.

RESIGNATION

Voluntary separation occurs when the separati@migloyee initiated by:
* A written resignation or;
» Failure to appear or call for three consecutiveedaled working days or;
* Failure to return from an approved leave of absepo conclusion of the leave or;
» Failure to report for work upon recall from a lafyof reduction-in-force or;
* Retirement
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LAYOFFS/REDUCTIONS-IN-FORCE

A layoff is the discontinuance of employment folygseriod of time when no work is available, no
funds are available or other legitimate reasons.

The normal sequence of layoff shall be seasonalpdeary, part-time then full-time employees. All
employees shall be furnished a statement in wriseting forth the reasons for the layoff at lebét
days prior to the layoff.

RECALL

Recall from layoff will be made of all qualifiedgelar employees for one year from the date of the
layoff before employment of others. Persons wlelaid off in good standing shall, provided that
their qualifications are equal to the qualificasonf other applicants, be given preference for
reemployment.

SECTION XI: SAFETY AND HEALTH

The Town values the health, welfare and safetyvefyeemployee and intends to provide a safe and
healthful workplace and has a Safety Program whnbthresses various areas. A copy of the Safety
Program is given to each employee upon hiring andrporated by reference into this personnel
policy. Additional copies are available upon resfu

Employees of the Town have a responsibility to thelves, their families, their co-workers, and the
community to understand and follow the safety pmogr Employees must be alert in detecting and
taking steps to remedy potentially hazardous cadit Above all, employees must be concerned for
others to help ensure everyone’s safety, well-heang productivity.

JOINT LOSS MANAGEMENT PROGRAM (JLMP)

Every employee has the right to a workplace freenfoccupational safety and health hazards. A Joint
Loss Management Program is designed to preventlems and illnesses, and is established jointly
between employees and management as required by2BEA:64 lll. Unsafe acts, unsafe conditions

and accidents all demonstrate a weakness in theagearent system. The JLMP provides the

framework for safety to be managed like any othecfion through planning, organization, leadership,

and control. It is an established fact that aswalhed, well-disciplined and well-supervised eayge

in a safe and healthful environment is less likelyhave an accident. The JLMP is outlined in the
Town’s Safety Program.

PENALTIES

Failure to comply with mandatory requirements foeanng safety apparel and or using safety
equipment will result in disciplinary action.
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PHYSICAL EXAMINATIONS

To insure that employees remain healthy and ablevddk, the Town may require that certain
personnel undergo a physical examination at thenl®expense by a provider of the Town’s choice.
Employees should refer to individual departmentgoes regarding designation and scheduling.

SMOKING

As a result of the overwhelming evidence that smgks dangerous and injurious to a person’s health,
the Town has banned smoking indoors in the worlgplaed Town vehicles, except in specifically
designated areas and during rest periods and eaglmeal times. Smoking is not permitted in the
presence of the public while engaged in Town bsivéth the public.

In addition, passengers in vehicles operated byrTemployees and/or staff while on Town business
are required to wear seat belts. This requireraball not apply in the case of vehicles in which th
manufacturer has not installed seat belts. All moamployees are forbidden from disengaging or
otherwise disarming automatic seat belt systenadasms. Employees found violating this policy may
be subject to discipline up to and including disglea

DRUG/ALCOHOL ABUSE

Employees of Town should not possess, use, ornselfprescription drugs or alcoholic beverages
while on Town business. Possession shall inclbdenot be limited to, concealment or storage in a
locker, bag, automobile, or other place accessibthe employee during working hours.

Employees should not report to work or attempt tykwwhile under the influence on non-prescribed
drugs or alcoholic beverages.

Employees should not report to work or attempt okawhile suffering from the effects of exceeding
the prescribed or directed usage or otherwise mbuprescription or over-the-counter drugs or
medications.

