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BOARD OF SELECTMEN 
Agenda 

 
September 13, 2016 

 
6:30pm – Regular Meeting 

 
Broadcast Studio 

423 Webbs Mills Road 

Resolution:  We, the Raymond Board of Selectmen, recognize our individual and collective responsibilities as leaders and representatives of 
our community.  To this end, we pledge to conduct ourselves in a manner befitting these roles and duties.  We pledge and encourage others 
to “Be the Influence” and to recognize that decisions matter. 

 
1) Call to order 
2) Minutes of previous meetings – June 21, 2016 and August 16, 2016 
3) New Business 

a) Community Service Award – Joe Bruno, Board of Selectmen Chair 
b) Update from the Raymond Village Library Trustees – Emily Allen, President, and Sheila 

Bourque, Treasurer 
c) Consideration of Appointment of Planning Board Member – Kyle Bancroft 
d) Annual Tax Commitment – Curt Lebel, Contract Assessor 
e) Proposed Quit Claim Deeds – Sue Carr, Tax Collector 
f) County Tax Warrant – Nancy Yates, Finance Director 
g) Personnel Policy Rev 2016 for Discussion and Possible Approval – Rita Theriault, 

Human Resource Officer 
h) 2016-2017 General Assistance Ordinance Approval – Don Willard, Town Manager 

4) Public Comment 
5) Selectman Comment 
6) Town Manager's Report and Communications 

a) Confirm Dates for Upcoming Regular Meetings 
b) Reminder of Upcoming Holiday Schedule 

7) Treasurer's Warrant 
8) Executive Sessions 

a) Consideration of Bids for Tax Acquired Properties – Pursuant to MRSA 1 §405 
(6)(C) 

b) Consideration of Annual Town Report Dedication – Pursuant to MRSA 1 §405 
(6)(A) 

9) Adjournment 
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BOARD OF SELECTMEN 
Agenda Summary 

 
September 13, 2016 

 
6:30pm – Regular Meeting 

 
Broadcast Studio 

423 Webbs Mills Road 

Resolution:  We, the Raymond Board of Selectmen, recognize our individual and collective responsibilities as leaders and representatives of 
our community.  To this end, we pledge to conduct ourselves in a manner befitting these roles and duties.  We pledge and encourage others 
to “Be the Influence” and to recognize that decisions matter. 

 
1) Call to order 

 

2) Minutes of previous meetings – June 21, 2016 and August 16, 2016 
 

3) New Business 
 

a) Community Service Award – Joe Bruno, Board of Selectmen Chair 
 

b) Update from the Raymond Village Library Trustees – Emily Allen, President, and Sheila 
Bourque, Treasurer 
Introduction of the new Library Director, Allison Griffin, and an update on the Library’s budget. 

 

c) Consideration of Appointment of Planning Board Member – Kyle Bancroft 

At its 8-10-2016 meeting the Planning Board voted unanimously to approve Kyle Bancroft’s 
application and to forward his application to the Select Board with a recommendation that he 
be appointed.  Mr Bancroft is filling a vacancy with a term ending on June 30, 2018. 

 

d) Annual Tax Commitment – Curt Lebel, Contract Assessor 
The Contract Assessor will ask the Board to set the FY17 tax rate, execute the tax commitment 
and charge Tax Collector Sue Carr with the collection of taxes.  Possible tax rate options will 
be provided at the meeting and Contract Assessor Lebel will be available to discuss this year’s 
valuation. 

 

e) Proposed Quit Claim Deeds – Sue Carr, Tax Collector 

Tax Collector Carr will present the following properties to be considered for granting Quit Claim 
Deeds as all back taxes, interest, and fees have now been paid in full: 

Owner Address Map-Lot 
Richard Cunningham 367 Webbs Mills Rd 010-124 

Peter & Colleen Moreshead Webbs Mills Rd 051-022-A 
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f) County Tax Warrant – Nancy Yates, Finance Director 
The annual Tax Assessor’s Return in the amount of $676,263 for the County Tax Warrant 
requires the signatures of the majority of the Selectmen. 

 

g) Personnel Policy Rev 2016 for Discussion and Possible Approval – Rita Theriault, 
Human Resource Officer 
A “red-line” copy as recommended by Town Attorney Matthew Tarasevich is included in the 
ePacket, as well as a final draft should the Board of Selectmen elect to approve this revised 
policy. 
 

h) 2016-2017 General Assistance Ordinance Public Hearing and Approval – Don Willard, 
Town Manager 
This is an annual requirement of the Maine Department of Human Services to bring the 
Raymond General Assistance Ordinance into compliance with Maine Law, Title 22 M.R.S.A. 
§4305 (4), related to levels of financial assistance and eligibility. The town annually adopts the 
Maine Municipal Association Model Ordinance General Assistance Appendices, which cover 
the period of October 1 through October 1. 
Appendices A-D and Maximums Adoption Form 
 

4) Public Comment 
 

5) Selectman Comment 
 

6) Town Manager's Report and Communications 
a) Confirm Dates for Upcoming Regular Meetings 

● October 11, 2016 
● November 15, 2016 
● December 13, 2016 

b) Reminder of Election Related Activities 
● 1st week of October - Absentee Ballots available 
● November 3rd – Last day to request an Absentee Ballot 
● November 8th – Election Day – Polls open 7am to 8pm at Jordan Small Middle School 

c) Reminder of Upcoming Holiday Schedule 
● Monday, October 10th – Columbus Day 
● Friday, November 11th – Veterans’ Day 
● Thursday & Friday, November 24 & 25 – Thanksgiving 

 

7) Treasurer's Warrant – September 13, 2016 
 

8) Executive Sessions 
a) Consideration of Bids for Tax Acquired Properties – Pursuant to MRSA 1 §405 

(6)(C) 
b) Consideration of Annual Town Report Dedication – Pursuant to MRSA 1 §405 

(6)(A) 
 

9) Adjournment 
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BOARD OF SELECTMEN 
Minutes 

 
June 21, 2016 

 
7:00pm – Regular Meeting 

 
Broadcast Studio 

423 Webbs Mills Road 

 
Resolution:  We, the Raymond Board of Selectmen, recognize our individual and collective responsibilities as leaders and representatives of 
our community.  To this end, we pledge to conduct ourselves in a manner befitting these roles and duties.  We pledge and encourage others 
to “Be the Influence” and to recognize that decisions matter. 

 
Selectmen in attendance: Joe Bruno, Teresa Sadak, Lawrence Taylor, Samuel Gifford, and Rolf Olsen 
 
Selectmen absent:  none 
 
Town Staff in attendance: 
 Don Willard – Town Manager 
 Nathan White – Public Works Director 
 Sue Look – Town Clerk 
 
 

1) Called to order at 7pm by Selectman Sadak. 
 
 

2) Election of Chair, Vice Chair, and Parliamentarian – Board of Selectmen 
 
Motion to elect Selectman Bruno as Chairman by Selectman Gifford.  Seconded by Selectman 
Taylor. 
Unanimously approved. 
 
Motion to elect Selectman Sadak as Vice-Chairman by Selectman Taylor.  Seconded by 
Selectman Gifford. 
Unanimously approved. 
 
Motion to elect Selectman Olsen as Parliamentarian by Selectman Taylor.  Seconded by 
Selectman Sadak. 
Unanimously approved. 
 
 
a) Determination of Representatives on Committees/Boards 

Included in the ePacket is a list of committees/boards that have had either a Selectman or 
another individual appointed as their representative.   Staff action requested to make FY 2016-
2017 appointments. 
 
• Teresa Sadak 
 Beautification Committee 

Tassel Top Board of Directors 
 
• Sam Gifford 

Veteran’s Memorial Park Committee 
GPCOG / Portland Area Comprehensive Transportation System (PACTS) 

Previous Meeting(s) Minutes
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• Lonnie Taylor 
Cemetery Committee 
Technology Committee 
Raymond Recreation Board 
Raymond Library Board of Trustees 

 
• Rolf Olsen 

Greater Portland Council of Governments (GPCOG) (with Don Willard as alternate) 
 
• Mark Gendron 

Mid Maine Waste Action Corporation (MMWAC) (with Don Willard as alternate) 
 
Motion to approve representatives to committees as above by Selectman Olsen. Second by 
Selectman Taylor.  Unanimously approved. 
 
 

3) Minutes of previous meeting – May 10, 2016 
 
Motion to approve minutes as presented by Selectman Taylor.  Seconded by Selectman Sadak. 
4-0 with 1 abstention 
 
 

4) New Business 
 
a) Request for Town Sponsorship of “Everyone ♥ Raymond Day” on August 6, 2016 – 

Chairman Carrie Colby and Nick Hardy of the Raymond Revitalization Committee 
 
Chairman Colby – In existence for about 4 years.  Last year was 1st event on July 4th with a 
parade and events.  Add their mission statement.  Last year the Town supported the effort via 
insurance, Public Safety, Public Works.  We are not asking for monies, we get sponsors.  The 
Freeport Jazz Band is going to perform as a donation.  Last year we had 500-800 attending.  
We are trying to engage businesses.  We are coming out with a new brochure. 
 
Chairman Bruno – Is there any concerns about the Town supporting this? 
 
Town Manager Willard – None. 
 
Selectman Sadak – I support them. 
 
Motion to approve by Selectman Gifford.  Seconded by Selectman Taylor. 
Unanimously approved. 
 
We are asking for elected officials and candidates to be in the parade at 10am at the Dog 
Lodge on Main St. 
 
Mr Hardy – We will have craft vendors who will only sell handmade items, not for resale.  We 
are looking for more participants and it is $10 per table.  We are only taking parade participants 
and vendors from Raymond.  We have a form to fill out. 
 
Town Manager Willard – The Town’s insurance will be inforce for this event. 
 
Chairman Bruno – Thank you. 

 
 
b) Consideration of Changing Selectmen Meeting Time from 7:00pm to 6:30pm – 

Selectman Sadak 
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Motion to change the Regular Selectmen’s Meeting time to 6:30pm by Selectman Sadak.  
Seconded by Selectman Taylor. 
 
Selectman Olsen – We moved the Budget-Finance Meeting from 7pm to 6:30pm and saw no 
lack of participation. 
 
Selectman Taylor – I think it is a great idea. 
 
Unanimously approved. 
 
 

c) BOS Information Request – How to deal with Board and Committee Vacancies – Sue 
Look, Town Clerk 
 

Pursuant to 30-A MRSA §2602: 

A vacancy in a municipal office may occur by the following means: 

 Non-acceptance 
 Resignation 
 Death 
 Removal from the municipality 
 Permanent disability or incompetency 
 Failure to qualify for the office within 10 days after written demand by the municipal officers (failure 

to be sworn in) 
 Failure of the municipality to elect a person or office 
 Recall pursuant to 30-A MRSA §2505 

Vacancy in the office of Selectman – the Selectmen may call a town meeting to elect a qualified person to fill the 
vacancy.  The use of the word “may” here gives the Selectmen permission to fill the position or not.  It does not 
mean that they can use any other means (i.e.:  appointment) to fill the position. 

Vacancy in the RSU Board of Directors – The municipal officers of the municipality in which the director resided 
shall select an interim director for the municipality to serve until the next annual municipal election. The interim 
director shall serve until a successor is elected and qualified.  The municipal officers shall provide at the next 
municipal election for the election of a director to fill the vacancy.  (20-A MRSA §1474) 

Vacancy in any other office – the Selectmen may appoint a qualified person to fill the vacancy.  Again, the use of 
the word “may” here gives the Selectmen permission to fill the position or not. 

 

From the Town of Raymond Miscellaneous Ordinances - Elected Official Recall & Appointment Ordinance: 

Section 9.  Filling Vacancies: Pursuant to MRSA Title 30-A, §2602: after the results have been certified by the 
Board of Selectmen, the Clerk must prepare and call a special election within 30-45 days of that 
certification if there is not already a regularly scheduled election within 90 days of certification unless 
the conditions are met described under Section 10. 

Section 10.  The Town of Raymond office of an elected official shall be deemed vacant under one or more of the 
following conditions: 

A. Non-acceptance; 
B. Resignation; 
C. Death; 
D. Removal from the municipality; 
E. Permanent disability or incompetency; 
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F. Failure to qualify for the office within 10 days after written demand by the municipal officers; 
or 

G. Failure of the municipality to elect a person to office. 
Section 11.  If the Clerk believes one or more of the above criteria are met, the Clerk shall in writing inform the 

Board of Selectmen and notify the affected elected official (unless deceased). A vacancy shall be 
declared if the Board of Selectmen determines by a majority vote of the members present that one 
or more of the above criteria are met. 

Section 12.  Following solicitation of interested candidates pursuant to MRSA §2625, vacancies in the office not 
withstanding any previous actions, except for vacancies in the school board and those as the result of 
a recall, shall be filled by the Board of Selectmen through appointment of a registered voter residing 
in the Town of Raymond and at least 18 years of age. The Board of Selectmen shall confirm the 
appointment by a majority vote of the Board members. The appointed official shall serve until the 
next regularly scheduled Town election and a successor is elected and sworn. Said successor shall 
serve the balance of the term. 

Selectman Sadak – So in the current case where we have someone who has moved who was 
elected to the Budget-Finance Committee, we can appoint to fill the term until then next Town 
Meeting Election? 
 
