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BOARD OF SELECTMEN
    AGENDA SUMMARY

September 14, 2010

1)  Call to order.

2) Minutes of previous meeting August 10, 2010 

3)  New business.

a) Set FY 2010-11 mill rate and sign tax commitment- Michael O'Donnell,  Contract
Tax Assessor 

Contract Tax Assessor, Michael O'Donnell, will present calculations and material related to setting
the 2010-11 mill rate to the Selectmen. 

b) Consideration of Abatement- Michael O'Donnell, Tax Assessor

Contract Assessor Michael O'Donnell has a short list of abatements (attached to the ePacket) for
Selectmen review. Mr. O'Donnell will be prepared to answer any questions.

c) Road Name Changes and proposal for “Placement of Inert Fill Permit”- Chris
Hanson, Code Enforcement Officer

According to Selectmen policy, road name changes are considered twice a year. Code Enforcement
Officer, Chris Hanson, has two proposed new road names and changes and recommends the list,
attached in the ePacket along with map of said changes. He also recommends approval of a new
Public Works Department Fill Permit. Approved permits would be required for any fill received
from the Town of Raymond, Public Works department,  and limit the Town's liability for placement
of such fill. 

d) Selectmen Recognition of Kathryn “Ginger” Wallace for her service on the Planning
Board- Joe Bruno, Chairman

The Selectmen will recognize and honor Ginger Wallace for her 7 years of service to the Town.

e) Review of Acquired Property Collection Status- Sue Carr, Deputy Tax Collector 

Deputy Tax Collector, Sue Carr, has provided a detailed summary on the current status of Tax
Acquired Properties. A demand letter was sent on July 29, 2010, via certified and regular mail. Six
of the ten certified letters were accepted and four former property owners have made payment
arraignments. The Board of Selectmen will give consideration, under the Tax Acquired Property
Policy (Attached to the ePacket), regarding the disposition of the remaining  six properties.

f) Approval of Warrant for Election of Officers- Board of Selectmen 

The Selectmen will be signing an election warrant for a new member of the Board of Selectmen to
fill the unexpired term of Selectman Dana Desjardins who resigned on July 21, 2010, effective

The Selectmen may take items out of order at their discretion.
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November 2, 2010. Elections will be held on November 2, 2010 and the position will be effective
until 2011 Annual Town Meeting.

g) Request for Restricted Public Access to Town owned Property located off Egypt
Road at Farwell Drive- Keith Libby, 24 Beaulieu Drive (off Farwell Drive)

Mr. Libby is requesting that the Selectmen consider allowing placement of a gate on Farwell Drive
(see diagram attached to ePacket) in order to limit public access to the 76 acre Town owned site,
acquired in 2006 and formerly used as the Town's landfill. The area ceased being used as a landfill
and was closed according to DEP regulations in approximately 1983. Subsequent to closing, the
land, then owned by Trudy Lynn Files, was used by the public for the same activities that were
outlined in Mr. Libby's letter. Staff does agree that this unrestricted Town owned property is being
used for the aforementioned activities outlined in Mr. Libby's email (attached in ePacket). Mr. Libby
wishes closure of Farwell Drive, leading to the Town owned land, in order to control access to the
site and improve safety for his family. He also indicates his desire to invest personal funds in the
roadway to improve the quality of the road. He does not want to invest funds in a roadway that
could be degraded through public use. 

The Town of Raymond has no current plans for improved access to the parcel or any need for
improved access. Additionally, no plans are under current consideration for the development of this
parcel. In the past, discussions were occurring over the possible assistance from the Maine Army
National Guard in clearing the property, cutting and filling it in order to produce level playing fields.
These discussions ended when the Guard was deployed overseas in support of ongoing military
actions. Mr. Libby has suggested two potential locations for a gate along Farwell Drive. Location A,
close to Egypt Road, would prohibit motor vehicle access to the site by the public and, likely, greatly
reduce related use.  Location B would still allow vehicle access, but would restrict access to the
roadway leading to Mr. Libby's home. The current use of the road has not produced undue
maintenance or other impacts on the Town.

h) Vote on use of undesignated fund balance reserve to fund Regional Public Safety
Study Local Share

Attached to ePacket is correspondence to Finance Director Nancy Yates from GPCOG Director of
Cooperative Services and Human Resources, Eben Marsh. In the attachment, Mr. Marsh outlines
that a balance of $7450 will be due from each town (Casco, Raymond and Naples), after applying the
proceeds of the Federal Community Development Block Grant in the amount of $1500.00  and was
received by the Town of Casco, to undertake the Regional Public Safety Feasibility Study. 

Staff is recommending that the Board of Selectmen allocate the amount of $7450.00, as previously
committed (pending approval from the other two towns), from the Town's unanticipated needs
reserve, approved from fund balance at the Annual Town Meeting, in the amount of $75,000. No
other expenditures have been made from this reserve in the FY 2010-11 to date. Should the
Selectmen approve this expenditure, a balance of $67,550.oo will exist to address any unbudgeted
and/or unmet needs deemed appropriate by the Selectmen over the remainder of the fiscal year,
ending June 30, 2011. 

i) Quit Claim deed for approval: Christine Hedtler, Map 18, Lot 18b, 6 Furlong- Board
of Selectmen 

Deputy Tax Collector Sue Carr has prepared a quit claim deed for Christine Hedtler for propert
located at 6 Furlong. This is a previously foreclosed on property. All back taxes, interest and lien

The Selectmen may take items out of order at their discretion.
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costs are paid in full. 

j) Consideration and Signing of  County Tax Assessor's Return- Board of Selectmen 

In the ePacket is a copy of the Cumberland County Tax Assessor’s Return for Selectmen's
signatures.  This is an administrative requirement necessary to collect and disburse the tax due
from the Town of Raymond to Cumberland County, which in FY 2010-11 is being levied in the
amount of $544,946.  Although taxes are due on September 1, 2010, there is a 60-day grace period
during which interest does not accrue.  It is the procedure of the town to make payment timed
within the expiration of that 60-day period.  Accordingly, I am recommending that the Selectmen
approve and sign the Tax Assessor’s Return, which will facilitate payment by the Town of Raymond
at the appropriate time.

4)  Old (unfinished) business.

a) Vote to approve revised “The Bold New Town Report Plan”, as discussed on June
10,  2010

The policy for the Town Report and Warrant, called “The Bold New Town Report Plan,” was
reviewed on June 10, 2010 and amended, but was never voted on and officially accepted. This
policy is being brought before the Selectmen again for final review and approval. 

b) Discussion of  draft IAFF Local 4095, AFL-CIO-CLC Agreement- Fire Chief Denis
Morse

Fire Chief Denis Morse and Town Manager Don Willard have been meeting with representatives of
the AFL-CIO-CLC Local 4095 over the past nine months to arrive at an initial agreement between
the parties. The draft document, attached to the ePacket, represents the summation of those
discussions to date. The Fire Chief has briefly highlighted the negotiations and the contract
language recommendations for Selectmen consideration at the August 17, 2010 Board of Selectmen
meeting. Policies and a summary of their differences are attached in the ePacket.

5)  Public Comment This agenda item is for the public to bring attention to any issues and concerns for
possible consideration at future Board of Selectmen meetings.

6)  Town Manager Report and Communications.

a) Confirm date for next meeting.  Proposed date: Tuesday, October 12, 2010

b) Town Manager to attend ICMA Conference October 16-22.

7)   Selectmen Communications. This agenda item is for the general discussion of non-agenda items
by the Board of Selectmen, and for the purpose of introducing future topics for discussion. No action
will be taken.

8)   Fiscal Warrants – Payroll and Appropriation Warrants – September 14, 2010

9)  Adjournment.

The Selectmen may take items out of order at their discretion.
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Tax Acquired Properties Summary

After the Selectmen meeting on July 13, 2010, I sat down with Sue Carr in an effort to get all
the questions posed by the Selectmen answered. She could not confirm that any of the properties were
in probate but that there had been no effort to make payment arrangements or even accept the notices
that  were being sent  out  by certified  mail.  She also confirmed that  none of  the  current  payment
arrangements were delinquent as of today, September 8, 2010. 

Sue explained that in an effort to locate these people, they used whatever means necessary to do
so including, but not limited to, web searches, IRS searches or looking up addresses listed in the phone
book. Demand letters were mailed out on July 29, 2010 as certified and regular mail. Below you will
find a brief summary and history of the efforts made in order to collect taxes for these properties. Sue
sent out certified and regular mailings last week to notify the property owners of the Town's intention
to exercise it's right to sell the property, which has resulted in contact by some of the owner's. 

6 Legacy Road
This property is listed under 6 Legacy Road Realty and trust. The contact listed for this group is

Judith Blum at 15 Oakridge Circle for Wilmington, MA. The last payments that were made were done
so for the 2007/2008 year and the last effort to contact them was made January 27, 2010, prior to
efforts made on August 11, 2008. This property was finally foreclosed on March 12, 2010. Signed for
certified mail on August 2, 2010 but there has been no response.

0 Daggett Drive
This property is listed under Joseph Beecher at 61 Dunton Dr, Naples. The last payment made

was for the 2004/2005 year and the property was foreclosed in 2007, with the last effort to contact him
made in January of this year. Mr. Beecher has made contact with the Town Office in an effort to make
good on his taxes but has failed to actually make any payments. He states that he is waiting for money
that is tied up in his father's estate, who has recently passed. As the Selectmen know, there are many
issues with this property, including delinquent dues for the Oakledge Circle Road Association. Sue says
that he is now working directly with Don.

Haskell Ave and Bond St
There are four properties listed to either Elizabeth, David or Louis Heirs Carey. The address for

all three is the same, a P.O. Box in Rangely, which is a business listed for David. The website is kept
current but there has been no effort to communicate or accept correspondence from the town office.
Payments for all properties was received in 2005/2006 and all were foreclosed in 2007. As of August 5,
2010, they had accepted their certified mailings for the first time ever, but still have not responded. 