Failure to comply with these rules shall lead tscghlinary action that may include, but not be texdi
to, suspension, demotion, or discharge. Emploheéding a Commercial Drivers License (CDL) are
further regulated by a separate Policy and ProeefturDrug and Alcohol testing.

POLICY AND PROCEDURES FOR DRUG AND ALCHOHOL TESTING
Who must be tested: Effective January 1, 1996 Town employees holdinGoemmercial Drivers
License (CDL) and operate Commercial Motor Vehic(€MV), will be subject to alcohol and

controlled substances testing pursuant to U.S. palment of Transportation regulations. For the
purpose of these requirements, a Commercial Velsdefined as:

* Vehicle with a gross weight of 26,001+ pounds
« Any size passenger vehicle designed to transperpa8sengers including driver, and
* Any size vehicle transporting hazardous materedgiiring placarding

These rules apply to drivers operating CMVs botharstate and intrastate.
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Alcohol: Alcohol means the intoxication agent in beveragmlabl, ethyl alcohol, or other low
molecular weight alcohols including methyl and isagy! alcohol.

No driver shall report for work, remain at work, mrssess alcohol during the performance of safety-
sensitive functions (SSF) with an alcohol conceimain excess of 0.02. No driver shall refuse to
submit to a required alcohol test.

The method of testing for alcohol under D.O.T. tagans is by breath and/or saliva. Only devices
approved by the National Highway Traffic Safety Adistration (NHTSA), which are on the
Conforming Products List (CPL) shall be utilized fmicohol testing. Only trained Breath Alcohol
Technicians (BAT’s) or Screen Test Technicians (SYWill be allowed to administer a breath or
saliva alcohol test.

Controlled Substances: Regulations require testing for the following ckssof controlled
substances:

e Cannabinoids (Marijuana, hashish, grass, pot, basmmarinol, dronabinol)

* Cocaine (Coca leaves, crack, free base, snow,, ftaée/)

* Opiates (Opium and codeine derivatives-heroin, &maak, china white)

« Amphetamines (Amphetamines and methamphetaminesiamts, speed, crystal, crank,

uppers, bennies, dexies, etc.)
* Phencyclidine (PCP — angel dust, dusters, hallggns)

Tests Required: Controlled substance testing is required for CDliveis in the following
circumstances:

* Pre-employment: This test applies to CDL driveplagants. The Supervisor must have drug
test results before drivers perform safety-sersifiwnctions. No pre-employment alcohol
testing is required.

* Random: Unannounced testing of CDL drivers based mandom selection of drivers. Names
are chosen by lottery from a list of all driverstive pool. Drivers notified of selection must
immediately submit to testing when performing SSHis process ensures that all drivers have
an equal chance of being selected at any time. s€hetion program should be developed to
select CDL drivers, spreading the selection ov&@ anonth period with a 50 percent annual
sample rate for all eligible drivers. Random atwokesting should be conducted at an
annualized rate of 25 percent.

» Post — Accident: This test applies to CDL driveited for a moving violation arising from a
reportable accident where a vehicle is towed ornndndatality occurs. The drug test must be
administered as soon as possible but within 32shotithe accident. Alcohol testing must be
conducted as soon as possible but not later theu& after an accident. The Supervisor must
document failure to comply with time constraints.

* Reasonable Suspicion: This test applies when iaettasupervisor or municipal officer
observes a driver acting in a manner which indgaige of alcohol or controlled substances.
The supervisor must prepare and sign a statemeninumting the observation within 24
hours. Testing should be coordinated as soon ssilpe following the reasonable suspicion
determination and the driver should be providedhwinsportation to/from the testing site.
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* Return-to-Work: Should a driver test positive, wefoeturning to work for the Town, the driver
must submit to and pass a return-to-work alcohdf@ncontrolled substance test; the expense
paid by the driver.

* Follow-up: After the driver has passed a returwvtok test, the driver is subject to follow-up
random testing at a minimum of 6 tests in the fwgtlve months upon returning to work; the
expense for testing to be paid by the driver. Tasing is in addition to the normal random
testing.