Town Clerk Look – Yes.  The Budget-Finance Committee could have input if the Selectmen 
so chose, but the appointment is the Select Board’s to make.   
 
Chairman Bruno – Do we formally have an opening on the Budget-Finance Committee? 
 
Town Clerk Look – Not that I have been made aware of. 
 
Chairman Bruno – So we haven’t seen a letter of resignation… 
 
Selectman Olsen – I received a letter which has been forwarded to Selectman Sadak & former 
Selectman Mike Reynolds. 
 
Chairman Bruno – It is not a resignation until it gets to the Town Manager.  The resignation 
doesn’t go to the chairman; it goes to the Town. 
 
Selectman Sadak – I have a copy and can send it to Town Manager Willard & Town Clerk 
Look. 
 
Chairman Bruno – Once the resignation is official we can appoint someone at our next 
meeting. 
 
Selectman Olsen – The problem is that you have a conflict between 2 ordinances.  The 
Budget-Finance Ordinance is specific in how to fill vacancies:  “Any vacancy among the voting 
members shall be filled by the Town at the first annual Town Meeting following the creation of 
that vacancy.” 
 
Chairman Bruno – Then the question becomes does the Select Board Ordinance override the 
Budget-Finance Ordinance, and I would say, “Yes.”  The Select Board is the elected governing 
body of the Town.   
 
Selectman Sadak – The ordinances are what everyone votes on, so aren’t they the governing 
body? 
 
Pertinent Statute References: 

 30-A MRSA §2001 (8) – Town Meeting is the “Legislative Body” of the municipality. 
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 30-A MRSA §2604 (1) – “Body” means the governing unit of a municipality and any 
subunit of government of a municipality, including agencies, authorities, boards, 
commissions, and offices. 

 30-A MRSA §2635 – The board of selectmen as a body shall exercise all administrative 
and executive powers of the town. 

 30-A MRSA §3001 – Any municipality, by the adoption, amendment or repeal of 
ordinances or bylaws, may exercise any power or function which the Legislature has 
power to confer upon it, which is not denied either expressly or by clear implication, 
and exercise any power or function granted to the municipality by the Constitution of 
Maine, general law or charter. 

 
Town Manager Willard – I would think that the later ordinance would govern. 
 
Chairman Bruno – The Selectmen’s ordinance was enacted a year ago and if anyone would 
like to challenge it there are ways of doing that.   
 
Selectman Olsen – There are other parts of the Budget-Finance Committee ordinance that 
need to be changed. 
 
Chairman Bruno – The Budget-Finance Committee should make those changes and submit 
them to the Board of Selectmen for inclusion in next year’s Town Meeting Warrant. 
 
 

d) Consideration of Auditor Engagement Letter with Smith & Associates – Board of 
Selectmen 
We have received the engagement letter from Smith & Associates to audit FY 2015-2016 
beginning the first week in September 2016.  This is the final year of the 3-year contract with 
Smith & Associates. 
 
Motion to approve by Selectman Gifford.  Seconded by Selectman Sadak. 
Unanimously approved. 
 
 

e) Consideration of FY 2015-16 Budget Reserve Carry Forwards 
● Monies from Economic Development Appropriation under TIF – as of June 21, 2016 there 

is $1,590 
● Monies from Elections for the sign – about $2,800 
 
Motion to carry forward any remaining monies from Economic Development Appropriation 
under TIF not spent in FY 2015-2016 by Selectman Gifford.  Seconded by Selectman Sadak. 
Unanimously approved. 
 
Motion to carry forward any remaining monies from Elections not spent in FY 2015-2016 by 
Selectman Sadak.  Seconded by Selectman Gifford. 
Unanimously approved. 
 
 

f) Tax Acquired Properties, Quit Claim Deeds – Sue Carr, Tax Collector 
Details for Tax Acquired Properties to potentially go up for auction, as well as Quit Claim 
Deeds for owners who have paid their taxes in full are in the ePacket. 
 
Tax Collector Carr – Chapman, Lewis, Square J were up for auction last year.  I have not 
heard from the Conservation Commission, so I assume that they are not interested.  The 
others have paid or made payment arrangements.   
 
Motion to put the 3 properties above out to bid by Selectman Sadak.  Seconded by Selectman 
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Taylor. 
 
Selectman Sadak – If we put these up for bid will we state the minimum we will accept? 
 
Selectman Bruno – No. 
 
Selectman Taylor – Should we to possibly get better bidders? 
 
Selectman Sadak – I think we should let people know what we expect as a minimum. 
 
Town Manager Willard – The bidders often contact the Town Office and they are told that this 
is not a “Fire Sale”.  I tell them that we are trying to recoup the outstanding taxes and a 
percentage of the value. 
 
Selectman Taylor – I think we should put a reserve as the lowest we would accept. 
 
Chairman Bruno – I am not in favor of a reserve. 
 
Tax Collector Carr – I create a bid package with all the property information we have. 
 
Selectman Olsen – What is the right number?  There is a lot that goes into a cost – taxes 
outstanding, interest on the taxes, advertising costs, etc. 
 
Selectman Sadak – I would like to move these properties to get them back on the tax rolls and 
I think a minimum bid would help. 
 
Selectman Olsen – If you list a minimum bid, then you can not reject any bid that is at least 
the minimum. 
 
Tax Collector Carr – The properties that do not sell still accumulate taxes unless we put the 
property in our name. 
 
Unanimously approved. 
 
Motion to add a reserve to each of these 3 properties by Selectman Sadak.  Seconded by 
Selectman Taylor. 
 
Selectman Olsen – I agree as long as there is the ability for the Select Board to reject any bid. 
 
Public Works Director White – The bank will have a reserve that they do not publish.  When 
you put a reserve on you will see a cluster of bids around the reserve. 
 
Motion and second withdrawn. 
 
Motion to add the one that Sue will tell me about by Selectman Sadak.  Seconded by 
Taylor. 
 
 

g) Consideration of FY 2016-17 Fee Schedule – Sue Look, Town Clerk 
Included in the ePacket is the Fee Schedule as proposed for FY 2016-2017 for Selectman 
approval. 
 
Selectman Sadak – I think the dog fines for dogs on the beach, left in a car, etc. 
 
Motion to approve as presented by Selectman Taylor.  Seconded by Selectman Gifford. 
Unanimously approved. 
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h) Consideration of FY 2016-17 Committee Appointments – Sue Look, Town Clerk 
Included in the ePacket is the annual appointment of committee members for Selectman 
approval. 
 
Town Manager Willard – Mary Jane Wells on the Board of Assessment Review has moved. 
 
Selectman Olsen – Holly Mitchell on the Board of Assessment Review has also moved. 
 
 
Motion to approve the list with the 2 above deleted by Selectman Olsen.  Seconded by 
Selectman Sadak. 
Unanimously approved. 
 
 

i) Consideration of FY 2016-17 Staff Appointments – Sue Look, Town Clerk 
Included in the ePacket is the annual appointments of staff members for Selectman approval. 
 
Motion to approve by Selectman Sadak.  Seconded by Selectman Taylor. 
Unanimously approved. 
 
 

j) Consideration of Changing Summer Hours from “Memorial Day Weekend to Labor Day 
Weekend” to “Memorial Day Weekend to Weekend before July 4th” – Sue Look, Town 
Clerk  
Included in the ePacket please find the number of people served in 2015 on Tuesdays after 
4pm and on Saturdays, and a summary of full-time office hours for municipalities in 
Androscoggin, Cumberland, and Oxford Counties sorted by population. 
 
First, thank you for allowing me to present this request.  I appreciate your serious 
consideration of this issue. 
 
In 2015 we kept counts of all customers who came in after 4pm on Tuesdays and on Saturdays 
from March through September.  As you can see the statistics show that there is a marked 
decrease in the number of customers on Tuesdays when we are open on Saturdays, 
suggesting that many of the Saturday customers could come in on Tuesdays. 
 
The other hand out depicts the office hours for all towns in Cumberland, Androscoggin, and 
Oxford Counties (who have full-time office hours) and found that Raymond is the only town 
over a population of 1,616 to have Saturday hours at all.  There are 3 smaller towns who are 
open 1 Saturday per month, and a town that is 1/4th the size of Raymond (Lovell) who is open 
each Saturday. 
 
From Memorial Day to the 4th of July we do many boats.  After the 4th of July we do very few 
boats, instead it is mostly car re-registrations which can be done online or on Tuesday night. 
 
When an employee works on Saturday their hours must be subtracted from the hours they 
work during the week.  For example, when Alice or Cindy (both part-time employees) work a 
Saturday they do not work one of their other shifts during the week.  This leave us short-
handed during the week and defeats the purpose of them working the counter so Rita and 
Sue can get their other responsibilities done. 
 
State offices are only open M-F from 8am to 5pm (some close as early as 4pm), and insurance 
companies rarely have office hours on Saturdays.  If a customer comes in with a situation 
requiring help from Augusta it can not be handled on Saturday and the customer will need to 
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return during the week.  On the whole customers are very unhappy with needing to return a 
2nd time to the office to complete a transaction. 
 
We are requesting that you consider either eliminating being open on Saturday during July & 
August, or dropping down to 1 Saturday per month for those months. 
 
Chairman Bruno – The issue with 1 Saturday per month is confusion of which Saturday is it.   
 
Selectman Sadak – My thoughts on this are I think it is a benefit to the town and there are 
summer people who are coming up only on the weekend.  If we wait on 17 people on a 
Saturday, that is 17 people we did not get to during the week.  I would like to see Saturdays 
continue and the employees get paid for those extra hours instead of taking the hours from 
the rest of the week. 
 
Selectman Gifford – What do the locals want? 
 
Town Clerk Look – It is mostly re-registrations of cars and boats that can both be done online.  
As I understand it, one of the reasons we do this is to accommodate the summer folks, but 
they are doing most of their registrations online.  On the whole, if you do not register you boat 
by the 4th of July you are not going to register it.   
 
Chairman Bruno – What is more egregious – the 7pm on Tuesday or the Saturday? 
 
Town Clerk Look – None of us mind the 7pm on Tuesday and we often get comments that 
citizens appreciate that we are there to accommodate them.  As you can see from the numbers 
a lot of the traffic shifts from Tuesday to Saturday.   
 
Chairman Bruno – When we voted this in I voted against opening on Saturdays.  Almost 
everything can be done online, I almost never come to the Town Office (I may have to come 
in more often now).  I don’t know why we are paying payroll dollars for Saturday morning.  
Most towns are not open on Saturday.  I know we do it because we are a vacation destination 
and people have 2nd homes and come up on Saturday, but most of what they need to do can 
be done online.   
 
Selectman Gifford – That is the problem, I wonder if everyone knows that?  Is it posted? 
 
Town Clerk Look – Online transactions are highlighted on the website and there are links to 
all the State sites. 
 
Chairman Bruno – I think a sign on the front door that we are not open and you can do most 
transactions online.  Only for renewals, not for new registrations. 
 
Selectman Taylor – What if we closed on Saturdays in July and August and opened on the 1st 
day of Hunting Season?  That way we are taking away 1 thing and replacing it with another. 
 
Chairman Bruno – You can buy a hunting license online. 
 
Selectman Taylor – What if you don’t have a printer?  I am game to close on Saturdays, but 
there are a couple – 1st day of hunting season, 4th of July Saturday – that I think we should be 
open. 
 
Chairman Bruno – The question is, how many people come in and get their hunting license 
on Saturday?   
 
Town Clerk Look – Fewer & fewer because Walmart sells them and so does Cabela’s, LL 
Bean, etc.  There are a lot of places that see hunting licenses. 
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Selectman Olsen – One question I have is how many places advertise that we are open on 
Saturdays in the summer?  The Welcome to Raymond flyer states this. 
 
Town Manager Willard – As far as that goes, I am doing the edits right now and we could 
change that schedule. 
 
Chairman Bruno – The question becomes; do we do it for this year or wait until next year?  
The 4th of July is 2 weeks away.  I am in favor of saying that after Labor Day we are shut down 
on Saturdays from then on and open on Tuesday nights.  So beginning in 2017 we will not 
have Saturday hours. 
 
Motion to end Saturday hours after Labor Day weekend of 2016 by Selectman Taylor.  
Seconded by Selectman Gifford. 
 
Selectman Sadak – I abstain. 
 
Chairman Bruno – You can not abstain at this point.  You have an item in front of you and you 
must vote. 
 
Unanimously approved. 
 
 

k) Consideration of New Electronic Town Office Sign, Balance from Contingency – Sue 
Look, Town Clerk 
Included in the ePacket please find the most suitable competitive proposal to replace our 
current sign with an electronic sign. 
 
Chairman Bruno – So you are requesting $12,000 additional for the sign?  We don’t have final 
year-end figures and you are waiting for a final quote.  Get the new quote, come back to the 
next Selectmen’s Meeting when we know how much is available after carry forwards, so we 
will know the balance. 
 
Selectman Taylor – Why do we need such an extravagant sign?  Or, why do we need this 
particular sign?   
 