Tenny Hill Rd
This property is listed for William Chapman, who lives at 49 Tenny Hill Rd. He is listed as a

member of  the Budget Committee through this year  for the Town of Raymond. The last payment
received for this property was for the 2006/2007 fiscal year and it was foreclosed in 2009. Scheduled
an  appointment  for  August  12  to  make a  payment  arrangement  and made a  plan  for  a  payment
arrangement which Sue mailed out to him August 13, 2010 to sign and mail back. He not sent it back,
but payments are due September 15, 2010 in the amount of $120.00 a month. 

Boulder Road
This property is listed under Joan Hamm at 190 Spring St in Westbrook. The last payment

received was for the 2004/2005 fiscal year. She has never accepted any of the certified mailings and it
is Sue's belief that she is just not interested in the property because there is only .12 acres. Certified



mail returned as unclaimed.

6 Furlong
This property is listed for Kristine Hedtler. Sue just spoke with the closing company today and

it appears that it has just been purchased with the understanding that there are back taxes to be paid.
The buyer is just waiting for the loan paperwork to go through and the tentative closing date is August
5, 2010 or the following week. August 20, 2010 still working on getting in closed. Has nothing to do
with the new owners and their finances. Received payment on September 8, 2010. 

1583 Roosevelt Trail
This property is listed for Loyd Locklear and the mailing address is the same as the property.

The last time that taxes were paid was in 2007/2008 and it foreclosed earlier this year. It appears that
the owner is using this as a primary residence. As of August 10, 2010 he has set up a payment plan for
$200.00 a month and the first payment was already made in August.

30 Murch Landing
This property is listed for Claude Mains at 27 Murch Landing. He is listed as the owner for both

and pays his taxes for the unit at 27 but not 30. It is believed that his daughter is residing at the 30 and
the last payment was received in 2007/2008. This property foreclosed earlier this year. Has recently set
up an appointment with Sue for August 10, to arrange a payment plan-Paid $1000 and going to pay
$400.00/month starting September 30, 2010. 

Valley Road
This property is listed under Susan Ritchie at 828 Denwood Sr, MI. She was located through the

IRS and state candidate contributions. She has made no effort to contact the town office and the last
time taxes were paid was in 2004/2005. The property foreclosed in 2007. Certified mail was returned as
unable to forward. Searched online for another address and this was still the only one for her. If she has
moved, then there is no way to find her.

9 Peppercorn Way
This property is listed for David Thompson at P.O. Box 1651, Naples. The last time that he paid

taxes was in 2007/2008 and the property was foreclosed in 2010. As we were wrapping up, Sue noticed
that he had actually come in today to pay on a different property that he jointly owns and the address on
the check matched. Signed for certified mail on August 9, 2010 but still has not responded. 
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TOWN OF RAYMOND
WARRANT FOR THE ELECTION OF OFFICERS

Tuesday, November 2, 2010

To: Nathan White, Resident of Raymond, or Town Constable in the County of
Cumberland and State of Maine:

Greetings:

In the name of the State of Maine, you are hereby required to notify and warn the
inhabitants of the Town of Raymond, qualified by law to vote in Town affairs to
meet at Jordan-Small Middle School gymnasium in said Town on Tuesday the
second day of November A.D. 2010 at 7:00 am then and there to act on the
following articles:

ARTICLE 1  To elect a moderator to preside at said meeting.

ARTICLE 2  To elect all necessary Town Officers and state referendum by
secret ballot.

The polls for voting on Article 2 will open at 7:00 AM and close at 8:00 PM.

The Registrar of Voters will hold office hours while the polls are open to correct
any error in or change a name or address on the voting list, to accept the
registration of any person who is not registered as a voter.  A person who is not
registered as a voter may not vote in any election.

Given under our hands this 14 day of September A.D. 2010.

___________________________    Joseph Bruno

____________________________  Dana Desjardins 

____________________________  Charles Leavitt

____________________________  Michael Reynolds

____________________________  Lawrence Taylor

SELECTMEN OF RAYMOND





Possible BOS agenda item. 

-------- Original Message -------- 
Subject:     Re: Farwell DR 
Date:     Thu, 26 Aug 2010 10:17:48 -0400 
From:     Don Willard <don.willard@raymondmaine.org> 
To:     keith libby <kmlibby12@gmail.com>, Joe Bruno <jbruno@communityrx.com> 
References:    
<AANLkTim0BmoJAqpQ2SqHKh1qCxmZY7SefuEso0Gwb5j0@mail.gmail.com> 

Mr. Libby, 

I have been previously briefed on your request by Public Works Director Nathan White.  Since
your proposal would restrict access to public land, I will need to discuss it with Chairman of
the Board of Selectmen Joe Bruno before setting a direction for consideration. 

I will be back in touch with you soon. 

Don Willard 
Town Manager 
Town of Raymond 
401 Webbs Mills Road 
Raymond, Maine 04071 

(207) 655-6994 v 
(207) 655-3024 f 
(207) 650-9001 m 

keith libby wrote: 

Good morning Mr. Willard, 

I am sending this email in regards to Farwell Dr. I have spoken with 
Nate about placing a gate restricting access to the right-of-way. The 
reason for this is not only for preservation of the road itself, but 
for safety as well. I purchased my home in September 2009, I am 
located 1/2 mile in Farwell off Egypt Rd. I am the only house on the 
road aside from a home just off Egypt. Since last year people have 
been using the land fill as hunting grounds, lovers rendezvous, 
shooting range and race track. A few hundred feet up the road from 
Farwell ( off Egypt RD), is a logging road that people can access to 
do those things. I have a 6 year old and a pregnant fiance living with 
me and have been wanting to use my own funds to improve the road. The 
conditions of the road now make access for emergency vehicles nearly 
impassible. After spending the money to grade the road hopefully this 
fall as well as plowing it in the winter, I want to make sure it's not 



going to be a waste of time, money and resources to keep it in good 
condition. As far as the land fill, on several occasions I have seen 
people hunting and shooting on it. My concern with this is not only 
the explosive hazard of the land fill but the fact that my family live 
and I drive by it and it will simple take a stray bullet or an 
irresponsible shooter to ruin a lot of lives. It's not uncommon to 
listen to gun shots while enjoying dinner with my family at night or 
working in the yard during the day while my daughter plays nearby. 

I have spoken with the family at the end a Farwell and they have no 
issue with placing a gate and in fact, welcome it. Attached is a 
diagram of where I wish to place it. "A" is of course my first option, 
again because of preservation of the road. If not that, at least a 
"Private Drive no Turn Around" sign place at the entrance. "B" would 
be my contingency at least restricting access to the land fill via 
automobile and atv. I would also like to place signs around the land 
fill restricting the use of firearms, again a huge safety concern. 

I grew up in Raymond and have been an active member of the community 
until joining the military 17 years ago. I adore this town and the 
people that live here. I do not mean to sound prudish or selfish, but 
my concern for my family's safety is legitimate. The fire department, 
public works and town office will obviously have unrestricted access, 
the intent is to maintain a safe and livable environment. Thank you 
for your time and consideration in this matter, please call me with 
any questions at 207-310-3742. 

Respectfully, 

Keith M. Libby 
  
------------------------------------------------------------------------ 















The Bold New Town Report Plan

As discussed on June 10, 2010 
Present Issues
Timing:
Information presented is a confusing combination of the past fiscal year (financial statistics), current
activities  (board and committee reports) and future budget requests (warrant and supporting materials). 

Warrant for Town Meeting:
Warrant articles are inconsistently worded, misworded and/or refer to supporting information that is not
present. 

Deadlines:
Despite almost a year of lead time, many reports and warrant articles are not received until up to and after
the print deadline. 

Town Report: Statutory Requirements (see next page: Maine Revised Statutes)
What:

• Record of financial transactions for last fiscal year; 
• Statement of assets and liabilities; delinquent taxpayers;
• Postaudit report;
• Names of those issued concealed firearms permits.

How:
• Copies must be available to voters at least three days before the annual meeting. (Note: this is past

fiscal year information; it doesn't mean the upcoming warrant has to be included.)

Improvement Plan
Separate 1) the Town Report from 2) the Warrant and its supporting Town Meeting information.

1) Town Report
Schedule:

• Deadline for board, committee and organization reports is September 1 for FY just ended;
• Deadline for auditors' report is November 1;
• Print deadline is December 1.

Includes: 
• Statutory items above, plus board, committee and organization reports for prior fiscal year; 
• Warrant and minutes for prior FY's Town Meeting indicating how articles were voted.

2) Warrant Articles
With Town Meeting as the target:

• No later than _________, departments, boards, committees reserve article space with __________;
• No later than _________, draft article wording and supporting documentation (text revisions,

explanatory narratives, etc.) is submitted to ___________ for formatting and then to
____________ for review; 

• No later than ________, formatted article wording is returned to originator for revisions or for
approval and sign-off;

• No later than ________, warrant is signed by Select Board;
• Finalized articles are delivered to __________ for posting and printing.
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30-A §2801. ANNUAL REPORT

The officers of each municipality shall publish annually a complete report subject to the following
provisions. [1987, c. 737, Pt. A, §2 (NEW);  1987, c. 737, Pt. C, §106 (NEW);
1989, c. 6, (AMD);  1989, c. 9, §2 (AMD);  1989, c. 104, Pt. C, §§8, 10
(AMD).]

1. Record of financial transactions.  The report shall contain a record of all financial transactions of the
municipality during the last municipal year. It may include an itemized list of receipts and disbursements
indicating to whom and for what purpose each amount was paid.

[ 1987, c. 737, Pt. A, §2 (NEW);  1987, c. 737, Pt. C, §106 (NEW);  1989,
c. 6, (AMD);  1989, c. 9, §2 (AMD);  1989, c. 104, Pt. C, §§8, 10
(AMD) .]

2. Statement of assets and liabilities; delinquent taxpayers.  The report shall contain a detailed
statement of the assets and liabilities of the municipality including a list of all delinquent taxpayers and the
amount due from each. It shall also contain any engineering and survey reports relating to the boundaries of
the municipality and all related proceedings and actions of the municipal officers, together with any other
information that the municipal officers consider to be of historical significance.