Testing Procedures: Mandatory testing procedures are based on thosdblissied by the U.S.
Department of Health and Human Services. Theseedwes include: dual urine sample collection,
laboratory procedures, alcohol test procedures reparting of results and confidential recordkegpin
of final test results and statistical data. Ordpdratories certified by the Substance Abuse Mental
Health Services Administration (SAMHSA) may be usedhese procedures exist to safeguard
accuracy and to protect the privacy of drivers.

It is critical that drivers participate honestlythe process. A driver who refuses to submit ting is
considered “unqualified to drive” and his/her enyph@nt terminated.

A driver who has tested positive for any of thestahces will be notified and may discuss the pasiti
test results with a qualified Medical Review Offig@IRO). The driver will be given an opportunity
to explain any special circumstances to the MR®e MRO has the authority and responsibility for
reporting the results to the Town’s drug programmaggement for action within three days.

All drivers who have been determined to be posittyethe MRO may be referred to a Substance
Abuse Professional (SAP) for counseling if theipémgment is to be continued.

In addition to testing procedures, DOT required thgervisors and management officials undergo
training on the subject of the use and abuse ohalcand controlled substances.

ConsequencesA driver will be deemed “unqualified” and removedrh SSF if:

e The driver tests positive

» The driver refuses to submit to a test

* The driver possesses prohibited substances whilerkt
(Note: All are grounds for termination of Employment)

In all cases of a positive test, the driver is roallly not qualified until such time as the drivests
negative for alcohol or controlled substances andedically recertified. The Town will not allom a
employee to drive_antown vehicle until they successfully complete thguirements once they have
failed a test.

A driver who refuses to submit to an alcohol orteolfed substances test following a fatal accident
will be “disqualified” from driving a CMV for onesar. His/her employment with the Town will be
terminated. Drivers who subvert testing by intemailly providing false or inadequate breath andauri
samples, or their conduct clearly obstructs thenggrocess, will have their employment terminated
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Additional Features: The Supervisor of the Town’s CDL drivers will insuthat:

e All drivers read the Town’s policy and proceduresgarding alcohol andirug testing
signifying their understanding by signing and datithe master copy. Each driver will
thereafter review and sing the document annually.

«  When randomly selected, drivers will proceed toThst site immediately.

 Reasonable Suspicion Testing will be based on rctielating to behavior, speech, body
odors, etc. and documented within 24 hours.

» Drivers not perform SSF after alcohol concentratdr>0.04, while using alcohol, within 4
hours after using alcohol, within 8 hours followiag accident (or until tested) and refusal to
submit to a required test.

» Drivers not refuse to submit to testing for:

» Post Accident

* Random

* Reasonable suspicion

* Follow-up

» Drivers not take prescription drugs unless prescriby a physician who advises the driver that

the drug will not affect safely operating a CMV

Driver inform their Supervisor of any therapeutimgl or substances that would effect the safe

operation of a motor vehicle.

« Drivers not consume an intoxicating beverage, igas of its alcohol content, or be under the
influence, within 4 hours before work.

* That drivers not be coerced by management intcoparhg safety-sensitive functions which
would cause them to violate regulations.

Types of Records: Data will be compiled by the Supervisor for Qudyteand Annual reporting
purpose for:

e Collection process

» Driver’s test results

* Violations

» Evaluations by Substance Abuse Professional (SAP)
* Education and Training

* Drug testing

Reports: Selectmen will produce Quarterly and Annual sumesarof Alcohol and Controlled
Substance Testing as required by outside agencies.

Records Access:Records within previous two years must be madeahlai to subsequent employer
upon written request from driver for:

* Possible alcohol >0.04
» Positive drug test; and
+ Refusals to test

This information must be provided within 14 daydahe data must be controlled and treated as
confidential.

Training: The Town will provide to all CDL operators educatimaterials and training to insure their
understanding of the Town’s Policy and Procedune®fug and Alcohol Testing.