Town Manager Willard – We started looking at this about 10 years ago with the White Board 
technology (white background and black letters).  That is still prohibitively expensive.  The 
kind of sign that the Town of Gray has, the Town of Oxford has one, has pretty much become 
the norm these days.  The idea is that you have a capital investment, you have the cost of the 
installation, but what you don’t have is the time, the effort, and the exposure to liability in trying 
to deal with the weather and hand manipulating letters onto a static board.  You can do this 
from a desktop easily, seamlessly.  It is the way of the world, everything is going 
digital/electronic.  This is way to make contact with citizens.  Every town around us has them 
now.  I think it will be a huge improvement for notifications and for the staff to be able to do 
that more easily and efficiently. 
 
Chairman Bruno – I can’t imagine the staff going out in the dead of winter to update the sign. 
 
Selectman Taylor – It is a nice looking sign; it is just a lot to absorb.  You know me about us 
looking modern and how we don’t want to look like a bunch of hill billies, but a 4’ X 7’ box is 
going to cost $20K? 
 
Chairman Bruno – For this price we should get more than 1 bid. 
 
Town Clerk Look – We did get several and this one for several reasons came to the top.  One 
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was the ascetics.  To those of us in the Town Office this sign fit the character of the Town 
Office better than other designs.  The other designs were too square and austere. 
 
Selectman Olsen – What is our goal in putting this up?   
 
Chairman Bruno – Inform the public of meetings and events. 
 
Selectman Olsen – Where is the traffic flow in the town? 
 
Chairman Bruno – 302 
 
Selectman Olsen – Are we better served to look at seating it at the Public Safety building 
rather than the Town Hall? 
 
Selectman Taylor – The Public Safety building has less exposure than the Town Hall. 
 
Selectman Olsen – Is there a better place that is going to get more exposure? 
 
Town Manager Willard – Maybe we should get quotes for both so you can consider it. 
 
Selectman Sadak – I don’t think it should be on the Public Safety building.   
 
Town Manager Willard – Eventually you should have one there. 
 
Selectman Gifford – I don’t think so either.  The location is not good. 
 
Public Works Director White – The Town Office sign, regardless of whether we do electronic 
or not, needs to be replaced.  It is about ready to fall over. 
 
Selectman Gifford – The sign should stay at the Town Hall. 
 
Selectman Olsen – We need to look at this in total, how are we going to market ourselves 
going forward.   
 
Selectman Sadak – As people are driving to work on 302 a sign would remind them about 
what is going on in Town.  But, real estate on 302 is really tough.  Don’t we own Tassel Top? 
 
Chairman Bruno – No, it is run by us and owned by the State of Maine. 
 
Selectman Olsen – We could probably get approval from the State.   
 
Selectman Sadak – It is like a perfect location. 
 
Chairman Bruno – If we are going to spend that much money it should be a budget item and 
let the Town decide.  Ask the vendor if there are any volume discounts. 
 
Town Meeting Willard – We have not done any negotiations of price as yet, only collected 
costs. 
 
 

5) Public Comment 
 
None 
 
 

6) Selectman Comment 
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Chairman Bruno – I am looking forward to working with this board.  I have a good feeling about 
this board. 
 
 

7) Town Manager's Report and Communications 
 
a) Confirm Dates for Upcoming Regular Meetings 

● September 13, 2016 
● October 11, 2016 
● November 15, 2016 (November 8th is Election Day) 

 
b) Reminder of Upcoming Holiday Schedule 

● Monday, July 4, 2016, in observance of Independence Day 
● Monday, September 5, 2016, in observance of Labor Day 
● U Can 5K will be on Saturday, June 25th 

 
c) Sand-Salt Building Update – Public Works Director Nathan White 

● The building is complete.  The parking lot will be paved this Friday and we will be adding 
a gate.  There will not be a storage building built, instead we will be rehabbing our current 
building for storage. 

● Town Manager Willard – It looks great and Nathan did a great job. 
● People will still be able to get sand/salt in the winter.  This year was 30-40 yards and 2 

years ago we went through 1,000 yards. 
 

d) Roads Update – Public Works Director Nathan White 
● North Raymond Road is done 
● Reclaimed Pond Road and Shaker Woods Road.   
● The crew is working on Crescent Beach on Rt 85 to do drainage improvement for the lake 
● Next we will do the whole length of Mill Street and then Patricia Avenue 
 
 

8) Treasurer's Warrant – June 21, 2016 
 
Motion to approve the warrant dated 6/21/2016 for $464,885.75 by Selectman Taylor.  Seconded 
by Selectman Sadak. 
Unanimously approved. 

 
 

9) Adjournment 
 
Motion to adjourn at 8:33pm by Selectman Sadak.  Seconded by Selectman Taylor. 
Unanimously approved. 

 
 
 

Respectfully submitted, 
 
 
 
 
_____________________________________ 
Susan L Look, Town Clerk 



Page 16 September 13, 2016 Board of Selectmen Meeting

 
Selectman’s Meeting Minutes (Page 1 of 1)  August 16, 2016 

 

BOARD OF SELECTMEN 
Minutes 

 
August 16, 2016 

 
6:30pm – Special Meeting 

 
Broadcast Studio 

423 Webbs Mills Road 

Resolution:  We, the Raymond Board of Selectmen, recognize our individual and collective responsibilities as leaders and representatives of 
our community.  To this end, we pledge to conduct ourselves in a manner befitting these roles and duties.  We pledge and encourage others 
to “Be the Influence” and to recognize that decisions matter. 

 
Selectmen in attendance: Joe Bruno, Teresa Sadak, Samuel Gifford, and Rolf Olsen 
 
Selectmen absent:  Lawrence Taylor 
 
Town Staff in attendance: 
 Don Willard – Town Manager 
 Sue Look – Town Clerk 
 Nathan White – Public Works Director 
 
 

1) Called to order at 6:30pm by Chairman Bruno 
2) New Business 

a) Appointment to Fill Vacancy on Budget-Finance Committee 

● Stephen Crockett – 195 Webbs Mills Rd 
Motion to appoint Stephen Crockett to the Budget-Finance Committee for a term ending June 
30, 2017 by Selectman Sadak.  Seconded by Selectman Gifford. 
Unanimously approved. 
 
b) Appointment to Fill Vacancy on RSU #14 Board of Directors 

● Anna Keeney – 34 Haskell Ave 
Motion to appoint Anna Keeney to the RSU # 14 Board of Directors for a term ending June 30, 
2017 by Selectman Sadak.  Seconded by Selectman Gifford. 
Unanimously approved. 

3) Adjournment 
Motion to adjourn at 6:31pm by Selectman Bruno.  Seconded by Selectman Sadak. 
Unanimously approved. 
 

Respectfully submitted, 
 
____________________________________ 
Susan L Look, Town Clerk 
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Raymond Village Library Update
Board of Selectmen – Agenda Item Request Form – Public

401 Webbs Mills Road
Raymond, Maine 04071

207-655-4742   fax 207-655-3024
sue.look@raymondmaine.org

Requested Meeting Date:  Request Date: 

Requested By: 

Address:

eMail:

Phone #: 

Category of Business (please check one):

Agenda Item Subject:

Agenda Item Summary:

Action Requested:

Attachments to 

Support Request:

For Selectmen's Office Use Only

Date Received:  ________________________________ Approved for inclusion: 

Date Notification Sent:  ___________________________ Meeting Date:  __________________________

Information Only Public Hearing Report Action Item

Other - Describe:

Yes No

9/16/16 8/14/16

Sheila Bourque

63 Hancock Road, Raymond

sbourque@sbcglobal.net

224-475-9198

x

Raymond Village Library

Introduction of new library director
update on library budget

None

Will be provided week on meeting
- Director resume
- Statement of Financial Postion 
-Statement of Income and Expense
- summary of budget approaches
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Raymond Village Library Update 
 

The Board of Trustees wishes to thank the residents of the Town of Raymond, the Budget and 
Finance Committee and the Select Board for their support for this year. We have taken to heart 
your questions and advice and wish to provide you with an update. It is our objective to not 
only provide a library that serves our community but also be responsible stewards of the trust 
that has been placed in us.  

The Board has revamped its chart of accounts and tightened its budget. We have provided a 
budget comparison for your information. Of note is a history based set of revised income 
projections and reduced operating expenses. Our overall operating expenses have been 
reduced by 14%. 

We would also like to share recent happenings at the library: 

 

 In cooperation with the Maine State Library Network and the Town of Raymond 
a new high speed fiber optic line has been connected to the library. The library 
has moved from a wired 15 Mbps Wi-Fi to a 100 Mbps.  When the library is open 
with all staff working, patrons can connect to the internet at 50 Mbps and at 
speeds averaging 30 Mbps in the parking lot.  

  

 The rear corner of the back of the library has been resided. A twelve-foot section 
of the back wall still consisted of Masonite siding and was deteriorating. With 
the help of volunteers Jim Gass and Mark Jordan the wall was resided, old duct 
work removed, trim repainted, wires rerun and the interior patched, insulated 
and caulked. All materials for the project were generously donated by Hancock 
Lumber Company. 

 

 

 A new fire detection and alarm system has been installed and is operational.  

 

  

1
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 Three new Board members have joined our efforts. Short biographies are
attached.

 A new Library Director has been hired.  Allison Griffin began her tenure 
on September 12th. A resume is attached for your information.

Finally, we would like to provide the Board with a regular update on our progress and activities. 
It is our objective to provide both you and the residents of Raymond with a quarterly written 
report.  

2
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 7:06 PM
 09/07/16
 Cash Basis

 Raymond Village Library 
Budget Comparison

 Page 1 of 1

FY16-17 
Budget

Prior
Proposed 
Budget

Ordinary Income/Expense

Income

4000 · Unrestricted Income

4100 · Annual Appeal 23,000.00

4200 · Special Events - Fundraising 10,000.00

4300 · Other Contributions 58,700.00

4400 · Earned Income 3,600.00

4000 · Unrestricted Income - Other

Total 4000 · Unrestricted Income 95,300.00

4500 · Funds Income

4600 · Temporary Restricted Funds 5,120.00

4700 · Permanantly Restricted 1,250.00

4500 · Funds Income - Other

Total 4500 · Funds Income 6,370.00

49900 · Uncategorized Income

Total Income 101,670.00 114,313.00 (12,643.00) -11%

Expense

6000 · Operational Expenses

6100 · Fundraising Expense 2,000.00

6200 · Temporarily Restricted Fund Exp 5,000.00

6300 · Permanantly Restricted Funds 1,250.00

6400 · Books/Media/Magazines 7,000.00

6500 · Salaries & Related Expenses 63,096.00 68,896 (5,800.00) -8.40%

6600 · Contractual Exp -Professional 1,900.00

6700 · Building & Maintenance 7,439.00

6800 · General Expenses 10,482.00

6000 · Operational Expenses - Other

Total 6000 · Operational Expenses 98,167.00

66000 · Payroll Expenses

Total Expense 98,167.00 114,313 (16,146.00) -14%

Net Ordinary Income 3,503.00

Raymond Village Library

3
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Trustees 

Janet Walker 

I retired to Maine in 2011 after living and working in 
Illinois for over 35 years. Most of my professional career 
was the design and development of information systems 
for various companies in the Chicago area. I was also 
involved in community theater for over 20 years as an 
actor, sound technician and Board member. My education 
includes a BA in sociology from Lipscomb University as 
well as graduate studies at the University of Kansas. One 
of the first places I visited after moving to Raymond was 
the library. It is now my pleasure to serve the community 
if Raymond as a Trustee. 

Paul Cullinan 

My name is Paul Cullinan and my wife and I have been 
Raymond residents since 2009.  After growing up in South 
Portland, I left home to obtain degrees from the 
University of Maine at Orono and Syracuse University.  
After teaching economics for a year at Union College in 
Schenectady, N.Y., I moved to Washington, D.C and began 
working as a policy analyst for the Social Security 
Administration.  In 1981, I joined the Congressional 
Budget Office (CBO) where, for the next 26 years, I 
undertook a number of roles including policy analyst for 
income security programs, budget analyst for the Social 
Security retirement and disability programs, and chief for 
the cost estimating unit covering income security and 

social services functions.  I retired from CBO in 2007 and spent a year and a half at the 
Brookings Institution studying and writing on federal budget issues.  I have been volunteering 
at the Raymond Village Library (RVL) since 2010, and decided to join the RVL Board of Directors 
to deepen my commitment to an extremely vital element of our community.  

Leigh Walker
Leigh is known to the Board and has taken over the duties of Secretary. We are grateful for 
her willingness to serve and the historical perspective she brings back to the library.

4
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Allison Griffin, MLS
70 South Casco Village Road • Casco, ME 04015 
Phone: 207-653-4292 • Email: agriffi71@gmail.com

Professional Summary
Library Manager

An experienced library director, information resource and technology specialist, with 15 years of 
management experience in all library operations including budgeting, collection development, circulation, 
personnel, reference, technology and facilities. Proven record in managing library resources, with 
extensive experience in automation, acquisitions, cataloging, reference, and technology integration and 
training. Aptitude for collaborating with colleagues, trustees, and library staff to identify and alleviate
potential problems and foster a highly efficient and patron-oriented work environment. Excellent
interpersonal and communication skills essential for providing effective patron services.