[ 1987, c. 737, Pt. A, §2 (NEW);  1987, c. 737, Pt. C, §106 (NEW);  1989,
c. 6, (AMD);  1989, c. 9, §2 (AMD);  1989, c. 104, Pt. C, §§8, 10
(AMD) .]

3. Postaudit report.  The report shall contain the statement that the complete postaudit report for the last
municipal year is on file at the municipal office and the following excerpts from the report:

A. Name and address of the auditor; [1987, c. 737, Pt. A, §2 (NEW);  1987, c.
737, Pt. C, §106 (NEW);  1989, c. 6, (AMD);  1989, c. 9, §2 (AMD);
1989, c. 104, Pt. C, §§8, 10 (AMD).]

B. Auditor's comments and suggestions for improving the financial administration; [1987, c. 737,
Pt. A, §2 (NEW);  1987, c. 737, Pt. C, §106 (NEW);  1989, c. 6, (AMD);
1989, c. 9, §2 (AMD);  1989, c. 104, Pt. C, §§8, 10 (AMD).]

C. Comparative balance sheet; and [1987, c. 737, Pt. A, §2 (NEW);  1987, c. 737,
Pt. C, §106 (NEW);  1989, c. 6, (AMD);  1989, c. 9, §2 (AMD);  1989,
c. 104, Pt. C, §§8, 10 (AMD).]

D. Statement of departmental operations. [1987, c. 737, Pt. A, §2 (NEW);  1987, c.
737, Pt. C, §106 (NEW);  1989, c. 6, (AMD);  1989, c. 9, §2 (AMD);
1989, c. 104, Pt. C, §§8, 10 (AMD).]

[ 1987, c. 737, Pt. A, §2 (NEW);  1987, c. 737, Pt. C, §106 (NEW);  1989,
c. 6, (AMD);  1989, c. 9, §2 (AMD);  1989, c. 104, Pt. C, §§8, 10
(AMD) .]

3-A. Names of those issued concealed firearms permits.  The names of persons issued concealed
firearms permits under Title 25, chapter 252, may not be printed in the annual report.

[ 1987, c. 737, Pt. A, §2 (NEW);  1987, c. 737, Pt. C, §106 (NEW);  1989,
c. 6, (AMD);  1989, c. 9, §2 (AMD);  1989, c. 104, Pt. C, §§8, 10
(AMD) .]

4. Copies for distribution.  Copies of the report must be deposited in the municipal office or a

  |  2



MRS Title 30-A §2801. ANNUAL REPORT

convenient place of business for distribution to the voters at least 3 days before the annual meeting or the
annual business meeting.

[ 1993, c. 19, §1 (AMD) .]

5. Copies open for inspection.  Copies of the report and all municipal records shall be kept in the
municipal office, or in the office of the clerk, and are open to the inspection of voters during usual business
hours.

[ 1987, c. 737, Pt. A, §2 (NEW);  1987, c. 737, Pt. C, §106 (NEW);  1989,
c. 6, (AMD);  1989, c. 9, §2 (AMD);  1989, c. 104, Pt. C, §§8, 10
(AMD) .]

6. Penalty.  A municipal official who refuses or neglects to perform any duty required by this section
commits a civil violation for which a fine of $50 for each offense may be adjudged.

[ 1987, c. 737, Pt. A, §2 (NEW);  1987, c. 737, Pt. C, §106 (NEW);  1989,
c. 6, (AMD);  1989, c. 9, §2 (AMD);  1989, c. 104, Pt. C, §§8, 10
(AMD) .]

SECTION HISTORY
1987, c. 737, §§A2,C106 (NEW).  1989, c. 6, (AMD).  1989, c. 9, §2 (AMD).
1989, c. 104, §§C8,10 (AMD).  1993, c. 19, §1 (AMD).

The State of Maine claims a copyright in its codified statutes. If you intend to republish this material, we require that you
include the following disclaimer in your publication:

All copyrights and other rights to statutory text are reserved by the State of Maine. The text included in this publication
reflects changes made through the First Special Session of the 124th Legislature, and is current through December 31,

2009, but is subject to change without notice. It is a version that has not been officially certified by the Secretary of State.
Refer to the Maine Revised Statutes Annotated and supplements for certified text.

The Office of the Revisor of Statutes also requests that you send us one copy of any statutory publication you may
produce. Our goal is not to restrict publishing activity, but to keep track of who is publishing what, to identify any

needless duplication and to preserve the State's copyright rights.

PLEASE NOTE: The Revisor's Office cannot perform research for or provide legal advice or interpretation of Maine
law to the public. If you need legal assistance, please contact a qualified attorney.
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Agreement 

This Agreement is made and entered into by the TOWN OF Raymond (hereinafter referred to as
the “TOWN”) and the IAFF LOCAL 4095, AFL-CIO-CLC (hereinafter referred to as the
“UNION”).

Article 1-Recognition 

The Town of Raymond hereby recognizes Local 4095, IAFF, AFL-CIO-CLC as the sole and
exclusive bargaining agent for all Full-time Firefighters/EMS personnel who are public
employees as defined by 26 M.R.S.A. &962(6) excluding the Fire Chief and Assistant Fire Chief.

Article 2 – Checkoff

Section 1 : Upon receipt of a signed authorization from each employee who is a member of
the Union, the Town, on each payroll date, shall deduct from each employee’s paycheck the
union membership dues and benefit premiums. Authorization forms shall be supplied by the
Union and shall be satisfactory to the Town.  The form signed by each employee shall specify
the amount to be deducted by the Town for that employee.  An employee may revoke his or her
authorization for deductions provided for in this section upon sixty (60) days advanced notice to
the Town and the Union.  The Town shall remit weekly in a single check to the union at such
address as may be directed in writing, the total amount withheld together with a list of
employees for whom deductions were made.

Section 2: The Union shall indemnify and save the Town harmless from any and all claims
arising out of any instances in which the Town, in reliance on any authorization which shall have
been furnished to it under the provisions of this article, has withheld funds and forwarded same
to the Union.

Article 3 – Management Rights

The Town retains all rights and authority to manage and direct its employees, except as
otherwise specifically provided in this Agreement; and the Town may adopt rules and
regulations for the operation of the Department and the conduct of its employees, provided that
any such rules and regulations, or changes thereto are posted for ten (10) days prior to
becoming effective.



Article 4 – Union Rights

Section 1: UNION BULLETIN BOARDS.

The TOWN agrees to furnish and maintain bulletin boards in suitable and
convenient places in each work area to be used by the UNION.

The UNION shall limit its posting of notices and bulletins to such bulletin boards.

Section 2: UNION ACTIVITIES ON EMPLOYER'S TIME AND PREMISES.

The TOWN agrees that during working hours, on the employer's premises and
without loss of pay, UNION representatives shall be allowed to:

• collect UNION dues, initiation fees and assessments;

• post UNION notices;

• attend negotiating meetings;

• transmit communications authorized by the local UNION or its officers to the
TOWN; his representative;

• consult with the TOWN, their representatives, local UNION officers or other
UNION representatives concerning the enforcement of any provisions of this
agreement; and

• distribute UNION literature,

provided that such activities will not interfere with the operation of the
department.

Section 3: VISITS BY UNION REPRESENTATIVES.

The TOWN agrees that accredited representatives of the UNION shall have
access to the premises of the TOWN at any reasonable times to conduct UNION
business, provided that such activity shall not interfere with the operation of the
department.



Article 5- Grievance and Arbitration

Section 1: Every reasonable effort shall be made by the parties to fairly resolve every
grievance without resorting to the formal grievance procedure hereinafter set
forth.  To that end it is the intent of the parties that throughout the course of this
agreement there shall be open and honest communication between them.
Further, each full-time employee is encouraged, prior to the filing of any formal
grievance, to discuss any question, issue or dispute concerning the application,
meaning or interpretation of this agreement with his or her immediate supervisor
as soon as possible after the question, issue, or dispute arises.

Section 2: If a grievance has not been informally resolved as above suggested, it may be
submitted to the following grievance procedure:

Section 2.1: Within thirty (30) days after the knowledgment of an occurrence or knowledge of
such grievance, the aggrieved employee and/or the Union shall, on a form
provided by the Union, reduce the grievance to writing, setting forth the
aggrieved employee’s contention in full, including specific references to all
sections of this agreement in dispute, and a proposed resolution, shall date and
sign the grievance and shall submit it to the Fire Chief who shall, upon receipt,
issue a dated receipt therefore.

Section 2.2: Within thirty (30) days after receipt of a grievance, the Fire Chief shall meet with
the aggrieved employee and a representative of the Union to discuss the
grievance.

Section 2.3: Within fourteen (14) days after meeting described in Section 2.2, the Fire chief
shall provide the aggrieved employee and the Union with a written response to
the grievance.  The failure of the Fire Chief to provide a written response within
the time prescribed shall be deemed a denial of the grievance and the resolution
requested and shall entitle the aggrieved employee and the Union to proceed as
described in the Section 2.4. 

Section 2.4: If not satisfied with the Fire Chief’s response to a grievance, the aggrieved
employee and/or the Union may, within fourteen (14) days after receipt of the
Fire Chief’s response, submit the grievance to the Town Manager who shall,
upon receipt, issue a dated receipt therefore. The failure of the aggrieved
employee and/or the Union to appeal the Fire Chief’s response to the Town
Manager shall render the grievance resolved in accordance with the Fire Chief’s
response, which shall be final and binding upon the aggrieved employee and the
Union.

Section 2.5: Within fourteen (14) days after receipt of a grievance, the Town Manager shall
meet with the Fire Chief, the aggrieved employee and a representative of the
Union to discuss the grievance.



Section 2.6: Within fourteen (14) days after the meeting described in Section 2.5, the Town
Manager shall provide the aggrieved employee and the Union with a written
response to the grievance. The failure of the Town Manager to provide a written
response within the time prescribed shall be deemed a denial of the grievance
and the resolution requested and shall entitle the Union to proceed as described
in Section 2.7.

Section 2.7: Any grievance that has been properly and timely processed through the
grievance procedure set forth above and has not been settled at the conclusion
thereof, may be appealed to arbitration by the Union in accordance with the
following procedure:  The Union may, within fourteen (14) days, serve on the
Town a written notice of its intention to appeal the grievance to arbitration. The
failure of the Union to appeal shall render the grievance resolved in accordance
with the Town Manager’s response.