Page 34 of 40



REASONABLE SUSPICION
TESTING REPORT

Employee
Name: e: Dat

Department: Job Title:

Time: a.m./ p.m. Location:
. __________________________________________________________________________________________________________________________________________|

Reason(s) For Suspicion (Check all that apply):

Breath: o Odor of Alcohol o Odor of Drugs
Clothing: o Odor of Alcohol o Odor of Drugs
Color of Face: o Pale o Flushed o Other
Eyes: o Bloodshot o Watery o Glassy
Pupils: o Contracted o Dilated o Not Equal Size
Speech: o Confused o Mumbled o Mush Mouthed
o Slurred o Thick Tongued o Not Understandable
Unusual Actions: o Belching o Crying o Fighting
o Laughing o Mood Swings o Vomiting
o Hiccoughing
Observed Behaviorsa Carefree o Cocky o Combative
o Excited o Hilarious o Indifferent
o Insulting o Sleepy o Talkative
Body Control: o Repeatedly Tried to Perform Task (s) o Staggering

o Unable to Control Bodily Functions

Describe Other Reason(s) for Suspicion:

Witness(es):

Time Employee was Instructed to be Tested: a.m./p.m.

ObservingSupervisor: Title:

Signature: Date:

| have read and understand the Town of Warner'sdPeel Policies, Rules & Regulations including
the Policy and Regulations for drug and alcohdingsif a CDL licensed driver, and agree to comply

NAME DATE
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SECTION XIlI: SECURITY

The security of the Town property and confidentialormation is the responsibility of every
employee. The Town is constantly involved in isstigat affect the property and reputations of its
residents. We are constantly dealing in the foathoh of policies that impact our residents.
Therefore, legal and personnel issues, and theypfdrmulation process are confidential matters and
must not be divulged without the approval of theibof Selectmen.

Materials, equipment, tools, other personal or T@mmed property, confidential literature, manuals
or other documents of a sensitive nature shalbeaemoved without the prior written authorizatan
the employee’s supervisor or department head.

The Town reserves the right within the Law and d&saresort, to inspect employee vehicles located
on Town property, lockers, desks, storage areas,f@t unauthorized possession of Town property,
information, materials, or other contraband omgkitems.

No Town owned vehicles or equipment will be usadofiier than Town business unless authorized by
the Board of Selectmen. Rates for outside useavfrlvehicles and equipment will be by a fee

schedule established by the Board of Selectmenladns of this policy will result in immediate dn
appropriate disciplinary action, up to, and inchgjidischarge.

SECTION XIII: TRAINING AND DEVELOPMENT

It is the policy of the Town to provide, at its clistion, reasonable financial assistance to empkye
interested in furthering their formal educationgd @mhancing or maintaining their skills.

The courses or programs that may be approved ifobrtesement must be deemed to directly improve
the employee’s ability in his/her present posit@nincrease his/her potential within the Town. The
course or program must have the prior approvakpbdment head or Town Administrator.

Employees who utilize this training are entitlecd®paid for those hours as if at work.

To be eligible for reimbursement the employee naste been employed for at least six months, taken
off probationary status, and must receive a paggiade or certificate of successful completion.

Employees who separate from the Town for any readbar than layoff, prior to completion of a
course shall forfeit their rights to any reimburssin

SECTION XIV: MISCELLANEOUS
CHAIN OF COMMAND
It is expected and required that all employees fwilbw the levels of authority, sometimes referted

as the chain of command, in reporting grievancesplpms, violations of laws, policies and
procedures. This line of reporting is spellediauthe Grievance Procedure in SECTION X.
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The only exception to this policy will be for reporof sexual harassment. However, no retaliatory
action shall be taken against any employee whortepiolations of Federal and/or State laws to a
regulatory authority pursuant to the provisionshaf State “Whistle Blowers Law.”