Areas of Expertise:

Acquisitions - Budget Development - Cataloguing - Circulation - Reference - 
Research & Analysis - Facilities Management - Technology Administration - Personnel - 
Microsoft & Open Office Applications - I-Life and I-Work Applications - Quickbooks 

E-readers - Social Networking - Website Design
Alexandria, Millennium, Minerva and Koha Library Automation Software

Education & Credentials:

Master of Library Science; Major: Library and Information Science
University of Wisconsin, Milwaukee, WI, 53211

Bachelor of Science; Major: Library and Information Technology
University of Maine at Augusta, Augusta, ME, 04330 

Library Director5
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Allison Griffin, MLS
70 South Casco Village Road • Casco, ME 04015 
Phone: 207-653-4292 • Email: agriffi71@gmail.com

Professional Experience:

Bridgton Public Library - Bridgton, ME June 2015-Present
Library Director

• Responsible for all acquisitions, cataloging, and maintenance of collection.
• Recruit, supervise and evaluate all library staff and volunteers.
• Monitor building and grounds and coordinate any needed repairs and maintenance.
• Responsible for preparing and managing budget and preparing invoices and payroll for book

keeper.
• Responsible for all library programming and outreach services.
• Responsible for developing and overseeing programming for adults and youth.
• Responsible for all maintenance of library technology.
• Responsible for locating and applying for potential grants and e-rate funding.
• Responsible for compiling monthly statistics and submission of annual state reports.
• Prepare monthly reports for Trustees and Friends group.
• Oversee circulation and interlibrary loan departments.
• Facilitate monthly staff meetings and trainings.

MSAD 51 - Cumberland, ME August 2013-June 2015 
Library Media Specialist

• Responsible for all library programming and outreach services.
• Responsible for all reference services.
• Provided all Inter-Library loan services.
• Provided Reader’s advisory services.
• Responsible for all acquisitions, cataloging, and maintenance of collection.
• Trained staff, students and volunteers in use of all digital media and online catalog.
• Aided in new technology implementation and troubleshooting for staff.
• Administered standardized student assessments.
• Collaborated with staff to integrate and provide relevant technology resources.
• Supervised and evaluated all library staff.
• Organized annual book fair fundraiser.
• Met regularly with library leadership, and technology teams.
• Compiled monthly statistics and generate administrative reports.

6
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Bridgton Public Library - Bridgton, ME January 2013- August
2013 Information Resource Specialist

Bridgton Public Library - Bridgton, ME September 2012- January 
2013 Interim Youth Services Librarian

Jordan-Small Middle School - Raymond, ME June 2000 - September 2012
Library Media Specialist/District Library Director

St. Joseph's College - Standish, ME January 2012 - September
2012 Public Services Associate

Bridgton Public Library - Bridgton, ME Per Diem May 2011- September
2012 Circulation Librarian

Professional Affiliations:

Member, Young Adult Library Services Association (YALSA) 
Member, Association of Computer Technology Educators of Maine (ACTEM)

Member, American Library Association (ALA)

7
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Planning Board Appointment
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Annual Tax Commitment
Board of Selectmen – Agenda Item Request Form

401 Webbs Mills Road
Raymond, Maine 04071

207-655-4742   fax 207-655-3024
sue.look@raymondmaine.org

Requested Meeting Date:               Request Date:  

Requested By:   

Address:

eMail:

Phone #: 

Category of Business (please check one):

Agenda Item Subject:

Agenda Item Summary:

Action Requested/

Recommendation:  

Attachments to 

Support Request:

For Selectmen's Office Use Only

Date Received:  ________________________________ Approved for inclusion:  

Date Notification Sent:  ___________________________ Meeting Date:  __________________________

Information Only Public Hearing Report Action Item

Other - Describe:  

Yes No

9/13/2016 8/31/2016

Curt Lebel, Assessors Agent

Consideration of 2016-2017 tax commitment and tax rate

Board will be asked to set the FY17 tax rate, execute the tax
commitment and warrant tax collector Sue Carr for the
collection of taxes. Assessors agent will provide possible tax
rate options and be available to discuss this years valuation

Set tax rate, sign and execute commitment documents

Tax Rate options will be available at the meeting or one day prior
to meeting date
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INTEROFFICE MEMORANDUM

TO: TOWN OF RAYMOND BOARD OF ASSESSORS 

FROM: CURT LEBEL, ASSESSORS AGENT 

SUBJECT: TAX RATE AND COMMITMENT OF FY2017 PROPERTY TAXES

DATE: 9/6/16 

CC: DON WILLARD

Dear Board Members, 

The assessing office has completed its annual preparation for tax commitment.  Property tax appropriations 

approved by voters or their representatives on the school and county portion of the property tax have 

increased for this fiscal year which will necessitate an increase in the tax rate over last year’s 11.95 rate.   

Changes below calculated at a 12.10 tax rate: 

County Tax Levy:   + $28,299 

MSAD Tax Levy:   + $223,612 

Municipal Tax Levy: -  $34,688

Total Tax Levy: +$217,223             

Taxable Valuation has increased this year by 5.4 million dollars’ valuation and comes in at 

$1,013,793,200.00.  The increase would have been more substantial if not for a nearly 5-million-dollar loss in 

taxable valuation due to the Homestead increase to $15,000 per homestead. 

I have calculated that a home receiving a homestead exemption, with an average valuation of $300,000 

would still receive a $17 tax decrease, even with the .15 rate increase to cover the appropriation increases. 
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In accordance with Title 36 § 710: “The assessors may assess on the estates such sum above the sum 

necessary for them to assess, not exceeding 5% thereof as a fractional division renders convenient, and 

certify that fact to their municipal treasurer”.  This amount of overage beyond the appropriated sums is 

known as overlay.  Its primary function, as mentioned above is to allow the assessors to select a tax rate 

which does not create fractional amounts of tax and produces a valuation book which matches the 

corresponding warrants.   

Below, along with last year’s rate for comparison, I have selected the 2 lowest potential tax rates which 

satisfy the requirements above.  (12.10 being the minimum rate which avoids fractional assessments).  I was 

unable to utilize a fractional 12.05 rate because it does not raise enough funds to cover appropriated 

expenditures passed by the legislative bodies.   

I will have the necessary Warrants and Certificates prepared for your September 13th meeting and look 

forward to assisting the Board in the execution of this year’s commitment. 

 

Curt Lebel 

Assessors Agent 

 



  LAST YEAR (2015)
TAX RATE 11.95$                                           12.10$                                                   12.20$                                                     
TAXABLE VALUATION 1,008,340,200.00$                      1,013,793,200.00$                              1,013,793,200.00$                                
     

COUNTY  647,964.00$                                 676,263.00$                                         676,263.00$                                         
SCHOOL  8,523,009.41$                              8,746,621.85$                                      8,746,621.85$                                      
TIF AMOUNT 224,334.90$                                 206,511.85$                                         208,218.56$                                         
MUNICIPAL 2,637,577.11$                              2,595,896.96$                                      2,594,993.31$                                      
OVERLAY 16,789.44$                                   41,604.06$                                            142,180.32$                                         
TOTAL PROPERTY TAX 12,049,674.86$                           12,266,897.72$                                    12,368,277.04$                                    

11.95 12.10$                                                   12.20$                                                   
HOMESTEAD REIMB (60,407.25)$                                  (90,568.50)$                                          (91,317.00)$                                          
BETE REIMB (19,589.64)$                                  (18,772.54)$                                          (18,927.69)$                                          
STATE REV SHARING (130,470.00)$                                (134,579.00)$                                        (134,579.00)$                                        
OTHER REVENUES (1,287,150.00)$                            (1,380,000.00)$                                     (1,380,000.00)$                                     

MUNICIPAL APPROPRIATION 4,135,194.00$                              4,219,817.00$                                      4,219,817.00$                                      
TOTAL NON TAX REV (1,497,616.89)$                            (1,623,920.04)$                                     (1,624,823.69)$                                     
TOTAL MUNICIPAL TAX REV 2,637,577.11$                              2,595,896.96$                                      2,594,993.31$                                      

 

The Board will be asked to select and approve a tax rate at its September 13, 2016 meeting.  Upon approval of the rate, the necessary warrants and certificates 
may be completed for signatures by the board members.  I will be available at the meeting to answer any follow up questions the board may have.

NON PROPERTY TAX REVENUES USED TO REDUCE MUNICIPAL APPROPRIATION

PROPERTY TAX REVENUES
THIS YEAR  (2016) TAX RATE
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Quit Claim Deeds

Board of Selectmen – Agenda Item Request Form 
401 Webbs Mills Road 

Raymond, Maine 04071 
207-655-4742   fax 207-655-3024 

sue.look@raymondmaine.org 
 

Requested Meeting Date:                   Request Date:   
Requested by:     
Address:  

 

 

e-mail:  
Phone #:   

 

Category of Business (please check one): 
 
 

 

Agenda Item Subject:  
Agenda Item Summary:  
 
 
 
 
 
 
 
Action Requested/ 
Recommendation:   
 
Attachments to  
Support Request: 
 
 

 

 

 

For Selectmen's Office Use Only 
Date Received:  ________________________________ Approved for inclusion:   

Date Notification Sent:  ___________________________ Meeting Date:  __________________________  

 

9/13/2016 8/25/2016

Sue Carr - Tax Collector

QUIT CLAIMS

Quit Claim for Richard Cunningham and Peter and Colleen More

Signing of 2 Quit Claims

Information Only Public Hearing Report Action Item

Other - Describe:

Yes No
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County Tax Warrant
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Personnel Policy - Red-Lined Original

  
 Town of Raymond, Maine - Personnel Policy  1 of 3 26  

DRAFT/ WORK PRODUCT AND PRIVILEGED 
COMMUNICATION OF COUNSEL/ 9-6-16 

 
 

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  
 March 10, 2015  
  
  
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  Any practice, 
policy or application which may have previously existed and is or would be contrary 
to these policies is disclaimed, cancelled and eliminated  by the adoption of this 
Policy.  

  
B. The Town, through its Board of Selectmen, may delete, amend, modify or change any 

or all of the provisions contained in this Policy.  The policies set forth are not in any 
way a contract and nothing in the policies affords employees any contractual or other 
rights.  Policies contained within give references and descriptions to insurance or 
other benefit plans; the specific provisions of the benefit plan will take precedence 
and govern should a conflict arise concerning interpretation, application or benefit 
level.    

  
C. The Town Manager shall be responsible for the implementation of this policy.                                             
C.       

 
ARTICLE II - EMPLOYMENT  
  
A. The employment of all personnel shall be the responsibility of the Town Manager.   
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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.  The Town does not accept 
applications for employment that are not in response to a posted or otherwise 
available vacancy and/or that are on not on Town-approved forms.  

C.D. 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., regardless of employment history or performance.    

  
  Employment with the Town of Raymond is voluntarily entered into and the 

employee may terminate his or her at-will employment at any time, with or 
without notice or cause.  Similarly, The Town of Raymond may terminate the 
“atwillat will” employment relationship at any time, with or without cause.  

 
D.E. All other factors being equal, preference will be given to residents of the Town, 

then to those candidates willing to establish residency within the Town limits.   
  
E.F. 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 or from outside of 
the community.  

  
F.G. It is the policy of the Town to provide and ensure a safe and secure environment 

for all members of the workforce and its property.  As part of this mandate, criminal 
background checks may be required of prospective employees who have already 
received a bona fide offer of employment, depending on the nature and duties of the 
position(s) sought.  The Town uses a third party to conduct these investigations.  The 
Town may also, directly or through a third party, investigate other job-related factors 
such as, by way of example, driving record, insurability and ability to be bonded.  All 
reports are subject to the federal Fair Credit Reporting Act (FCRA) and state laws.  to 
the extent applicable.  Applicants for such  positions will be notified of this 
background check requirements during the job interview.  Any and all results are kept 
private and securely stored in accordance with the Town’s data security policy.    
  

G.H. All employees are considered probationary for the first six three (36) 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 notice or cause and without right to file a grievance.  

  
H.I. 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 
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permanent status. An employee is not transferred to permanent status unless or until a 
formal written evaluation of satisfactory performance is received.  

  
I.J. Employees will be given an annual written evaluation by their immediate supervisor 

and/or the Town Manager. Such evaluation will be taken into consideration ed  when 
salary, promotions, discipline or any other personnel action is proposed.    

  
ARTICLE III - EQUAL OPPORTUNITY EMPLOYER  
  
In order to provide equal opportunities to all individuals, employment decisions at the 
Town are based on merit, qualifications and abilities.   
  
The Town is committed to a policy of non-discrimination and equal opportunity for all 
employees and qualified applicants without regard to race, color, religion, sex, sexual 
orientation, gender identity, national origin, ancestry, age, disability, veteran status, 
military service, genetic information, participation in the Town’s group insurance plans, 
receipt of free medical care, or any other category protected under applicable laws.  The 
Town will make reasonable accommodations for qualified individuals with known 
disabilities, in accordance with applicable laws.   
  
This commitment is evident in all aspects of the Town’s employment practices and 
policies, including recruiting, hiring, job assignment, promotion, compensation, 
discipline, discharge, benefits and training.   
  
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.  Full-time employees He/she is  are subject to 
all personnel rules and regulations and receives all benefits and rights as provided by 
these this Policy. rules.  

    
B. Regular Part Time:  A pPart-time n  employees in this classification works less than a 

full workweek (less than 302 hours per week), but on a continuing and indefinite 
basis.  Part-time employees are 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 on-call employee in this classification  works 

less than a full workweek (less than 302 hours per week) and only works when called 
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upon.  On-call employees They are not entitled to benefits such as retirement, health 
insurance, holiday pay, accrual of sick leave or vacation time.  