Section 2.8: Time spent in grievance meetings with the Fire Chief and Town Manager may
occur during an employee’s work time provided such meetings are scheduled to
minimize interference with the employee’s regular duties.

Section 3: If a grievance is appealed to arbitration, the parties shall attempt, on their own, to
agree upon an arbitrator. If they cannot agree within fourteen (14) days, the
Union may, within fourteen (14) days submit the matter to the American
Arbitration Association for the selection of an arbitrator in accordance with its
Rules

Section 3.1: Arbitration shall be conducted as soon as mutually convenient for the parties
after selection of the arbitrator. The arbitrator shall issue a written decision and
award within forty five(45) days after the conclusion of the arbitration hearing.
The written decision and award of the arbitrator on the merits of any grievance
adjudicated within his or her jurisdiction and authority shall be final and binding
upon the aggrieved employee, the Union and the Town

Section 3.2: The arbitrator as the authority to make the grievance whole, but lacks the
authority to award punitive damages to the aggrieved employee and or the
Union.

Section 3.3: The expense of arbitration shall be shared equally by the parties involved.
Employee witnesses called by the Town shall be reimbursed by the Town for any
loss of normal working time. Otherwise, however, time spent in arbitration
hearing meetings shall not be considered working or paid time for the aggrieved
employee or Union representative involved. To that end, all efforts will be made
to schedule such meetings at times other than employee’s normal working time.



Article 6 – Seniority

Section 1: DEFINITION

"Seniority" means an employee's length of continuous service with the TOWN
since the employee’s last date of hire.

Section 2: INITIAL PROBATIONARY PERIOD.

New members of the department shall be added to the seniority list twelve (12)
months from their date of employment, unless the Chief either extends their
probationary period for an additional three (3) month period or terminates their
employment as provided herein.

The TOWN, acting through the Chief, shall have the right to terminate such
employees during their probationary period.  The Chief's decision to terminate
shall not be subject to review either as a disciplinary action or as a grievance.
When a probationary employee has satisfactorily completed his probationary
period, he shall be added to the seniority list.

Section 3: BREAK IN CONTINUOUS SERVICE.

For the purpose of this article, lay-off or authorized leaves of absence shall not
constitute a break in continuous service; however, no benefits shall accrue during
such periods, except as otherwise required by law or provided by this agreement.

Section 4: SENIORITY LISTS.

On January 1st of each year, the Chief shall post on the bulletin board, a
seniority list showing the continuous service of each employee.  A copy of the
seniority list will be furnished to the local UNION when it is posted.

Section 5: LAY-OFFS.

In the event it should become necessary to lay off employees for any reason,
employees on initial probationary status shall be laid off first and other
employees shall be laid off in the inverse order of seniority.

Employees on lay-off shall have the right of first refusal for any per diem shift(s)
for one (1) year following the original date of lay-off or until the employee is
recalled or accepts other employment, whichever occurs first.

Section 6: RECALL.



Employees shall be recalled from lay-off in the inverse order from which they
were laid off, provided recall is within one (1) year of the original date of lay-off.

No new employees shall be hired until all employees on lay-off have been given
ten (10) calendar days notice to report to work and have failed to do so.
Employees so notified must respond to the Town within two (2) days of their
intent to return to work on the date specified for recall; provided that, if any
employee has accepted other employment and intends to return to work and
must give notice to the other employer and so informs the Town, the date
specified for recall shall be extended for the period of notice required by the other
employer, not to exceed two (2) weeks.

Article 7- Holidays

Section 1: Holidays Observed

 The following holidays shall be observed: 

New Year's Day Labor Day
Martin Luther King, Jr. Day Veterans Day
Presidents Day Columbus Day
Patriots Day Thanksgiving Day
Memorial Day Day after Thanksgiving
Fourth of July Christmas Day
Plus  one (1) Personal/Floating holiday

• All employees will be paid Holiday pay, this is paid whether working or on days off. 

• -"Holiday pay" is 8 hours of regular rate pay. 
-If working  the holiday then the employee will be paid at a rate of 1.25 times of
regular rate. If the shift is an OT shift worked on a holiday, the rate will be 1.75 (time
and a half plus the extra quarter).

• Holidays will be observed on the actual date of the holiday.



Article 8- Vacations

Section 1: Accrual

 Employees shall accrue vacation time according to the following  schedule:

A. 1 day a month for the first 3 years
B. 1.25 days a month  after 3 years up to 10 years
C. 1.50 days  a month after 10 years up to 15 years
D. 1.75 days a month  after 15 years

*a day is equal to 8 hrs 
* Employees will be allowed to accumulate up to 152 hours

Section 2: PAY OUT.
Accrued, unused and unpaid vacation time shall be paid as part of final pay upon
termination of employment, subject to any final withholding by the town; however,
employees who voluntarily terminate their employment without notice as required by this
AGREEMENT shall forfeit any and all remaining accrued, unused and unpaid vacation
time.

Section 3: VACATION SCHEDULING.

Vacation time shall be scheduled consistent with departmental needs.  Employees must
request to schedule vacation time with their supervisors with as much advance notice as
is practical and possible.  Vacation time requests may be refused, or rescheduled, at the
discretion of the supervisor.

Employees may remain on the overtime list during vacations but may not be forced in;
however, employees are responsible for notifying the Chief in writing of their availability
for voluntary overtime.

Employees may not be held over on the last shift worked before scheduled vacation days.

Employees may cancel scheduled vacation unless and until that shift has been filled.



Article 9- Leaves

Section 1: SICK LEAVE.

A. Employees will accrue sick leave at a rate of 8 hours a calendar month. The
maximum accrual will be 60 days/480 hours 

B.  Sick leave may be granted, with at least two (2) hours notice by the employee, for any
of the following reasons:
 

• Personal illness or injury,
• Personal medical or dental appointments which cannot be scheduled
during other than working hours, or
• Absence required by serious illness or disability of a member of the
employee's immediate family.  Immediate is defined as spouse, mother, father,
mother-in-law, father-in-law, son, daughter, or other person who has lived in the
employee's household to have attained such status.

C.  The Chief may require a certificate from a qualified physician certifying an
employee's continued absence from work.  A certificate of "fitness to return to work"
from a physician may also be required.

D.  Misuse or abuse of sick leave may be cause for disciplinary action and may
negatively affect the employee’s performance evaluation.

E.  Upon termination of employment, any employee who has five (5) years  of continuous
employment  will be paid one-half regular pay for accumulated sick leave. In the event of
an employee's death, the Town will pay accumulated sick leave benefits, as described
above, to the employee's family.  Employees who fail to provide proper notice of
termination shall not be eligible for this benefit.

2. BEREAVEMENT LEAVE.

The purpose of bereavement leave is to attend funerals or memorial services, making
arrangements for such services, attending burials, or attending to family as a result of a
death.  Leave with pay shall be granted to regular full and part-time employees for up to
three (3) days, not necessarily consecutively but reasonably proximate to the death,
funeral, memorial service, burial, or other similar event, upon the death of a parent,
spouse, brother, sister, child, grandparent, mother-in-law, father-in-law, brother-in-law,
sister-in-law or any other person who has lived in the employee’s household.  Special
consideration may be made by the Chief when exceptional or unusual circumstances are a
factor. Leave may be granted at the discretion of the Chief to attend the funeral of a
relative (other than those listed above) or friend.



3. JURY DUTY.

Employees will be paid their regular rate of pay to an employee while on jury or witness
duty.  The employee shall reimburse the TOWN by surrendering all jury pay to the
TOWN immediately upon its receipt. It is expected that employees will report to work
each day and perform their regular duties during established working hours, except for
the time actually engaged in jury service or in transportation to or from the place of jury
service.

Any Town designated Holiday falling during the employee’s absence due to jury or wit-
ness duty shall be paid.

4. FAMILY MEDICAL LEAVE.

A.  Under the provisions of the Family and Medical Leave Act of 1993 (FMLA), as
amended, and 26 MRSA § 843 et seq., all employees who have been employed for at
least twelve (12) months immediately prior to a leave request are entitled to take an
unpaid leave of absence of not more than twelve (12) work weeks in the event of:

1.  the birth of a child, in order to care for the child (leave must be taken within
twelve (12) months of the birth of said child);

2.  an adoption or foster care placement of a child in order to care for the child
(leave must be taken within twelve (12) months of the adoption or placement);

3.  a serious health condition of the employee’s parent, spouse, minor child, or
adult child when the ill person in unable to care for themselves and the employee
is needed for such care; or

4.  a serious health condition of the employee which results in the employee’s
inability to perform his or her job.

The following paragraph is an explanation of how the policy would be implemented, but
is intended only as an illustration, not as a definitive statement of policy:

As stated above, an eligible employee is entitled to a total of twelve (12) work weeks of
leave during any twelve (12) month period.  This twelve (12) month period is defined as
a rolling twelve (12) month period measured backward from the date an employee begins
an FMLA leave.  For example, if an employee has taken eight (8) weeks of FMLA leave
during the past twelve (12) months, an additional four (4) weeks of leave could be taken
when a second leave is requested.  In other words, the number of weeks which en
employee has available upon the beginning of an FMLA leave shall be twelve (12) weeks
less the number of FMLA leave weeks taken in the twelve (12) month period
immediately prior to the beginning of the current FMLA leave (the Available Leave
Weeks).



B.  FMLA leaves for the birth or placement for adoption or foster care of a child, as de-
scribed in paragraphs 1 and 2, above, must be taken all at once unless otherwise agreed
by the Town.  If medically necessary, FMLA leaves due to illness as described in
paragraphs 3 and 4, above, may be taken on an intermittent or reduced leave schedule.  If
FMLA leave is requested on this basis, however, the Town may require the employee to
transfer temporarily to an alternate position which better accommodates periods of
absence or a part time schedule, provided that the position provides equivalent pay and
benefits.