COMPUTER USE AND COMMUNICATIONS EQUIPMENT POLICY

The Town provides communication tools including poters, fax machines, telephones, voice mail,
email, and access to the Internet to help withetinployee’s job. This policy is designated to hblkp
employee understand the Town’s expectations forude of these resources and to help use these
resources wisely.

All employees should be aware that the Town hagsig, but not the duty, to monitor the computer,
network, fax, voice mail, email, and Internet usalbemployees. For this reason, employees should
not have any expectation of privacy in their useTaivn computers or other communications
equipment, including email and voice mail systeffibe Town reserves the right to suspend individual
user accounts for violation of this policy anda&e disciplinary action up to and including terntioa

of employment for the misuse of these resourceshar violations of this policy.

The following guidelines apply to all employees:

* Employees should be aware that in addition to nooinig email messages sent and received on
our system (including email messages sent and vestefrom personal email accounts
accessing from our system), we have the ability tedright to monitor such things as each
Internet website visit, newsgroup discussions, cbam discussions, computer network use,
and voice mail accounts. Computers and other camuations equipment and the
communications, information, and documents createdhem are the property of the Town
and may be monitored by the Town at anytime.

« Town computers and other communications equipmexyt mot be used to violate any federal,
state, or local laws or regulations. Use of anwit@esources for illegal activity is grounds for
immediate termination of employment, and the Toeserves the right to report the matter to
law enforcement authorities. The Town will cooperaith any legitimate law enforcement
investigation.

 The Town reserves the right to inspect any andilel$ stored on our computer network,
including any files in private areas of the netwoirk order to assure compliance with this

policy.

* The display or transmission of any sexually explitiage or document on any Town system is
a violation of Town policy on sexual harassmenbowh computers and other communications
equipment may also not be used to transmit or aysethnic or racial slurs, or any other
comment, message, or image that offensively adelseage, race, sex, sexual orientation,
religion, national origin, disability, veteran siaf or anything else that may be construed as
harassing, discriminating, or disparaging of othefsansmission of harassing, discriminatory
or otherwise objectionable email or files is styigrohibited.

* Transmission of any religious or political messaigestrictly prohibited.
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* Access to obscene or offensive websites is stipthibited.

* Any personal use of our computers or other comnatimns equipment for any commercial
activity (other than Town business) is prohibited, is the use of Town computers and
communications equipment for anything that may betin the best interest of the Town
including, but not limited to, activities that disse any confidential or proprietary information
of the Town.

e« Town computers and other communications equipmeatta be for Town use only by
authorized users. Non-employees may not use thenToomputers, network, or other
communications equipment for any reason.

» Use of another employee’s account, user nhame, sswiad, or access to their personal files
without their consent (by anyone other than autsatirepresentatives of the IT department) is
prohibited. Obtaining, or trying to obtain, othesers’ passwords or using programs that
compromise security in any way is prohibited.

» All pass codes and passwords are the propertyeofélvn. No employee may use a pass code,
password, or voice mail access code that has mot issued to that employee by the Town or
that is unknown to the Town. Users of the Town patars, network, and other
communications equipment must take reasonable yiiena to prevent unauthorized access to
our systems. Passwords should not be divulgeddathorized persons.

« Destruction, theft, alteration, or any form of s@ge of the Town’s computers, programs,
software, hardware, networks, websites, files, ,data other communications equipment and
resources is prohibited and will be investigated prosecuted to the fullest extent of the law.

* Any vulnerability in the Town’s computers, netwoi, other communications equipment or
resources should be reported immediately to thenTAdministrator.

» Accessing the Town'’s files or any other files oe tietwork or the system that the Employee
did not create is prohibited unless he/she has puthorization from the Town Administrator
or the creator of the file.

ETHICS

Employment with the Town carries with it a respbiigy to be constantly aware of the importance of
ethical conduct. Employees must refrain from tgkpart in, or exerting influence in, any transactio
in which their own interests may conflict with tlhest interests of the Town. Each employee is
individually responsible for adhering to this pgliand for reporting violations to their supervisor
department head.