  
D. Stipend / Part -Time Employees:  AnA stipend employee in this classification works 

less than a full workweek (less than 302 hours per week), works enough hours to 
perform the duties required of him/her, and is paid an annual fixed salary.  Stipend 
They  employees are not entitled to benefits such as retirement, health insurance, 
holiday pay, accrual of sick leave or vacation time.  

  
E. Temporary Employees:  Temporary employees work on a non-permanent basis, 

usually within a limited time frame such as seasonal positions.  Temporary 
employees hey 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 without notice for any reason at any time.   

   
F. Special Appointees:  Special appointees hold Oofficial positions filled by 

appointment of the Town Manager and/or Board of Selectmen, but are 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 tTown boards and committees (such as Planning Board, Board of 
Appeals or Conservation Commission),; by contract or fee for services (such as 
engineer, auditor or town attorney),; or similar.  These categories of service are not 
considered “employment” within the meaning of this policy.  Those individuals 
persons  are not entitled to benefits such as retirement, health insurance, holiday pay, 
accrual of sick leave and vacation time, or seniority.  They 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;.  
Individuals in this category  they may be terminated for without notice 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, or other individuals, 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. Integrity of Service.  Town employees are prohibited from engaging in any conduct, 

including outside business activity, which could reflect unfavorably upon the Town 
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or disrupt the efficient operation of the administration of the Town.  Town employees 
must avoid any action which migh may reasonably 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, accepting gifts or 
other favors in exchange for service, or abandoning commitment to or pursuit of the 
goals and policy objectives of the Town.  

  
B. Efficiency of Service and Public Trust.  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.  

  
The tTown wishes to uphold its reputation for integrity and excellence, which 
requires careful observance of the spirit and letter of all applicable laws and 
regulations, as well as a scrupulous regard for the highest standards of conduct and 
personal integrity.    
  
The tTown is dependent on the citizens’ trust and the Town  is committed to 
preserving that trust.  The Town requires all employees to act in a manner that will 
merit the continued trust and confidence of the public and customers.   
  
The Town will comply with all applicable laws and regulations.  The Town also 
expects its principals and employees to conduct business in accordance with the 
letter, spirit and intent of all relevant laws and to refrain from any illegal, dishonest or 
unethical conduct.    
  
In general, the use of good judgementjudgment, based on high ethical principles, will 
guide employees with respect to lines of acceptable conduct.  If a situation arises with 
respect to which it is difficult for the employee to determine the proper course of 
action, the employee should consult with his/her direct supervisor or the Town 
Manager.   
 

C. C.  Second Job:  On occasion, employees of the Town may decide to seek employment 
outside their regular working hours.  The Town has no objections to this type of work 
when it does not interfere with the work performance or attendance of the Town 
employee and when he or she is not in the employ of a vendor, client or organization 
so as to create a conflict of interest in employment.  Employees are expected to notify 
the Town Manager prior to accepting second jobs.  

  
All employees, regardless of second jobs, will be judged by the same performance 
standards and will be subject to the Town’s scheduling demands, regardless of any 
existing outside work requirements.  If the Town determines that an employee’s 
outside work interferes with performance or the ability to meet the requirements of 
the Town as they are modified from time to time, the employee may be asked to 
terminate the outside employment if he or she wishes to remain with the Town.   
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D.   
D. Conflict of Interest:  No employee of the Town shall have any financial interest in or 

profit from any contract, purchase, sale or work performed by the Town unless 
otherwise provided for by the Board of Selectman.  An actual or potential conflict of 
interest occurs when an employee is in a position to influence a decision that may 
result in a personal gain for that employee or immediate family as listed in the 
definitions portion of this Policy.  Actual conflicts of interest, as well as incidents or 
situations which create the appearance of a conflict, must be avoided.  

  
1. Purchasing – No Town employee who is authorized to make purchases shall 

have any interest, either directly or indirectly in any contract with the Town.  
No “presumption of guilt” is created by the mere existence of a relationship 
with outside firms.  However, if employees have any influence or transactions 
involving purchases, contracts or leases, it is imperative that they disclose 
this, as soon as possible, to an officer of the Town, the existence of any actual 
or potential conflict of interest so that safeguards can be established to protect 
all parties.  
  

2. Gratuities – Compensation paid to the employee in accordance with the Pay 
Schedule, and reasonable expenses as approved by the Town Manager, shall 
constitute the sole remuneration for services rendered by an employee in the 
discharge of Town duties.  No additional reward, gift or other form of 
remuneration shall be accepted by any employee for the discharge of their 
Town duties.  Acceptance of nominal gifts, such as food and refreshments in 
the ordinary course of business, or unsolicited advertising or promotional 
materials such as pens, note pads, calendars, etc., is permitted.    

  
Personal gains may result not only in cases where an employee or relative has 
a significant ownership in a firm with which the Town does business, but also 
when an employee or relative receives any “kickbacks”, bribes, substantial 
gifts or special consideration, as a result of any transaction or business 
dealings involving the Town.   

  
E. E.  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. (“FOAA”).  Only Town- designated public access officer(s) are authorized 
to and charged with the responsibility of releasing information pursuant to under the 
scope of FOAA.  The designee(s) public access officer is responsible for ensuring 
that public record requests are acknowledged within a reasonable amount of time and 
that a good faith estimate of when the response to the request will be complete is 
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provided.  Any FOAA request must be transmitted to and handled by a designated 
public access officer.  

  
ARTICLE VI - WORKWEEK - OVERTIME  
  
A. The regular workweek for payroll purposes begins on Monday and ends on Sunday.  

The hours of work (starting times, quitting times, lunch times and overtime) will be 
established within each department subject to the Town Manager’s approval.  The 
hours of work may be changed by mutual agreement of the Department Supervisor 
and dDepartment’s staff, subject to the Town Manager’s approval.   

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

supervisor.  
  
1. Payroll Policy – All employees will be responsible for submitting a weekly 

electronic time sheet, which must be approved and signed by their department 
managers.  A list of department heads that have authority to approve specific 
time sheets, with a back-up person if the department head is unavailable due 
to vacation or sick leave, will be instituted.  The electronic time sheets of the 
department heads will be signed approved by the Town Manager.  

  
The time sheets must be received by the payroll clerk no later than 9 am on 
the day payroll is processed.  Repeated failure of any employee to submit time 
sheets could result in disciplinary action.  

  
Any employee currently missing time sheets will be reported to their supervisor 

for collection and approval of hours.  
  
All time sheets will be periodically audited by the Town Manager, a selectperson 

and/or the finance director.  Any issue raising questions or concerns that are 
noticed by the payroll clerk will be brought to the attention of the individual’s 
supervisor.  

  
2. Time Sheet Policy – The Town’s software system will track all compensated 

absences (vacation, sick leave, comp time, personal days and floating 
holidays.)  Current leave balances will be reported on employees’ paychecks.  
The Town requires that all time worked and all time taken off during the 
regular workweek to be documented.  

  
For administrative employees eligible for compensatory time and overtime, actual 

hours worked will be recorded on the time sheet.  In addition, all time taken 
off during the normal workweek for vacation, sick leave, comp time, etc. will 
also be recorded on the timesheet.  Any overtime worked must be authorized 
by the supervisor, if possible prior to overtime being worked.   
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Employees will indicate on the time sheets whether they elect overtime to be 
paid at time and a half after 40 hours worked, or if they elect to use 
compensatory time at a later date.   An employee who works unauthorized 
overtime will be paid for time worked but may be subject to discipline for 
working without authorization.  

 
 
 
  

The Department Head or his/her designee must sign approve the time sheets 
for his/her department personnel.  It is extremely important that supervisors 
approve all overtime worked.  Overtime and compensatory time represents 
financial liability for the Town and must be appropriately budgeted and 
accounted.  Time sheets are the official record for comp time earned and used.  
If comp time is not submitted with weekly timesheets, then it is not 
considered to have been earned and is not available to be used or cashed out at 
a later date.  
  
The time sheets will be completed and turned in to the Finance Department.  
Employees who expect to be out of the office due to vacations and other 
planned absences will turn in time sheets to their Department Head before 
leaving.  If the absence is unexpected (sick leave or funeral bereavement leave 
for example), then the time sheets will be completed by the Department Head 
to the best of their knowledge and any adjustments will be made on the next 
week.   

  
Please direct questions regarding the Payroll and Time Sheet Policies 

to the  
Finance 

Department. 
   

  
Payroll Deductions – Federal and State laws require that employers withhold 

taxes from wages and salaries.  Most employees are subject to Federal Income 
Tax, State Income Tax, and Social Security deductions.  Deductions are made 
by the payroll office on the basis of information furnished by the employee on 
the W-4 form completed annually.  It is the employee’s responsibility to keep 
the payroll office advised of changes in tax exemptions, marital status, and 
home address.  

  
3. Voluntary Payroll Deductions – Employees may voluntarily elect payroll 

deductions for a variety of services, including (if eligible) the benefit program. 
For more information please ask who?.  
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4.2.Administrative – The Town takes all reasonable steps to ensure that 
employees receive the correct amount of pay in each paycheck and that 
employees are paid promptly on the scheduled payday. In the unlikely event 
that there is an error in the amount of pay, the employee should promptly 
bring the discrepancy to the attention of their supervisor. The employee 
should then contact the Town’s Human Resource Officer (who?) so that all 
issues can be researched and any corrections can be made as quickly as 
possible.  

  
C. Exempt employees will be expected to work as many hours as necessary to fulfill the 

duties of their position.   
 
D. Employees not exempt from the Fair Labor Standards Act shall receive overtime pay 

after forty hours of actual work per week.  At the discretion of the Town Manager, 
any such overtime may be compensated for with compensatory time.  (See Section E. 
below).  For the purpose of Public Works and Maintenance, employees will be paid 
overtime for time worked after their normal daily scheduled hours.  All overtime shall 
be paid at the rate of one and one-half times the employee’s normal rate of pay.  For 
the purposes of overtime calculation, holiday and vacation time will be considered 
time actually worked, with the exception of floating holidays.  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.  In accordance with FLSA, temporary summer Recreation employees are 
exempt from overtime.  

 
D.E. Compensatory Time:  Under certain prescribed conditions, employees of State 

and Local government agencies may receive compensatory time off, at a rate of not 
less than one and one-half for each overtime hour worked, instead of cash overtime 
pay.  Fire protection and emergency response personnel and employees engaged in 
seasonal activities may accrue up to 480 hours of comp time; all other state and local 
employees may accrue up to 240 hours.  An employee is permitted to use 
compensatory time on the date requested unless doing so would “unduly disrupt” the 
operation of the Town. During periods of slow or low work the Town reserves the 
right to require employees to use compensatory time. 

  
E.F. Regular Work Hours:  Due to the wide variety of services provided by the Town, 

hours per week between departments and employees also vary.  Management reserves 
the right to change the workday or workweek for the purpose of promoting the 
efficiency of the municipal government; from establishing the work schedule of the 
employees, and establishing part-time positions.  In the event schedules dictate a 
condensed workweek, with daily hours exceeding 8 hours, accrued time paid will be 
paid allocated by hours equal to daily set scheduled hours (not to exceed 10 hours).  
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Accrued time earned is accumulated hourly and time used will be allocated on an 
hourly basis.   

  
ARTICLE VII - ATTENDANCE  
  
Regular attendance at work is an essential function of all Town positions.  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 

fulltime Town employees: New Year’s Day; Martin Luther King’s Birthday; 
Presidents’ Day; Patriots’ Day; Memorial Day; July Fourth; Labor Day; Columbus 
Day; Veterans Day; Thanksgiving Day; the day after Thanksgiving Day; Christmas; 
and one personal holiday. 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 Year’s 
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 for the holiday at their regular rate 

of pay for hours normally worked.  Holiday benefit not to exceed 8 hours unless the 
set schedule by the Department Head dictates longer scheduled hours during a 
holiday week (not to exceed 10 hours.)  

  
G. Employees not scheduled to work on a holiday will have the holiday time credited as 

vacation time, and such time and usage will be governed by the Town’s Vacation 
Policy.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.   
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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 exceptions 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.  
 

G. Employees may not borrow or use vacation in excess of their accrual at the start of 
the vacation period.   

  
H. If an employee resigns voluntarily with less than two weeks’ written notice to the 

Town,   he or she will be regarded as not leaving in good standing and all accrued his 
or her vacation leave will be forfeited as a result of the failure to give notice.  If there 
are extenuating circumstances for the resignation without notice or by mutual 
agreement, the forfeiture may be waived at the discretion of the Town.  

 
ARTICLE X - SICK LEAVE  
  
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 
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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 and Regular part 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 (who?).  The Town Manager shall 

review all sick leave records periodically and shall investigate any cases which 
indicate abuse of the privilege., including but not limited to patterns of leave, usage 
around holidays or weekends and the like.   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 of an employee’s sick leave absence 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 taking extended leave for one’s self or care for a qualifying member 

under FMLA/MFLMA must use accrued sick leave.  An employee who is absent for 
illness or health reasons that do granted time off not qualifying  under 
FMLA/MFLMA must use accrued sick leave.     

  
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 



Page 50 September 13, 2016 Board of Selectmen Meeting

  
 Town of Raymond, Maine - Personnel Policy  13 of 3 26  

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  
  
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.  