C.  Employees shall be required to use accrued, unused vacation and/or sick time for all
leave types as part of the twelve (12) week leave requirement.  For type 3 or 4 FMLA
leave, employees will be required to use accrued sick time before utilizing vacation time.

D.  When an employee requests any leave of absence which qualifies as leave under the
FMLA, the Town may designate such leave as FMLA upon written notification to the
employee.

E.  While on FMLA leave, employees may continue to participate in the Town’s
employee benefit programs in the same manner as employees not on FMLA leave.  In the
event of unpaid FMLA leave, an employee shall pay to the Town the employee’s share of
any employee benefits once per month in advance on the first day of each month.  In the
event that the employee elects not to return to work upon completion of a FMLA leave of
absence, the Town may recover from the employee the cost of any payments to maintain
the employee’s benefits, unless the employee’s failure to return to work was for reasons
beyond the employee’s control.  Benefit entitlements based on length of service will be
calculated as of the last work day prior to the start of the leave of absence;  for example,
an employee on leave will not accrue sick or vacation time.  At the end of an authorized
FMLA leave, an employee will be reinstated to his or her original position or a
comparable position.

F.  The Town may require medical certification to support a claim for FMLA leave for an
employee’s own serious health condition or to care for a seriously ill child, spouse, or
parent.  For the employee’s own medical leave, the certification must include a statement
that the employee is unable to perform the functions of his or her position.  For FMLA
leave to care for a seriously ill child, spouse, or parent, the certification must include an
estimate of the amount of time the employee is needed to provide care.  In its discretion,
the Town may require a second medical opinion and periodic recertifications at its own
expense. If the first and second opinions differ the Town may, at its own expense, require
the binding opinion of a third health care provider, approved jointly by the Town and the
employee.

G.  When the need for FMLA leave is foreseeable, such as the birth or adoption of a
child, or planned medical treatment, the employee must provide reasonable prior notice,
and make efforts to schedule leave so as not to disrupt Town operations.  In cases of
illness, the employee will be required to report periodically on his or her FMLA leave



status and intention to return to work.  At the expiration of any FMLA leave due to an
employee’s own illness, the employee must present a written authorization from his/her
doctor stating that the employee is ready to return to work.

H.  The following procedures shall be followed for an employee to use family medical
leave:

1.  The employee must submit a Request for FMLA Leave to the Chief.  A copy
of the request shall be forwarded to the Town Manager’s Office.  Where possible,
the request must be made at least thirty (30) days prior to the effective date of the
requested FMLA leave.  The Chief must respond to the employee's request within
fifteen (15) days of receipt of the request.

2.  All requests for FMLA leaves of absence must include the following
information to be supplied by the treating medical provider:

a.  the date on which the serious health condition commenced;
b.  the probable duration of the condition; and
c.  the appropriate medical facts within the knowledge of the health care
provider regarding the condition.

3.  In addition, for purposes of FMLA leave to care for a child, spouse, or parent,
the request must give an estimate of the amount of time that the employee is
needed to provide such care.  For purposes of FMLA leave for an employee’s
illness, the request must state that the employee is unable to perform the functions
of his or her position.  In the case of certification for intermittent FMLA leave or
FMLA leave on a reduced leave schedule for planned medical treatment, the dates
on which such treatment is expected to be given and the duration of such
treatment must be stated.

J.  Employees may apply for a leave of absence for the period of temporary physical
disability resulting from childbirth and related medical conditions:

1.  Such leave begins when an employee is medically determined to be disabled
and ends when medically determined to be able to return to work.

2.  Maternity disability will be treated in the same manner as a type 4 FMLA
leave of absence.  The employee is required to exhaust accrued, unused sick and
vacation time before taking any unpaid leave.  However, maternity leaves are not
limited by any measure other than the period of medical disability.  If a maternity
disability is for the number of available FMLA leave weeks or less, the employee
will be reinstated in accordance with this policy.  If a maternity disability exceeds
the available FMLA leave, the employee will be reinstated unless business
necessities make reinstatement impossible or unreasonable.



3.  An employee who uses less than the Available Leave Weeks for type 4 leave
for maternity may take additional type 1 FMLA leave after the end of the
disability period for a period not to exceed the Available Leave Weeks.

K.  In the event of any conflicts between this policy and other Town policies, the
provisions of this policy shall govern.  The FMLA and FMLA federal regulations issued
by the U.S. Department of Labor, and Maine’s Family Medical Leave Requirements (26
MRSA § 843 et seq.) contain many limitations and qualifications for entitlement and
governance of FMLA leave not stated in these policies.  The terms of the FMLA, the
FMLA federal regulations, and the Maine Family Medical Leave Requirements are
incorporated herein and will be applied in all instances of requested or designated FMLA
leave.

Article 10- Disciplinary 

Section 1: A Chief Officer shall not discipline any employee who has satisfactorily
completed the probationary period, without just cause. In all cases which could result in the
suspension or discharge of said employee, the Town will notify the employee of the alleged
charges in writing and also offer a pre-determination meeting to provide the employee the
opportunity to respond to the charges.

a) A Chief Officer agrees that, in general, it will follow the principle of progressive
discipline for minor offenses. For such minor offenses, the Town shall normally give
an oral warning followed by a written warning for subsequent occurrence (s)  before
administering a suspension and/or discharge. A written record or copy of any such
action taken shall be provided to the affected employee and the Union.

b) Oral warnings shall not remain in effect for a period longer than twelve (12) months,
provided that no further discipline had been administered. Similarly, there must be
thirty-six (36)  consecutive months without further disciplinary action to remove a
written warning from an employee’s personnel file and five (5) consecutive years
without further disciplinary action to remove a suspension from the file. 



Article 11- Working hours

Section 1: The work schedule will be a 24 hour shift, being made up of 24 hours on, 24
hours off, 24 hours on, 5 days off. This will have an average of 48 hours a pay
week allowing for 6 hours a week in training or similar required matters to be at
straight time pay on an eight week cycle as allowed by FLSA..

Section 2: OVERTIME 

On the occasions when overtime is given out to personnel, it will been done on a rotating
seniority list of all eligible personnel for position being filled. For purpose of
overtime any time that is spent on an extended shift during a call shall be
considered overtime as well as any time designated or agreed to by the Chief. 

Article 12- Wages

Section 1: Wages will remain unchanged from the current pay scale set forth by the Town
for the first year of this current agreement. Both the Town and the Union agree to
meet in the early spring of year 2 of this agreement to discus wages for the
second year of this agreement.  

Article 13- Working Conditions

Section 1: To the extent they are not superseded by the provisions of this agreement, the
personnel rules of the Town and the rules and regulations of the Fire Department
shall continue to apply to all employees covered by this agreement.

Article 14- Health, Dental, and Life Insurance

Section 1: Employees will be eligible to participate in the Town’s health, dental, and life
group insurance programs.  The Town will pay 100% of the cost of individual
health insurance coverage. Family health insurance coverage will be paid at a
rate of 85% Town, 15% Employee match for eligible employees.

 Section 2: Employees eligible to receive family health care benefits but electing not to take
advantage of this employee benefit will be eligible to receive one-half the cash
value(up to a dollar value of $3,454 family or $2,413 two person) of the difference
in cost between family plan and single subscriber plan.  This benefit will be paid
in the form of an increased retirement contribution to qualified programs outlined
in this policy or utilized towards the cost of Town sponsored life insurance
premiums.  In order to take advantage of this benefit, eligible employees are
required to show evidence that their spouse and/or family is insured under
another family health care benefit plan.  Program eligibility will be determined
annually and governed by eligibility requirements of the current health care plan.
50% added retirement benefit eligibility will be denied to non-custodial parents



who are not legally required to provide health and/or dental insurance for their
child(ren) (6/17/03) 

Article 15-Retirement 

Section 1: The Town agrees to explore and consider the Maine Public Employees
Retirement System. (MPERS).  The Town agrees to consider the MPERS
Special Benefit Plan 2-N and will allow eligible employees of the Fire Department
who elect to participate in this plan to do so should both parties agree to
participate. Both the Town and the Union agree that the Town has no retroactive
obligations related to its participation in this special benefit plan and that the
Town’s cost shall not exceed five (5) percent.  Employees who elect to
participate in MPERS shall no longer be eligible for a five percent match in the
Town’s 457 plan.



Article 16- Duration

Section 1: This contract shall be effective from July 1, 2010 through June 30, 2013.

Section 2: The execution of this contract shall serve as the required one hundred
twenty(120) day notice to negotiate a successor agreement. In order to
effectuate the negotiation of a successor agreement in a timely fashion, the
parties shall meet to agree upon ground rules and exchange initial proposals not
later than the first full week of ____________in ___________.

Section 3: In the event that collective bargaining pursuant to M.R.S.A. title 26 shall not have
been successfully completed prior to the expiration date of this contract, the
parties hereto specifically agree that the present contract shall remain in full force
and effect until a successor agreement has been negotiated and ratified. 

Section 4: In recognition of their ratification of this contract, the parties have caused their
names to be subscribed by their duly authorized representatives as of the dates
written below.

Date:________________ Date:_________________

INTERNATIONAL ASSOCIATION OF
FIREFIGHTERS, LOCAL 4095, AFL-CIO-CLC
TOWN OF RAYMOND

__________________________________
Union Representative                        

_______________________________

Town Manager





TOWN OF RAYMOND, MAINE
Personnel Policy

Adopted February 4, 1997
Amended March 4, 1997
December 1, 1998
August 1, 2000
November 20, 2001
December 3, 2002
June 17, 2003
December 20, 2005
January 16, 2007

ARTICLE I - PREAMBLE

A. The Board of Selectmen hereby adopts the following Policy for utilization by the Town of
Raymond in the administration of the personnel activities of the employees of the Town
of Raymond.  These rules and subsequent modification shall supersede any policy and
rules made previously by the Board of Selectmen.

B. The Town, through its Board of Selectmen, may delete, amend, modify or change any or
all of the provisions contained in this Policy without prior notice.  The provisions set
forth are not contractual, but rather, are for the general guidance of the Town in its
relationship with its employees.