The Town recognizes and respects the individuall@yep’s right to engage in activities outside of
his/her employment which are private in nature dmahot in any way conflict with or reflect pooriyo
the Town. The Town does reserve the right howetgerletermine when an employee’s activity
represents a conflict with the Town'’s interests smthke whatever action is necessary to resolge th
situation including termination.
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The list below includes but is not limited to typefk activity that would reflect negatively on the
employee’s personal integrity or that would limis/her ability to discharge their job duties and
responsibilities in an ethical manner:

« Simultaneous employment by another firm that is@p8er to or contractor with the Town.

» Conducting business with a firm in which the empleyor a close relative of the employee,
has a substantial ownership or interest.

* Holding a substantial interest in, or participatiorthe management of, a firm from which the
Town makes purchases.

e Borrowing money from individuals or vendors, othkan recognized loan institutions, from
which the Town buys services, materials, equipmansupplies.

» Accepting gifts or entertainment from an outsidgamization, vendor, individual, or agency.

e Speculation or dealing in materials, equipmentpsiap, services, or property purchased by the
Town.

OUTSIDE EMPLOYMENT

Employees working for other employers, includingf-senployment, are required to notify the Town
immediately of their employment, their likely sclweb and work location so that the Town may
determine if there is any conflict with work perfoed for the Town or likely to raise conflict of

interest issues for the Town.

An employee on an approved leave of absence, tilaer annual or military leave, who works for
another employer during that leave, will be congdeto have voluntarily resigned from Town
employment.

SOLICITATION

Unauthorized solicitations of employees on the psesare strictly prohibited at all times. This
prohibition applies both to employees during wogkinours and to outsiders. Any such incident
should be reported to the Board of Selectmen imatelyi

In some instances, the collection of money for @més flowers, parties, donations, or for cases of
particular hardship can be considered approprifitethese cases, prior approval of the supervisor o

department head is required and all such solioitatshall be made during regularly scheduled breaks
and lunch periods.

ACCESS TO PERSONNEL RECORDS

In conformity with N.H. RSA 275:56, employees shadive a reasonable opportunity to inspect their
personnel files and, upon request and by signirgjease form, to obtain a copy of all or part & th
file. The Employer reserves the right to chargeasonable fee for the costs associated for alesop
made at the employee’s request.

If an employee disagrees with any information ia plersonnel file, and the Town refuses to remove or

correct such information, the employee may submitriten statement explaining the disagreement
together with evidence supporting the employeetsiga. Such statement shall be maintained as part
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of the employee’s personnel file and shall be idetliin any transmittal of the file to a third paatyd
shall be included in any disclosure of the contéstdormation made to a third party.

POLITICAL ACTIVITY
Nothing in these rules is to be construed to preaag employee from seeking out or continuing to be
a member of a political organization or from att@mce at a political meeting, or having freedom from

interference in casting his/her vote.

Political activity of employees during normal buesss hours is prohibited.

SECTION XV: SEPARABILITY

If any Article or Section of these policies, rulesd regulations should be held to be invalid by
competent authority, the remainder shall not beca#d thereby.

SECTION XVI: SUPERSESSION

These policies, rules, and regulations shall taiece on the date established by the Board of
Selectmen and shall supersede all previous policidss and regulations that may be in use on the
effective date, unless specific exceptions are nigdthe Board of Selectmen to adopt amendments,
additions, or deletions to these policies, rulesl, @egulations.

If there is any conflict between these rules angdRaderal or State law, or other negotiated agregme

then these policies, rules, and regulations stwllapply to those specific areas covered by sueh la
or agreement.

SECTION XVII: AMENDMENT PROCEDURE

These rules may be amended and changed from tinimméoas conditions require and as deemed
appropriate by the Board of Selectmen and noticethiployees.
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