  
If not eligible for FMLA, 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,.  Unless otherwise 
determined by the Town, the maximum unpaid leave of absence will not exceed 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 
employment.  Employees may choose to continue health benefits for the duration of 
the leave by assuming the full cost of premium.employer contribution.  Vacation and 
sick leave will not continue to accrue during the leave.  Any accrued time earned is 
expected to be used during leave approved under this provision. the granted time off.   

  
C. FAMILY AND MEDICAL LEAVE.  
 

NOTE: SEE REPLACEMENT FMLA POLICY, PROVIDED 
SEPARATELY SEE APPENDIX A. 

 
D. The Family Medical Leave Act (29 U.S.C. § 2601 et seq.) is a federal law 

guaranteeing unpaid time off for employees to deal with family and personal matters.  
In 2008, the FMLA was amended, through the National Defense Authorization Act of 
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2008 (PL 110-181), to provide new leave entitlements related to military service.  In 
addition, comprehensive new regulations promulgated by the U.S. Department of 
Labor (DOL) in November, 2008 have clarified and revised some FMLA 
requirements, effective January 16, 2009.  

  
“Traditional” Non-Military FMLA Leave.  The law requires covered employers to 
grant up to 12 workweeks of unpaid leave in a 12-month period to eligible 
employees for the following reasons:  

1. the birth and care of the employee’s newborn child;  
2. placement of a child with the employee for adoption or foster care;  
3. to care for the employee’s spouse, son, daughter or parent, (but not parent-

inlaw) with a serious health condition; or  
4. for the employee’s own serious health condition that makes him/her unable to 

perform the functions of his/her position.  
“Serious health condition” is defined in detail in DOL regulations.  See 2008 
regulations 29 C.F.R § 825.113; 825.115.  “Son or daughter” means a biological, 
adopted, or foster child, stepchild, legal ward or in a loco parentis relationship who is 
either under age 18, or over 18 and incapable of self-care to a physical or mental 
disability.  See 2008 regulation 29 C.F.R. § 825.122 for more details.  
  
Military FMLA Leave.  Two new leave entitlements were provided in 2008 to deal 
with military family leave issues.  
  
(1) Military Caregiver Leave.  Eligible employees may take up to 26 workweeks of 

unpaid leave within a 12-month period for the purpose of caring for a “covered 
servicemember.”  The employee must meet the basic FMLA eligibility 
requirements discussed below and must also be the spouse, son, daughter, parent 
or “next of kin” of a covered servicemember.  

• “Next of kin,” for the purposes of Military Caregiver leave, is the nearest blood 
relative of that individual other than the servicemember’s spouse, parent son or 
daughter according to list of priorities in the regulations at 29 C.F.R. § 825.127.  

• “Covered servicemember” means a current member of the Armed Forces, 
including the National Guard or Reserves, who is undergoing medical treatment, 
recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the 
temporary disability retired list, for a serious injury or illness.  The term “serious 
injury or illness” is defined (only for the purpose of deciding who is a “covered 
servicemember”), as an injury or illness incurred by the member in the line of 
duty on active duty in the Armed Forces that may render the member medically 
unfit to perform his/her military duties.  See 2008 regulation 29 C.F.R. § 825.127.  

• Unlike other FMLA leaves, Military Caregiver leave starts on the first day leave 
is taken and end 12 calendar months from that date, regardless of the usual 
method the employer uses to calculate the 12 month period for other FMLA 
leaves.  See discussion below.  
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• An employee is limited to a combined total of 26 workweeks of FMLA leave in 
one 12-month period, which includes all FMLA leave taken for any reason.  

• An employee may take additional 26-week Military Caregiver leaves for a 
different service member or to care for the same servicemember with a 
subsequent injury or illness, provided that no more than 26 weeks of leave may be 
taken in one 12-month period.  

• The Military Caregiver Leave entitlement became effective immediately upon 
passage on January 28, 2008.  

  
(2) Qualified Exigency Leave.  Eligible employees may take up to 12 workweeks of 

unpaid FMLA leave in a 12-month period because of a “qualifying exigency” 
arising out of the fact that the employee’s spouse, son, daughter or parent is a 
“covered military member” who is on active duty, or call to active duty status, in 
support of a contingency operation.  

• A “qualified exigency” is defined in the regulations to include a number of broad 
categories for which leave may be used.  These include: o  Short-notice 
deployment (used up to 7 days from notification date); o  Military events and 
related activities; o  Childcare and school activities; o  Financial and legal 
arrangements; o  Counseling (other than with a medical provider); o  Rest 
and recuperation leave of up to 5 days;  
o  Post-deployment activities (may be used up to 90 days from termination 
of active duty status); and o  Additional activities not part of the categories listed 
above, but agreed to by employer and employee.  

Additional detail and examples of each of the types of qualifying exigency are 
provided in the 2008 regulations at 29 C.F.R. § 825.126 and in the U.S. DOL Fact 
Sheet on Military FMLA Leave.  
• “Covered military member” as used for Exigency Leave is not the same as the 

term “covered servicemember” as used for Military Caregiver Leave.  A “covered 
military member” includes members of the National Guard, the Reserve, or 
certain retired members of the Regular Armed Forces or retired Reserve.  The 
Exigency Leave entitlement was not extended to family members of members of 
the Regular Armed Forces.  In addition, the call to duty must be a federal call to 
active duty.  State calls to active duty are not covered unless under certain orders 
of the United States President as listed in the regulations.  See 2008 regulation 29 
C.F.R. § 825.126(b) for more detail.  

• An employer may request copies of the military member’s orders or other 
documentation from the military, and may request that the employee provide 
certification of the exigency.  The DOL has created a form (Form WH-384) that 
employers may use for this purpose.  Also see 2008 regulation 29 C.F.R. § 
825.309 for more information.  

  
Employee Eligibility:  
In order to be eligible for any type of FMLA leave, an employee must work for a 
covered employer and meet the following criteria:  
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• The employee must have worked for the employer for at least 12 months (in total, 
and not consecutively).  According to the 2008 FMLA regulations, employers do 
not need to count breaks in service of more than 7 years.  Several exceptions to 
the 7 year limit are listed in 2008 regulation 29 C.F.R. § 825.110(b);  

• The employee must have worked at least 1,250 hours over the 12-month period 
immediately preceding commencement of the leave;  

• The employee must work at a job site at which there are at least 50 employees or 
at least 50 employees must work within 75 miles of the work site.   

  
All “public agencies” are covered employers under the federal FMLA. 29 C.F.R. § 
825.108.  This includes federal and state governments, municipalities, or government 
agencies. Id.  However, even though a municipality is a “covered employer” under the 
FMLA, it may not be required to provided FMAL leave to its employees because the 
municipality may have no “eligible” employees.  As noted above, in order to be eligible 
for FMLA leave, an employee must work at a worksite where there are at least 50 
employees, or at least 50 employees must work within 75 miles of the employee’s 
worksite.  Thus, in practice, a municipality must have at least 50 employees (within a 75 
mile area) before it will be required to grant leave under the federal FMLA.  See 2008 
regulation, 29 C.F.R. § 825.108(d).  
Determining number employees employed:  Before deciding if the 50-employee threshold 
has been me, one must determine which entity is the “public agency” or municipal 
employer.  Generally, a municipality is considered a single employer for purposes of 
determining employee eligibility.  See, 29 C.F.R. § 825.108(c).  Often questions arise as 
to whether the “municipality” includes school, sewer, water or other municipal functions, 
or whether these are separate employers for the purposes of the FMLA.  DOL regulations 
indicate that this determination should be made on a case by case basis and that he U.S. 
Bureau of Census, Census of Governments may be used as one guiding factor on this 
issue.  See 29 C.F.R. § 825.108(c) and www.census.gov/govs.  Once the bounds of the 
municipal employer are determined, one must then determine how many “employees” 
that employer employs.  The FMLA uses the same definition of “employee” used in the 
Fair Labor Standards Act. (29 U.S.C. § 203).  Because there are numerous exceptions and 
qualifications applicable to the determination of the municipal employer and number of 
employees, municipalities are strongly encouraged to seek legal advice in determining if 
the 50-employee threshold has been met.  Counting the 12-month leave period:  
The law requires employers to provide 12 workweeks of leave within a “12-month 
period” for all types of FMLA leave except Military Caregiver leave.  Employers may 
choose among 4 methods to calculate the 12-month leave period provided the method 
chosen is applied consistently and uniformly to all employees.  See 29 C.F.R. § 825.200.  
These are:  
(1) a calendar year;  
(2) any fixed 12-month period, such as a fiscal year, or a year beginning on the 

employee’s anniversary date;  
(3) a 12-month period measured forward from the date any employee’s first FMLA 

leave begins; or  
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(4) a rolling 12-month period measured backward from the date an employee uses 
FMLA leave.  

Municipal employers that have eligible employees (i.e., over 50 employees within a 
75mile radius) are encouraged to adopt a policy that notifies employees of the method the 
employer has chosen to measure the 12-month period.  If the employer does not designate 
a method of calculating the leave year in advance, the employer must allow employees to 
use whatever counting method that would be most beneficial to the employee.  29 C.F.R. 
§ 825.200.  When implementing (or changing) a method of calculating the leave year, the 
employer must give at least 60 days’ notice to all employees, and the transition must take 
place in such a way that the employees retain the full benefit of 12 weeks of leave under 
whichever method affords the greatest benefit to the employee. Id.  
  
Certification:  
  
Employers may require that employees provide certifications of the need for leave under 
the Military Exigency leave entitlement.  The DOL has issued a form that may be used to 
certify this exigency.  See Certification of Qualifying Exigency for Military Family 
Leave (Form WH-384).  
Employers may require medical certification of the need for leave when leave is 
requested to care for the employee’s family member a covered servicemember or for the 
employee’s own serious health condition.  Generally, the employee must be allowed at 
least 15 days to obtain the certification.  The DOL has published three new forms that 
may be used to obtain medical certification.  Individual forms were created to certify;  
(1) the employee’s own serious health condition (Form WH-380-E);  
(2) a family member’s serious health condition (Form WH-380-F);  
(3) and a covered servicemember’s serious injury or illness (Form WH-385).  
Second or third medical opinions are potentially available at employer expense.  See the 
DOL’s Compliance Guide for more information concerning medical certification and 
2008 regulations at 29 C.F.R. § 825.305 — 825.313.  
Recertification of the need for leave may be required generally no more often than every 
30 days and only in connection with an absence.  Additional guidelines and restrictions, 
including those relating to recertification of intermittent leave, are outlined in the 
regulations at 29 C.F.R. § 825.308 and 825.305.  
Fitness for Duty.  Pursuant to a uniformly applied policy, an employer may ask for 
medical certification of fitness to return to work upon completion of approved leave for 
the employee’s own serious health condition.  Any such inquiries must be consistently 
applied, and must be sought only in regard to the particular health condition that caused 
the need for leave.  Under the 2008 FMLA regulations, an employer may require that the 
certification address the employee’s ability to perform the essential functions of the job, 
if the employer provided a list of these essential functions no later than the time it 
provided the Designation Notice (Form wh-382) to the employee.  In addition, the 
Designation Notice must have indicated that the Fitness for Duty Certification would be 
required to address these functions.  No second or third opinions on a Fitness for Duty 
certification are allowed, although an employer may ask for clarification of the 
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certification within specific limits in the regulations.  See 2008 regulation, at 29 C.F.R. 
§§ 825.305 — 825.313.  
  
Intermittent Leave:  
  
If medically necessary, intermittent leave or a reduced work schedule must be allowed 
under the federal FMLA to care for a child, parent, or spouse or for the employee’s own 
serious health condition.  Intermittent leave may also be used to care for a covered 
servicemember with a serious injury or illness.  In addition, only the amount of leave 
actually sued while on a intermittent/reduced leave schedule may be charged against the 
employee’s leave entitlement.  Employers may not require an employee to use more time 
than necessary and must account for the intermittent leave, using the smallest time 
segments available in their timekeeping system (which must be an hour or less).  
Intermittent leave for the birth or placement of a child is only available with consent of 
the employer.  See 29 C.F.R. § 825.202 — 825.205.      
  
Employer Notice Requirements:  
  
o All covered employers must post the DOL’s FMLA Poster/General Notice 
(Form WH-1420) in a conspicuous location even if the employer has no eligible 
employees.  (Note: the DOL has issued a new poster in conjunction with its 2008 
regulations).  
o Employers with any eligible employees must provide the same information 
contained in the FMLA Poster/General Notice in any handbooks and-or any written 
policy materials.  If the employer does not maintain policy manuals or written policy 
materials, the employer must provide general information on FMLA rights to new 
employees at the time of hire.  Electronic distribution of the notice is allowed, if certain 
conditions are met.  See new regulation 29 C.F.R. § 825.300. o  Within five business 
days after a leave request is received, or the employer has been made aware of the 
employee’s need for leave, the employer must give the employee a notice concerning 
his/her basic eligibility for leave (e.g. whether the employee has worked for the employer 
for 12 months, 1,250 hours and/or whether the 50 employee threshold has been met).  At 
the same time, the employer must also furnish a notice outlining the employee’s rights 
and responsibilities relating to FMLA leave.  The notice must indicate any requirement to 
provide certification of the need for leave, whether military or non-military.  Specific 
information which must be included in the notices includes: requirements relating to 
substitution of paid leave, key other items listed in new regulations at 29 C.F.R. § 
825.300(b).  The notice of eligibility may be verbal or in writing.  The DOL has created a 
sample form entitled,  
  
Notice of Eligibility & Rights and Responsibilities (Form WH-381) which satisfies this 
employer obligation.  