C.  The Town Manager shall be responsible for the implementation of this policy.
    
ARTICLE II - EMPLOYMENT

A. The employment of all personnel shall be the responsibility of the Town Manager.

B. The employment of the Town Manager shall be the responsibility of the Board of
Selectmen.

C. All applicants for employment must submit a written application for employment on
forms approved and provided by the Town Manager.  Any willful and material
misrepresentation of fact on an application shall be grounds for disciplinary procedures
and/or termination and dismissal upon discovery of such misrepresentation.

D. All other factors being equal, residents of Raymond will be given preference for
employment opportunities.

Town of Raymond, Maine - Personnel Policy 1 of 13



E. Present Town employees, who apply for employment, shall be given first consideration
in filling a vacancy, but it is recognized that the good of the Town may require a vacancy
be filled outside the ranks of Town employees from outside of the community.

F. Applications for employment will be reviewed by the Department Head and the Town
Manager. Written, oral and/or physical testing may be required of applicants who have
received conditional offers of employment, in conformance with the requirements of the
Americans with Disabilities Act. Appointments will be made by the Town Manager and
subject to confirmation by the Board of Selectmen when required by statute.

G. All employees are considered probationary for the first six (6) months of employment.
The probationary period shall be considered an extension of the selection process.
Probationary employees may be removed at any time during the probationary period
without cause and without right to file a grievance.

H. Prior to the completion of the probationary period, the employee will receive a formal
written evaluation from his/her immediate supervisor and/or the Town Manager. A
favorable evaluation will result in the employee being transferred to permanent status.

I. Employees will be given an annual written evaluation by their immediate supervisor
and/or the Town Manager. Such evaluation will be considered when salary, promotions,
discipline or any other personnel action is proposed.

ARTICLE III - EQUAL OPPORTUNITY EMPLOYER

The policy of the Town of Raymond is to provide equal opportunity to all employees and
applicants without regard to religion, age, sex, marital status, race, color, ancestry, national
origin, physical or mental handicap, except as a bona fide occupational qualification.

ARTICLE IV - TYPES OF APPOINTMENTS

The following types of appointments may be made to the Town’s service in conformity with
the rules established. 

A. Full Time.   A full time employee works full time (a minimum of thirty two hours per
week) and on a continuing and indefinite basis. Most full time employees will be
expected to work between 35 and 40 hours per week and will be subjected to additional
hours on an as needed basis. He/she is subject to all personnel rules and regulations and
receives all benefits and rights as provided by these rules.
  

B. Regular Part Time.  An employee in this classification works less than a full work
week (less than 32 hours per week), but on a continuing and indefinite basis.  He/she is
subject to all personnel rules and regulations.  Vacation, sick leave and holiday benefits
shall be in proportion to the hours worked.

C. On Call Part Time Employees. An employee in this classification works less than a
full work week (less than 32 hours per week), and only works when called upon. They are
not entitled to benefits such as retirement, health insurance, holiday pay, accrual of sick
leave and vacation time.

D. Stipend / Part Time Employees. An employee in this classification works less than a
full work week (less than 32 hours per week), and works enough hours to perform the
duties required of him/her and is paid an annual fixed salary. They are not entitled to
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benefits such as retirement, health insurance, holiday pay, accrual of sick leave and
vacation time.

E. Temporary Employees.  Temporary employees work on a non-permanent basis,
usually within a limited time frame such as seasonal positions.  They are not entitled to
benefits such as retirement, health insurance, holiday pay, accrual of sick leave and
vacation time or seniority, and may be terminated for any reason at any time. 

 
F. Special Appointees.  Official positions filled by appointment of the Town Manager

and/or Board of Selectmen, but not considered employees for purposes of compensation
or benefits.

 
G. Other Classifications.  The Town through its Selectmen and/or Town Manager may,

from time to time, by appointment fill other posts and positions, either by voluntary
service on certain town boards and committees (such as Planning Board, Board of
Appeals, Conservation Commission), by contract or fee for services (such as engineer,
auditor, town attorney) and similar.  These categories of service are not considered
“employment” within the meaning of this policy.  Those persons are not entitled to
benefits such as retirement, health insurance, holiday pay, accrual of sick leave and
vacation time or seniority, and shall serve at the pleasure of the Selectmen and/or Town
Manager or, where appropriate, within the limited terms and conditions of any special
appointment they may have received, and may be terminated for any reason at any time,
except as otherwise provided by law.

H. Job Descriptions.  From time to time the Town Manager (and/or Selectmen where
permitted by statute) shall develop, and as appropriate, modify and amend job
descriptions for all of the above referenced employees, which shall then be appended
hereto as Appendix A and made a part hereof by reference.

I. Organization and Status of Municipal Employees. Appended hereto as Appendix
B and made a part hereof by reference.

ARTICLE V - PUBLIC AND EMPLOYEE RELATIONS

A. Town employees are prohibited from engaging in any conduct, including outside
business activity, which could reflect unfavorably upon the Town or disrupt the efficient
operation of the administration of the Town. Town employees must avoid any action
which might result in or create the impression of using public employment for private
gain, giving preferential treatment to any person, losing complete impartiality in
conducting Town business, or abandoning commitment to or pursuit of the goals and
policy objectives of the Town.

B. Cooperation of all employees is essential to efficiency. Raymond citizens are entitled to
the best service we can give them.  Cooperation, courtesy and responsibility are the key
elements of good service.

C. These policies and regulations are provided to assist the employees and Town
administration in functioning at peak efficiency with minimal cost to the taxpayers.  

1. Receipt of gifts.  A town employee is prohibited from soliciting or accepting
any gift, gratuity, favor, entertainment, loans, outside business inducement or
any other item of monetary value from any person, within or outside Town
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employment, whose interests may be affected by the employee’s performance or
nonperformance of his/her official duties.

Acceptance of nominal gifts, such as food and refreshment in the ordinary course
of business meetings, or unsolicited advertising or promotional materials such as
pens, note pads, calendars, etc., is permitted.  

2.   Business Activities and Solicitations.  No employee shall engage in any
business other than his/her regular duties during work hours.  Employees
working for the Town of Raymond are expected to be available for work, as
needed.  The Town does not prohibit the undertaking of additional employment
or outside business activities, so long as such employment is approved in
advance and in writing by the Town Manager and such activities do not interfere
with the duties of Town employment, conflict with or undermine the established
policies of the Town, or compete with Town programs including Town programs
for which a user fee or similar is charged.

3.  Confidentiality.  Many Town employees have access to confidential information
pertaining to persons or property in the town.  Employees must not use this
privileged information to their private advantage or to provide friends or
acquaintances with private advantages.  Each employee is charged with the
responsibility of releasing only information which is required under the “Right to
Know” law, l MRSA Sections 401-410.  

ARTICLE VI - WORK WEEK - OVERTIME

A. The regular work week for payroll purposes begins on Monday and ends on Sunday.  The
actual hours for Town employees shall be set by the Town Manager.

B. Work hours for all employees will be scheduled by the employee’s immediate supervisor.

C. Exempt employees will be expected to work as many hours as necessary to fulfill the
duties of their position but in no case less than 35 hours per week.

D. Employees not exempt from the Fair Labor Standards Act shall receive overtime pay
after forty hours of actual work per week.  All overtime shall be paid at the rate of one
and one-half times the employee’s normal rate of pay.  At the discretion of the Town
Manager, overtime may be compensated with compensatory time for hours worked
beyond forty hours in a work week.  Such compensatory time shall be granted on a time
and one-half basis for hours worked beyond forty hours in a work week. 

ARTICLE VII - ATTENDANCE

Employees shall be at their respective places of work at the appointed starting time.  It is the
responsibility of employees who may be absent from work to see that their immediate
supervisor is advised of the reason for such absence, not previously arranged for, if possible,
within two (2) hours of the beginning of the starting time of his/her work day.

ARTICLE VIII - HOLIDAY

A. Subject to these rules, the following holidays shall be paid holidays for regular full time
Town employees: New Years Day; Martin Luther King’s Birthday; Presidents Day;
Patriots Day; Memorial Day; July Fourth; Labor Day; Columbus Day; Veteran’s Day;
Thanksgiving Day; the day after Thanksgiving Day; Christmas; and one personal holiday.
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While not paid holidays, the Town Office will be closed on the Saturday of Labor Day
weekend, the Saturday of Presidents Day weekend, the Saturday following Thanksgiving
and Saturdays when Christmas and New Years Day falls on a Friday or Sunday. 

B. Holiday privileges are available to full time and regular part time employees.   

C. If a regular holiday falls on a Sunday, the following Monday is considered a holiday.

D. A person on a leave of absence without pay shall not be entitled to holiday pay.

E. When occasion warrants, employees may be required to work on a holiday. Employees
working on a holiday shall receive time and a quarter pay for time actually worked plus
the applicable holiday pay.  If the holiday also represents an overtime shift, the employee
shall be paid time and three quarters for time actually worked plus the applicable holiday
pay.  (12/20/2005)

F. Exempt employees will receive a normal day's pay (not to exceed 8 hours) for the holiday
at their regular rate of pay for hours normally worked (holiday benefit not to exceed 8
hours regardless of whether a normal day consists of more than 8 working hours).

G. Employees not scheduled to work on a holiday will have the option of rescheduling the
holiday at a later date. Any in-lieu of holiday time will be scheduled and approved by the
employee’s immediate supervisor and/or the Town Manager. 

ARTICLE IX - VACATION

A. Vacation privileges are available to full time and regular part time employees subject to
the following conditions.  Each full time employee shall earn vacation with pay on the
following basis: Vacation pay will accrue at the rate of 1 day per month employed for the
first 3 years; 1 ¼ days per month worked after 3 years; 1 ½ days per month worked after
10 years; and 1 ¾ day per month worked after 15 years. Earned vacation benefits will be
based on normal day’s hours not to exceed 8 hours, regardless of whether a normal
working day consists more than 8 hours.

 
B. Vacations will be scheduled at such time or times as shall be mutually agreeable to the

employees and their supervisors.  Due consideration will be given to an employee’s
seniority in regard to scheduling vacations.

C. Vacation time will be allowed to accumulate to a maximum of 152 hours and will be paid
to employees retiring, resigning voluntarily, or through other means of separation.