• Within five business days after the employers gains enough information to 
make a determination as to whether the requested leave qualifies as FMLA 



Page 56 September 13, 2016 Board of Selectmen Meeting

  
 Town of Raymond, Maine - Personnel Policy  19 of 3 26  

leave (e.g. medical certification has been received), the employer must 
provide “Designation Notice” to the employee.  The Designation Notice 
notifies the employee whether the leave will be designated as FMLA leave 
and counted against the employee’s leave entitlement.  If the employer 
plans to require a fitness for duty certification upon return to work, and/or 
if the employer will require that the certification address the essential 
functions of the employee’s job, these requirements must be included in 
the Designation Notice, along with a list of those essential functions.  A 
sample Designation Notice (Form WH-382) has been prepared by the 
DOL.  See 2008 regulations 29 C.F.R. § 825.301 for more details on 
Designation Notice requirements.  

• The employer must notify the employee of the amount of leave counted 
against the employee’s FMLA leave entitlement.  If the amount of leave is 
known at the time the employer designates the leave as FMLA-qualifying, 
the employer must notify the employee of the number of hours, days, or 
weeks that will be counted against the employee’s FMLA leave 
entitlement in the Designation Notice.  If it is not possible to provide the 
information with the Designation Notice, the employer must provide 
notice of the amount of leave counted against the employee’s FMLA leave 
entitlement upon the request by the employee, but no more often than 
once in a 30-day period and only if leave was taken in that period.  The 
notice may be oral or in writing, but if oral notice is given, it must be 
confirmed in writing no later than the following payday.  The written 
notice may be in any from, including a notation on the employee’s pay 
stub.  See 2008 regulation 29 C.F.R. § 825.300(d)(6).  

  
Employee Notice Obligations:  
  
Generally, employees must provide at least 30 days’ notice of the need for leave that is 
foreseeable.  See 29 C.F.R. § 825.302 for more detail.  For unforeseeable leave, an 
employee or his/her spokesperson must provide notice to the employer as soon as 
practicable under the facts and circumstances of the particular case.  The regulations 
provide that it generally should be practicable for the employee to provide notice of 
unforeseeable leave within the time prescribed by the employer’s usual and customary 
notice requirements.  See 29 C.F.R. § 825.303 for more detail.  
  
Preservation of benefits:  
  
During an approved leave, the employer must maintain the employee’s group health 
insurance on the same terms as if the employee continued to work.  
Then employer is not required to maintain other non-health insurance benefits (such as 
life insurance) during the leave.  However, the FMLA does require employers to restore 
an employee returning from approved leave to the same benefits he/she had prior to the 
leave, with no penalty or waiting periods.  Thus, if an employee fails to pay his/her 
benefit premiums during the leave, an employer may decide to continue such benefits at 
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its own expense during the leave or should make sure that applicable benefit plans allow 
immediate resumption of benefits.  See DOL Compliance Guide and 2008 regulation 29 
C.F.R. § 825.209 — 825.215 for more information.  
  
  
Substitution of Paid Leave:  
  
FMLA leave is generally unpaid leave.  However, employees may substitute available 
paid leave for otherwise unpaid FMLA leave.  Employers may also require that an 
employee use available paid leave.  Any paid leave time used by the employee does not 
count toward the employee’s FMLA leave entitlement.  The 2008 regulations clarify that 
if an employee wants to substitute paid leave, he/she must comply with the employer’s 
paid leave policies and procedures with respect to paid leave.  The employer must notify 
employees of any additional procedural requirements that apply to the use of paid leave 
in the Notice of Rights and Responsibilities (given to employees when leave is 
requested).  See 2008 regulation 29 C.F.R. § 825.207 for more information.     
  
Reinstatement:  
  
Upon return from an approved leave, the employee must be reinstated to the same or an 
equivalent position, with the same pay, benefits, and other terms and conditions.  Certain 
exceptions apply for “key employees.”  See DOL Compliance Guide for more 
information on key employees.  
  
Education employees:  
  
Special rules apply to some employees of local educational agencies, including public 
elementary and secondary schools.  “Instructional employees” are subject to special rules 
when taking leave (a) more than 5 weeks prior to the end of a term; (b) less than 5 weeks 
prior to the end of a term; and (c) less than 3 weeks from the end of a term.  For more 
information see: 29 C.F.R. §§ 825.600 — 825.604.  
  
Discrimination:  
  
An employer may not interfere with, restrain or deny the exercise of FMLA rights.  
Employees may not be discharged or discriminated against for taking leave.  Nor may the 
use of FMLA leave be used as a negative factor in a “no fault” attendance policy or in 
any employment action, including hiring, promotion or disciplinary actions.  See 2008 
regulation, 29 C.F.R. §§ 825.220.  
  
Enforcement:  
  
The FMLA is enforced by the U.S. DOL’s Employment Standards Administration, Wage 
and Hour Division.  The agency investigates complaints of violations, and is authorized 
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to bring action in court to compel compliance. In addition, eligible employees may bring 
a private lawsuit against an employer for violations.  An employee is not required to file a 
complaint with the Wage and Hour Division prior to bringing such action.  See 2008 
regulations at 29 C.F.R. §§ 825.400 — 825.404.  
  
  
  
D. MAINE FAMILY MEDICAL LEAVE ACT.  
  
Maine has enacted its own Family Medical Leave Law (MFMLA) entitling eligible 
employees of certain employers to 10 workweeks of leave in any two-year period (26 
M.R.S.A. § 843 et seq.; PL 2007 c. 233).  The MFMLA is modeled after the federal 
FMLA, but has some important differences.  It is very possible that some employees 
could be covered under either the state or federal FMLA laws, or both.  Thus, when 
presented with a leave request, an employer should analyze the eligibility requirements of 
each law separately.  
  
Covered Employers:  
  
Maine’s FMLA applies to city, town and municipal agency employers with 25 or more 
employees.  See 26 M.R.S.A § 843(3).  The law defines “employee” quite broadly, to 
include any person “permitted, required or directed by an employer in consideration of 
direct or indirect gain or profit to engage in any employment.”  Employee does not 
include an independent contractor.  26 M.R.S.A. § 843(1).  
  
Employee Eligibility:  
  
Employee eligibility under the MFMLA differs from the federal FMLA in three 
important ways:  

• In order to be eligible for MFMLA leave, an employee must have worked 
for the same employer for at least 12 consecutive months (under federal law, 
the 12 month work requirement need not be consecutive).  

• An employee must work at a permanent worksite with at least 15 
employees.  

• Under the MFMLA there is no 1,250 hour work requirement.  
  
Thus, in some situations, an employee may not qualify for federal FMLA leave because 
the individual has not worked 1,250 hours in the previous year, but the individual may 
qualify for Maine FMLA leave because he/she has been employed for 12 consecutive 
months.  
  
Leave Entitlement:  
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Under the MFMLA, an eligible employee is entitled to up to 10 workweeks of leave in a 
two-year period for the following reasons.  Effective September 20, 2007, the Legislature 
added “domestic partners” to the entitlement to leave, and added a new entitlement to 
leave for military deaths/injuries.  Effective July 18, 2008, the MFMLA includes a right 
to leave for the purpose of caring for a sibling (PL 2007 c. 519).  
  

(1) the birth of the employee’s child or the employee’s domestic partner’s 
child;  

(2) placement of a child 16 years of age or less with the employee or with 
the employee’s domestic partner in connection with the adoption of 
the child by the employee or the employee’s domestic partner;  

(3) A child, a domestic partner’s child, parent, domestic partner, sibling or 
spouse with a serious health condition;  

(4) The employee’s own serious health condition;  
(5) The donation of an organ of that employee for a human organ 

transplant;  
(6) The death or serious health condition of the employee’s spouse, 

domestic partner, parent, sibling or child if the spouse, domestic 
partner, parent, sibling or child as a member of the state military 
forces, as defined in 37-B M.R.S.A. §102, or the U.S. Armed Forces, 
including the National Guard and Reserves, dies or incurs a serious 
health condition while on active duty. PL 2007 c. 388; PL 2007 c. 261.  

  
Serious health condition is defined in the law as an illness, injury, impairment or physical 
or mental condition that involves: (a) inpatient care in a hospital, hospice or residential 
medical care facility; or (b) continuing treatment by a health care provider. 26 M.R.S.A. 
§ 843(6).  
  
Domestic partner is defined as: the partner of an employee who:  

o Is a mentally competent adult as is the employee; o Has been legally 
domiciled with the employee for at least 12 months; o Is not legally 
married to or legally separated from another individual; o Is the sole 
partner of the employee and expects to remain so; o Is not a sibling of 
the employee; and  

o Is jointly responsible with the employee for each other’s common 
welfare as evidenced by joint living arrangements, joint financial 
arrangements or joint ownership of real or personal property. PL 2007 
c. 375.  

  
Sibling is defined as “a sibling of an employee who is jointly responsible with the 
employee for each other’s common welfare as evidenced by joint living arrangements 
and joint financial arrangements.”  
  
Intermittent Leave:  
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In response to a 2006 court decision that held that the MFMLA contained no requirement 
for intermittent leave, the Maine Legislature amended the law to allow intermittent leave 
in circumstances similar to the federal law. See Brown v. Eastern Maine Medical Center, 
2006 U.S. Dist. LEXIS 50593 (D.Me. 2006); PL 2006 c. 233.  
Effective September 20, 2007, the MFMLA requires covered employers to provide 
intermittent leave or a reduced work schedule, if medically necessary, for the employee’s 
serious health condition, a parent, child, domestic partner or spouse with a serious health 
condition, or for organ donation.  Intermittent leave for the birth, adoption or foster care 
placement of a child is available only by agreement of the employer and employee. PL 
2006 c. 233.  
If intermittent leave is taken, the employer may temporarily transfer the employee to an 
available alternative position for which the employee is qualified and (1) which has 
equivalent pay and benefits and (2) better accommodates the intermittent leave schedule. 
PL 2006 c. 233.  
  
Employee Notice/Certification:  
  
An employee needing leave is required to give at least 30 days’ prior notice of the 
intended start and end of leave, unless prevented from giving notice by a medical 
emergency.  
The employee may be required to provide medical certification from a physician to verify 
the amount of leave needed.  Note that the law allows an employee that has “in good 
faith” relied on treatment by prayer or spiritual means, pursuant to the tenets of a 
recognized church or religious denomination, to submit certification from an accredited 
practitioner of those healing methods. 26 M.R.S.A. § 844(1)(B).  
Employers must post a poster concerning MFMLA, available from the Maine DOL.  
  
Preservation of Benefits:  
  
An employer must allow an employee on leave to maintain employee benefits at his/her 
expense.  The parties may negotiate to maintain benefits at employer expense.  
  
Restoration:  
  
At the conclusion of an approved MFMLA leave, the employer must restore the 
employee to the same or an equivalent position with same seniority status, benefits, pay 
and other terms and conditions of employment.  There is a limited exception to the 
employee’s right to job restoration, if the employer can prove that the employee was not 
restored to the same or equivalent position due to conditions unrelated to the employee’s 
exercise of leave rights. 26 M.R.S.A. § 845.  
  
Discrimination:  
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The use of leave may not result in the loss of any employee benefits accrued before the 
leave was taken.  Nor may the leave result in loss of seniority or contract rights.  In 
addition, an employer may not interfere with, restrain or deny the exercise of or the 
attempt to exercise any right provided under the MFMLA.  Nor may an employer 
discharge, fine, suspend, expel, discipline or in any other manner discriminate against 
any employee for exercising any right under the Maine FMLA or for opposing any 
practice made illegal by the MFMLA. 26 M.R.S.A. § 846-7.  

  
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  
  
A. 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.  
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In an emergency call 911 for medical assistance. All other instances involvsuffering 
an on-the-job accident/injury, the employee will be directed to visit will be sent to the 
Town specified preferred provider.  

  
B. Transitional Work Policy:  It is the goal of the Town to assist injured employees to 

return to the position they held at the time of their injuries, which will be referred to 
as Regular Work.  To that end, the Town has may make defined available to injured 
employees specific work  assignments or  of “Transitional Work” that will be made 
available to those injured employees, who, in the judgement of the Town, will  and 
may make Transitional Work available  probably be able to return to the positions 
they held at the time of their injury. for a reasonable time, to be determined in light of 
the nature of the employee’s Regular Work and the Town’s operational needs for 
accomplishing the Regular Work.       
  
Transitional Work will be made available to injured workers of the Town who have 
sustained injuries arising out of and in the course of their employment with the Town 
and who have been approved for this program by their physician.  Injured employees 
will be eligible for placement in the Transitional Work program within one (1) year 
after the date of initial injury.  
  
Under this program, employees qualified for Transitional Work will be permitted to 
work up to 90 days in a transitional position.  If at the end of the 90 day period, the 
employee has not returned to Regular Work, Transitional Work will no longer be 
available unless further medical evidence is presented that permits the Town to 
believe that, with reasonable further periods of Transitional Work, the employee will 
probably be able to return to Regular Work.  If such evidence is provided, the Town 
may offer additional periods of Transitional Work for up to a one year period from 
the initial date of return to Transitional Work.   
  