D. Vacation time will not be approved for periods of more than two weeks, except in an
emergency situation not of the employee’s making. All exception must be approved by
the Town Manager. 

E. Vacation leave shall accrue from the date of hire; however, employees shall not use
vacation benefits until they have completed their first 6 months of employment.

F. Employees may receive their vacation pay prior to the start of their vacation, but must
advise the town Treasurer in writing, at least ten (10) days in advance.

ARTICLE X - SICK LEAVE

Town of Raymond, Maine - Personnel Policy 5 of 13



A. Sick leave may be used for personal illness or physical incapacity of such a degree as to
render the employee unable to perform the duties of his/her position unless the
employee is capable of other work and assigned to such other work; or for personal
medical or dental appointments; or to care for members of his/her immediate family
affected by serious illness.

B. Sick leave accrual for full-time employees shall accrue at the rate of one work day, not to
exceed 8 hours, for each full calendar month of service to a maximum of sixty (60)
working days or 480 hours.  For the purpose of this section, the first month of an
employee’s service shall be counted as a full month if employment begins on or before
the l5th day of the month.

C. Full-time employees shall be eligible to use sick leave after thirty (30) days of service
with the Town.

D. The employee must work thirteen (13) or more full work days in that month to earn sick
leave for that month.

E. Sick leave shall not be considered as an entitlement which an employee may use at
his/her discretion, but shall be allowed for the necessity arising from actual sickness or
disability of the employee.  After using three successive days of sick leave, the employee
shall furnish the Town with a certificate from his/her attending physician.

F. Absences for a part of a day that are chargeable to sick leave shall be charged
proportionately in an amount not smaller than one-half (1/2) day.

G. Sick leave usage shall be recorded regularly by the Town Treasurer.  The Town Manager
shall review all sick leave records periodically and shall investigate any cases which
indicate abuse of the privilege.  Abuse of sick leave privilege shall be cause for discipline.
Sick leave shall under no circumstances be bought back.

H. The department head shall be notified as close to the start of the work shift as possible.

I. Employees shall be expected to call on each day of absence. Failure to report shall be
justification for disallowing sick leave for that day.

J. Sick leave will not be used to extend vacation time or create holiday weekends.

K. An employee may use up to 5 sick leave days per year to care for a member of his/her
immediate family.

L. An employee may donate up to 40 sick hours of sick leave per year to a sick leave bank to
be used as needed for major illness of any contributor. An employee must donate to the
program by June 30th in order to be eligible during the following fiscal year.

M. Upon an employee’s separation in good standing status with the Town, the employee
shall be paid up to ½ of all accumulated sick leave. In no case shall the employee be paid
more than 240 hours of pay.

ARTICLE XI - LEAVES OF ABSENCE
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A. Bereavement Leave.  An employee may be excused from work for up to three (3) work
days because of death in his/her immediate family, as outlined below, and shall be paid
his/her regular rate of pay for scheduled work hours missed.  It is intended that this time
off be used for the purpose of handling necessary arrangements and attendance at the
funeral.  For purposes of this article only, immediate family is defined to mean spouse,
parents, children, brothers, sisters, mother-in-law, father-in-law, grandfather,
grandmother, and grandchildren.  One (1) work day may be granted to employees at the
sole discretion of the Town Manager for attendance at funerals of persons not covered
under the above definition.

B. Leave Without Pay.  An employee may be granted a leave of absence without pay,
granted by and at the discretion of the Town Manager, for a period deemed necessary by
the employee for the purpose of the leave, but not in excess of sixty (60) calendar days.
The employee is expected to return to work upon the expiration of a granted leave or to
have arranged an extension of a leave, granted at the discretion of the Town Manager.
Continued absence without having arranged for an extension of leave may be deemed a
resignation from the service.  Employees may choose to continue health benefits for the
duration of the leave by assuming the employer contribution.  Vacation and sick leave
will not continue to accrue during the leave.

ARTICLE XII - JURY DUTY

The Town shall pay to an employee called for jury duty, for a period of up to 4 weeks, the
difference between his/her regular pay and juror’s pay provided the employee presents an
official statement of jury pay received.

ARTICLE XIII - ARMED FORCES AND NATIONAL GUARD
                              ACTIVE AND CALL UP DUTY

The Town shall pay to any regular full time employee his/her regular pay during any annual
activity requirement not to exceed two weeks’ total per year.

ARTICLE XIV - RETIREMENT

A. All town employees will participate in and contribute to Social Security.

B. All employees will be eligible to participate in the ICMA Retirement Corporation
Deferred Compensation Program. Full-time employees contribution will be matched by
the Town based on the following table:

Years of Employment Employer Match of Gross Wages

During 0 – 6 months 0%
During 6 months – 1 year 1%
During year 2 2%
During year 3 3%
During year 4 4%
During and after year 5 5% (maximum rate)

ARTICLE XV - WORKERS COMPENSATION
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All Town employees are covered by Worker’s Compensation Insurance. All injuries, no
matter how minor, occurring during the working hours must be reported to the Employee’s
immediate supervisor and a written report must be made as soon as possible.

ARTICLE XVI – HEALTH, DENTAL, AND LIFE INSURANCE

Employees will be eligible to participate in the Town’s health, dental, and life group
insurance programs.  The Town will pay 100% of the cost of individual health insurance
coverage.  Family health insurance coverage will be paid at a rate of 85% Town, 15%
Employee match for eligible employees.  Employees eligible to receive this benefit need to
work 32 or more hours per average week.  All other employees who average greater than 16
hours per week for the previous year will be allowed to participate in either program at their
own cost.  

Employees eligible to receive family health care benefits but electing not to take advantage of
this employee benefit will be eligible to receive one-half the cash value (up to a dollar value
of $3,454 family or $2,413 two person) of the difference in cost between the family plan and
the single subscriber plan.  This benefit will be paid in the form of an increased retirement
contribution to qualified programs outlined in this policy or utilized toward the cost of Town
sponsored life insurance premiums.  In order to take advantage of this benefit, eligible
employees are required to show evidence that their spouse and/or family is insured under
another family health care benefit plan.  Program eligibility will be determined annually and
governed by eligibility requirements of the current health care plan.  50% added retirement
benefit eligibility will be denied to non-custodial parents who are not legally required to
provide health and /or dental insurance for their child(ren) (6/17/03).

ARTICLE XVII - DISCIPLINARY PROCEEDINGS

A. PURPOSE.  All Town employees are expected to maintain a high degree of
professionalism, responsibility and loyalty and adherence to the duly adopted programs
and policies of the Town.  Employees who fail to maintain these standards, or who fail to
comply with the provision of this Personnel Policy, may be subject to discipline and, in
cases of substantial or repeated failure to adhere to these standards or the provisions of
this Personnel Manual, discharge.

B. CATEGORIES.  The following categories of disciplinary proceedings shall apply to all
employees.

1. Verbal warning.  Normally intended to point out to an employee relatively
minor or isolated instances of unsatisfactory job performance which, if repeated
or continued, might lead to a more serious level of discipline.

2. Verbal reprimand.  Normally intended to point out to an employee a relatively
serious breach of job performance standards which, if repeated, shall lead to a
more serious level of discipline.

3. Written warning or reprimand.  Intended as a formal record of repeated
unsatisfactory job performance (warning) which if continued is likely to result in
jeopardy to the employee’s prospects for advancement, pay increase or continued
employment; or as a formal record of serious breach of duty or failure to meet
job performance standards (reprimand) which if repeated will result in jeopardy
to the employee’s advancement, pay increase or continued employment.
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4. Suspension.  Suspension from employment, which may be with or without pay
depending on the circumstances, shall be utilized only in those cases involving
significant and serious breach of duty or standards by an employee, where active
employment by the employee should not continue until such time as the Town
Manager is satisfied that the recurrence of such breach is unlikely, or until such
time as the Town Manager is able to conduct an investigation into the action(s)
meriting discipline.  

5. Discharge from Employment.  When discharge from employment is
recommended by a supervisor or department head and/or considered by the
Town Manager the employee involved shall be entitled to a pre-termination
hearing before a panel consisting of his or her supervisor and/or department
head and the Town Manager. The hearing shall be informal, with the purpose of
informing the employee, either in writing or orally, of the charges against the
employee which may merit discharge, an explanation of the grounds for
discipline including discharge, and an opportunity for the employee to provide
additional information including any matters in extenuation and mitigation.
That panel shall issue a written decision promptly, with a copy to the employee.
The decision might be discharge, lesser discipline or no discipline.

6. Appeal of Disciplinary Action. An employee shall have the right to appeal
any disciplinary action taken against him or her to the Board of Selectmen. Such
appeal will be given in writing to the Town Manager. The employee making an
appeal shall have seven (7) days to submit an appeal after having received notice
of disciplinary action against him or her. Once an appeal is received, the Board of
Selectmen shall schedule a hearing within thirty (30) days to consider such
appeal. At the time of any review by the Board of Selectmen the employee shall
have the right to be present, to be represented by counsel, may call witnesses and
present any reasonably relevant evidence in his or her behalf. The Town Manager
shall also have the right to be present, may call witnesses and present any
reasonably relevant evidence supporting the disciplinary action taken against the
employee. The Board of Selectmen shall issue a written decision on the basis of
their review, within thirty (30) days thereafter. In the event the Board of
Selectmen fail to issue a decision thirty (30) days, the appeal will be considered
denied.  In the event the Selectmen are prevented from conducting the review in
an impartial manner because they actively participated in the investigation of the
charges, participated in the pre-termination hearing, or have had repeated
substantive disputes or employment disagreements with the employee which
predate the allegations underlying the discharge or recommended discharge,
then the review of discharge or recommended discharge shall be conducted by an
independent, impartial hearing officer to be engaged and paid for by the Town. 

7. All disciplinary proceedings and action toward the Town Manager shall be
pursuant to 30A M.R.S.A. ss 2633, except as provided by contract.

30A M.R.S.A. ss 2633, paragraph 3, reads as follows:

The Selectmen shall remove or suspend the town manager for cause in
accordance with the following procedures.

A. The Selectmen shall file a written preliminary resolution with the town clerk
stating the specific reasons for the proposed removal. A copy of that
resolution shall be delivered to the manager within 10 days of filing.
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B. Within 20 days of receiving the resolution, the manager may reply in writing
and request a public hearing.

C. Upon request of a public hearing, the selectmen shall hold one at least 10
days but not more than 30 days after the request is filed.

D. After the public hearing or at the expiration of the time permitted the
manager to request the public hearing, if no such request is made, the
selectmen may adopt or reject the resolution of removal.

E. The selectmen may suspend the manager from duty in the preliminary
resolution, but the manager’s salary may not be affected until the final
resolution of removal has been adopted.   

C.  EMPLOYEE PERSONNEL RECORDS.  Verbal disciplinary proceedings shall not
become a formal part of an employee’s personnel record.  They shall be noted in an
employee’s file and may be taken into consideration on such issues as advancement and
pay.  All references in the file to verbal disciplinary proceedings shall be removed upon
the employee’s voluntary withdrawal from employment or after one year without a
recurrence of the behavior which was subject to the verbal proceedings, whichever
occurs first.  Written disciplinary proceedings become a formal part of the employee’s
personnel record and shall be taken into consideration of such issues as advancement
and pay.  Records of written warnings or reprimands shall be removed from the file
after two years without a recurrence of the behavior in question.  Records of suspension
shall be removed after three years in the same way, unless any investigation concluded
earlier exonerates the employee, in which case such record shall be removed upon
exoneration.

ARTICLE XVIII - GRIEVANCE PROCEDURES

Should an employee feel aggrieved concerning the interpretation, meaning, or application of
any provisions of the Town’s personnel rules, regulations and policies, he/she shall submit
the details of such grievance in writing to his or her immediate supervisor or the Town
Manager. Within fourteen (14) calendar days thereafter, the supervisor or Town Manager
shall meet with the employee and others designated by them for the purpose of discussing
the grievance. In all case the decision of the Town Manager shall be final.

ARTICLE XIX - POLITICAL ACTIVITY

While performing their normal work duties while on duty, employees shall refrain from
seeking or accepting nomination or election to any office in the Town government, and from
using their influence publicly in any way for or against any candidate for elective office in the
Town government.  This rule is not to be construed to prevent Town employees from
becoming, or continuing to be, members of any political organization, from attending
political meetings, from expressing their views on political matters, holding a political office,
running for political office or from voting with complete freedom in any election.

ARTICLE XX - RESIGNATION

A. Sufficient notice - To resign in good standing, employees shall submit resignations in
writing at least ten (10) working days in advance of the effective date of their resignation.

B. Quitting without sufficient notice - Any employee who quits without sufficient
notice shall lose all rights and benefits granted by this policy. 
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ARTICLE XXI – EMPLOYEE REFERENCES

The Town of Raymond shall not provide employment references. Information provided to
perspective employers of former Raymond employees will be limited to dates of
employment, and any other information that the town is legally required to provide under
Maine's Right to Know law. This information will be provided by the town manager or a
designated employee only.

ARTICLE XXII - DRUGS AND ALCOHOL IN THE WORKPLACE

The Town of Raymond is committed to provide a safe, efficient and productive work
environment.  In keeping with this commitment, the Town has a strict policy regarding the
inappropriate use and possession of drugs, alcohol and controlled substances.  Accordingly,
the Town requires all employees to report for work fit to perform their jobs and prohibits the
use or possession of alcohol or illegal drugs at any time on Town premises whether on or off
duty.  All employees must adhere to the rules stated in this policy.  

A. The following are strictly prohibited by the Town:

1. Possession or use of alcohol, or being under the influence of alcohol while on the
job, on Town property, or while on-call status.

2. Driving a vehicle or operating equipment owned or leased by the Town, while
under the influence of, or impaired by alcohol, illegal/controlled substances, or
prescription drugs which warn against such activity.

3. Distribution, sale or purchase of an illegal or controlled substance on the job or on
Town property.

4. Possession or use of an illegal, or controlled substance, or being under the
influence of any illegal or controlled substance, while on the job on Town property,
or while on-call status.

In addition, no employee may remain on duty or on on-call status while under the influence
or impaired by any illegal drug or alcohol.  For purposes of this policy, a drug will be
considered an “illegal drug” if its use is prohibited or restricted by law.  It is also a violation
of this policy if any employee improperly uses or possesses an “illegal act or whether the
employee is criminally prosecuted and/or convicted for such conduct.

An employee’s conviction on a charge of illegal sale or possession of any controlled substance
while off Town property will not be tolerated because such conduct, even though off duty,
reflects adversely on the Town.

B. Disciplinary Action

Violations of the above rules and standards of conduct will not be tolerated and will subject
the employee to discipline up to and including discharge.  The Town also reserves the right
to bring the matter to the attention of appropriate law enforcement authorities.  

C. Searches

In order to enforce this policy, the Town reserves the right to conduct searches on Town
property, and to adopt other measures reasonably necessary to deter and detect violations of
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this policy.  An employee’s refusal to consent to a search may result in disciplinary action, up
to and including termination.

D. Legal Drugs

Any employee who is using prescription or over-the-counter drugs that may impair the
employee’s ability to safely perform the job, or affect the safety or well-being of others, must
notify a supervisor of such use immediately before starting or resuming work.

E. Drug and alcohol treatment / rehabilitation

The Town encourages employees with alcohol or drug dependencies to seek treatment
and/or rehabilitation.  The Town is not obligated, however, to continue to employ any
person whose job performance is impaired because of current drug or alcohol use, nor is the
town obligated to re-employ any person who has participated in treatment and/or
rehabilitation if that person’s job performance remains impaired as a result of current drug
or alcohol use.  Additionally, employees who are given the opportunity to seek treatment
and/or rehabilitation, but fail to successfully overcome their dependency or problem, will
not be given a second opportunity to seek treatment and/or rehabilitation.  In order to be
considered for re-employment, an employee must present proof of successful completion in
a treatment and/or rehabilitation program.

Rehabilitation is an option for an employee who acknowledges a chemical dependency and
voluntarily seeks treatment to end that dependency.  Drug and alcohol abuse rehabilitation
and assistance programs are available through the Town’s medical insurance program.
Employees with drug or alcohol abuse problems are strongly encouraged to participate in
these programs.

ARTICLE XXIII - POLICY ON HARASSMENT

It is the policy of the Town that all our employees should be able to work in an environment
free from all forms of harassment. Harassment, both sexual and verbal, is illegal and
prohibited.  This policy will be vigorously enforced; the policy applies not only to supervisor-
subordinate actions but also to actions between co-workers.  Any complaints of harassment
will be investigated promptly.  There will be no intimidation, discrimination or retaliation
against any employee who makes a report of harassment.

Derogatory or vulgar comments regarding a person’s sex, religion, age, ethnic origins,
physical appearance, or the distribution of written or graphic material having such an effect,
are prohibited.  Any employee who believes he or she has been the subject of such
harassment should report the alleged conduct to the Town Manager or other appropriate
management. Management is any department head. In the Fire/Rescue Department,
management shall include the Fire Chief and Deputy Fire Chiefs. Any supervisor or
employee who is found, after appropriate investigation, to have engaged in any harassment
will be subject to discipline, including discharge.

ARTICLE XXIV - SEXUAL HARASSMENT POLICY 

It is the policy of the Town of Raymond that all employees have the right to work in an
environment free of discrimination which includes freedom from sexual harassment.  The
Town of Raymond will not accept any form of sexual harassment by supervisors, co-workers,
customers or suppliers.  This policy is intended to prohibit offensive conduct, either physical
or verbal, that threatens human dignity and employee morale, and which interferes with a
positive and productive work environment.
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Sexual harassment is illegal and, as outlined in the EEOC Sexual Discrimination Guidelines
and the Maine Human Rights Act, includes:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct
of a sexual nature when, (i) submission to such conduct is made either explicitly or implicitly
a term or condition of an individual’s employment, (ii) submission to or rejection of such by
an individual is used as the basis for employment decisions affecting such individual, (iii)
such conduct has the purpose or effect of substantially interfering with an individual’s work
performance or creating an intimidating, hostile or offensive working environment.

The following examples are common types of conduct that may constitute sexual
harassment:

• slurs, jokes or degrading comments of a sexual nature;

• unwelcome sexual advances;

• suggestive or lewd remarks;

• unwelcome hugging, touching or kissing;

• requests for sexual favors;

• repeated offensive sexual flirtation or propositions;

• the display of sexually suggestive pictures or objects; and

• repeated unwelcome physical contact or touching such as patting, pinching or constant
brushing against another body.

Consistent with the above guidelines, this policy prohibits any overt or subtle pressure for
sexual favors including implying or threatening that an applicant’s or employee’s
cooperation of a sexual nature (or lack thereof) will have any effect on the person’s
employment, job assignment, wage, promotion, or any other condition of employment or
future job opportunities.  This policy also prohibits any conduct which would tend to create
an intimidating, hostile or offensive work environment.

Managers and supervisors are responsible for monitoring conduct which can be construed to
be harassment and for initiating necessary action to eliminate such behavior.  Any employee
who feels that he or she is the victim of sexual harassment should immediately report the
matter to his or her supervisor or, if the employee would prefer, to the Town Manager or any
member of the Board of Selectmen. (Note: Department Heads shall be considered
managers or supervisors. In the Fire/Rescue Department, management shall include the
Fire Chief and Deputy Fire Chiefs. No other officers or supervisors in the Fire /Rescue
Department are to receive reports of harassment.)

The Town of Raymond will immediately investigate any complaints of sexual harassment
and, where warranted, take disciplinary action against any employee engaging in sexual
harassment.  Depending on the circumstances, such disciplinary action may include
suspension or termination of employment.

Any questions regarding this policy should be addressed to the Town Manager or the
Selectmen.  Any employee, who believes that he or she has been a victim of sexual
harassment, or who has knowledge of that kind of behavior, is urged to report such conduct
immediately.  No employee will be retaliated against for complaining about sexual
harassment.
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