If, during the course of the Transitional Work, it becomes evident to the Town that 
the injured worker probably will not be able to return to Regular Work within a one 
year period from when they initially returned to Transitional Work, Transitional 
Work will no longer be made available to them.  Those employees will then be 
subject to the rehabilitation provisions of the Maine Workers’ Compensation Act. (39 
M.R.S.A. Sec. 81 et seq).  

  
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 must 
work 30 or more hours on average per 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.    
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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).  
 
The Town reserves the right to change eligibility requirements, group plan, carrier and/or 
contribution levels at any time, with reasonable notice to participants.   
  
ARTICLE XVII - DISCIPLINARY PROCEEDINGS  
  

A. PURPOSE.  All Town employees are expected to maintain a high degree of 
professionalism, responsibility, 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 provisions of this Personnel Policy, may be subject to  

discipline up to and, in cases of substantial or repeated failure to adhere to these 
standards or the provisions of this Personnel Manual, , including discharge.  
  

A. PURPOSE.  All Town employees are expected to maintain a high degree of 
professionalism, responsibility, 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 provisions of this Personnel Policy, may be subject to 
discipline up to and, in cases of substantial or repeated failure to adhere to these 
standards or the provisions of this Personnel Manual, including discharge. 

B. CATEGORIES.  The following categories of disciplineary proceedings shall apply to 
all employees.   Disciplinary measures need not be imposed in the order set out 
below, and the Town reserves the discretion to move to or impose greater discipline.  
Appropriate discipline will be determined in light of the circumstances of each case.  

  
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.  
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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.  

  
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. Demotion.    When the conduct at issue indicates that the employee should not 

continue in his or her present position but may be permitted to continue 
employment at a lower level of pay, position and/or responsibility, the 
employee may be demoted to a lower position if a vacancy exists or the Town 
otherwise determines that a demotion is feasible and appropriate.  In the event 
of a proposed demotion, the employee will be provided with notice of the 
basis for the proposed action and an opportunity to be heard in response to the 
proposed action prior to the planned effective date.    

 
5.  
6. 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 prior written notice of the basis and explanation for the 
recommendation.  The employee will be provided an opportunity to meet with 
before a panel consisting of and present a response to his or her supervisor 
and/or department head or, if the department head or supervisor has made the 
recommendation, to the and the  Town Manager. The meeting 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  providing 
an opportunity for the employee to provide a response to the proposed 
recommendation, including additional relevant information and including  any 
mitigating or extenuating circumstances or factors. matters in extenuation and 
mitigation.  The department head or supervisor or the Town Manager, 
whichever met with the employee,  at panel  shall issue a written decision 
promptly, with a copy to the employee. The final decision may might be 
discharge, lesser discipline or no discipline.  The employee will remain 
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employed through the date of the final decision and until the effective date 
stated in the decision.  

  
7. Appeal of Disciplinary Action Action in Event of Suspension, Demotion or 

Discharge.  – An employee shall who has been suspended, demoted or 
discharged shall have the right to appeal the 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 within 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.   

 
7.8. Application – This Section does not apply to an employee who is on initial 

probation.  Probationary employees may be disciplined or discharged at any 
time during the probationary period without notice or opportunity to be heard 
and for any reason.   

  
8. 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.   

  
1. 1. Employee Records – The Town maintains a personnel file on each 

employee.   
The personnel file includes such information as the employee’s job application, 

resume and records of training, documentation of performance evaluations, 
disciplinary actions, salary increases and other employment records.    

  
Personnel files are the property of the Town and access to the information 
they contain is restricted.  Generally, only supervisors and management 
personnel of the Town who have a legitimate need to know reason to review 
specific information in a file are allowed access.to do so.    
  
Employees who wish to review their own file should contact the Town 
Manager.  With reasonable advance notice, employees may review their 
personnel files while in the presence of the Town Manager or an individual 
appointed by the  
 Town Manager.      

  
2. 2. Personal Data Security – The Town recognizes the importance of 

maintaining the security of personal information and therefore complies with 
all laws regulating the retention of such information.  For purposes of this 
policy, “personal information” is defined as a person’s name, in combination 
with the person’s Social Security number, driver’s license or state-issued 
identification number, financial account number, or credit or debit card 
number.  Personal Information may be found in printed documents and hard 
files and may also be collected, accessed and stored electronically.  Personal 
Information is covered by this policy whether it is printed or electronically 
stored.    
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Employees You  are required to take all reasonable measures to limit access to 
personal information, and to limit collection or retention of Personal 
Information, to only what is reasonably necessary to accomplish legitimate 
purpose for which the Personal Information is collected, stored or accessed.  
Further, employees you are required to comply with all information security 
laws and regulations and any other policies and programs adopted by the 
Town to comply with the Town’s obligations to maintain the security of 
Personal Information.     

  
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 cases the decision of the Town Manager shall be final.   
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ARTICLE XIX - POLITICAL ACTIVITY 
  
While performing their normal work duties while on duty,E employees shall refrain from 
seeking or accepting nomination or election to any office in the Town government that 
would conflict with the duties of their position as a Town employee.  Employees may not 
use their office or employment and from using their influence publicly  in any way for or 
against any candidate for elective office in the Town government.  This policy 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. or from engaging in the 
exercise of other protected political rights.   
  
ARTICLE XX - RESIGNATION  
  
A. Sufficient notice:  To resign in good standing, employees employees must 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 
written notice will be regarded as leaving not in good standing and may forfeit 
accrued vacation pay, as provided in Article –IX of this Policy.  
  

ARTICLE XXI – EMPLOYEE REFERENCES  
  
The Town of Raymond shall  does not provide substantive employment references. 
Information provided to prospective erspective employers of former Town 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  
  
A. The Town strives to maintain a safe workplace and thus prohibits drug activity while 

on Town premises or otherwise working on behalf of the Town.  The use of drugs or 
other controlled substances threatens the entire Town environment and will not be 
tolerated.  This policy applies to every Town employee.  

  
Employees are prohibited from reporting to work or performing any job-related 
activities, on or off Town premises (including parking lots), while under the influence 
of any unlawful controlled substance.  An unlawful controlled substance is any drug 
that is unlawful under federal, state or local law, including marijuana, as well as any 
drug that, though available legally, has been obtained illegally.  Employees are also 
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prohibited from being under the influence of, or impaired by, alcohol or any other 
substance (including, but not limited to, any prescription or over-the-counter 
medication) that impairs the employee’s job performance or poses a hazard to the 
safety and welfare of the employee, the public, the Town, or other employees.  

  
This policy does not prohibit the use or possession of a controlled substance (with the 
exception of marijuana) in accordance with a valid medical prescription issued to an 
employee by a licensed physician, provided that use of the prescribed medication 
does not impair an employee’s ability to perform his or her job duties safely and 
effectively.  Employees may not, however, use or possess marijuana on Town 
Property, even if prescribed by a licenses physician.  If an employee is unable to 
perform his or her job duties safely and effectively while taking a prescribed 
medication, the employee may be reassigned or, if no suitable position is available, 
may be placed on a leave of absence.  
  
Town employees shall not unlawfully manufacture, distribute, dispense, possess, sell, 
purchase, or use a controlled substance anywhere on the premises of the Town.  
  
The guidelines above apply to all employees.  Any complaints or conflicts should be 
directed to supervisors and management.  Employees who violate this policy are 
subject to disciplinary action, up to and including termination of employment.  

 
B. ALCOHOL AND DRUG TESTING PROCEDURES AND PROTOCOL 
 

 NOTE: TESTING PROCEDURES AND PROTOCOL SHOULD BE 
ATTACHED AS AN APPENDIX TO THE POLICY RATHER THAN 
INCORPORATED  
 SEE APPENDIX B 

 
Employees are subject to alcohol and drug testing pursuant to 26 M.R.S.A. § 681 (8)(c).  
The procedures and protocols for such testing are kept with the testing facility and with 
the Town’s HR Director. 

 
  
A. Alcohol and Drug Policy Testing and Procedures  

  
1. Policy Statement and Authorization – It is the intent of this policy to assure 

compliance with mandated Federal and State laws and regulations regarding drug 
and alcohol testing of employees.  This includes Rules and Regulations under 
CFR 49 Part 653, Prevention of Prohibited Drug Use in Transit Operations and 
CRF 49  
Part 382, Substances and Alcohol Use and Testing, and the State of Maine 
Substance Abuse Testing Law (26 MRSA, CH?, Subchapter Ill A), and the 
Omnibus Transportation Employee Testing Act.  
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The Town of Raymond has a strong commitment to the health, safety and welfare 
of its employees, their families, its customers, and the public at large.  Therefore, 
the Town seeks to hire and employ workers requiring a Commercial Driver’s 
License (COL) who are free of illegal and abused drugs and alcohol, and protect 
employees, their families and the public from the adverse effects of alcohol and 
drug abuse.  The Town requires the final applicant selected for a position 
requiring a CDL to undergo an Alcohol and Drug Test to detect the presence of 
alcohol and drug abuse substances in the body.  
  
Studies indicate that the use and misuse of alcohol or drugs, whether prescribed 
or illegal, impairs the ability of an employee to perform assigned duties, 
particularly those involved in safety sensitive operations, and may endanger the 
employee, coworkers, the public, the Town and public and private property.  The 
Town seeks to prevent employees from using alcohol and drugs when the use of 
such is illegal, or in any way endangers the Town or public.  The Town also wants 
to provide appropriate and reasonable assistance to employees whose use or 
misuse impairs their ability to perform their duties.  

  
2. Drug and Alcohol Testing – All applicants for employment in positions requiring 

a  
CDL shall be required to pass a drug and alcohol test as a post-offer prerequisite 
to employment.  Employees shall remainfree from the abuse ofalcohol and 
controlled substances.  An employee may be tested at any time based on the 
following:  

  
Reasonable suspicion that the employee:  

• has unlawfully used illicit drugs and/or abused controlled substances; or  
• has reported to work under the influence of or has illicitly ingested 

controlled substances or alcohol during work hours.  
• Post-Accident following involvement in a vehicle accident.  
• Random selection is mandated under CFR 49.  
• Returning to duty following a confirmed positive test.  

  
3. Responsibility – It is the responsibility of the (who?) to administer and enforce 

this policy and the procedures.  Employment by the Town shall not be deemed to 
be final, nor shall a prospective employee have the right to accept any offer or 
suggestion of an offer of employment until such time as a drug test evaluation has 
been received and cleared by the (who?).  Any work performed by an individual 
for or in behalf of the Town prior to such approval shall not involve the operation 
of any Town equipment requiring a CDL prior to testing.  

  
It is the responsibility of each Department Head to abide by this policy, and work 
with the (who?) to ensure that alcohol and drug tests are conducted.  The (who?) 
will contract for specimen collection, medical review and testing.  
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It is the responsibility of the (who?) and each Department Head to see that 
supervisors are properly trained and that employees have notice of, and are 
familiar with, these drug and alcohol policies and procedures.  
  

4. Definitions –   
  
Alcohol and Drug Test:  A generally accepted and proven test methodology or 
methodologies as recommended by the Rules and Regulations under CFR 49 Part 
653, Prevention of Prohibited Drug Use in Transit Operations and CRF Part 382, 
Substances and Alcohol Use and Testing.  This test method determines whether an 
individual has ingested or otherwise used the substance in question within a period 
of time before the test.  

Breath Alcohol Technician (BAT):  Professionally trained and certified in the use 
of an evidential breath testing device (EBT)  
  
Applicant:  A person who has applied for a position with the Town of Raymond 
including past employees eligible for re-hire, and present employees voluntarily 
seeking another town position.  

Employee Assistance Program (EAP):  A confidential counseling program 
available to all Town employees.  
  
Medical Review Officer (MRO):  Physician responsible forreviewing all test 
results for confirmation prior to communicating same to the employer.  The MRO 
must protect the confidentiality of individual involved.  
  
NIDA:  The National Institute on Drug Abuse (also known as SEMSA)  
  
Positive Test:  Alcohol and Drug tests results that meet or exceed the standards 
outlined under CFR 49.  
  
Random Testing:  A scientific method used to select employees for testing at 
random.  This method will be performed yearly and involve testing of a minimum 
of 50% of CDL employees registered in the consortium for drugs and 25% of 
CDL employees registered in the consortium for alcohol.  
  
Reasonable Suspicion:  A belief by the supervisor or Town official based on 
specific facts and reasonable inferences drawn from those facts that an employee 
is under the influence of drugs or alcohol to the extent that job performance may 
be impaired or the ability to perform the job safely may be reduced.  Circumstances 
which constitute a basis for determining "reasonable suspicion" may include, but 
are not limited to:  
  

• A pattern of abnormal or erratic behavior;  
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• Information provided by a reliable and credible source;  
• Direct observation of drug or alcohol use; or  
• Presence of the physical symptoms of drug or alcohol use (i.e., glassy or 

bloodshot eyes, alcohol odor on breath, slurred speech, poor coordination 
and /or reflexes)  

  
Substance Abuse:  The use of alcohol, prescription or over-the-counter drugs, any 
of which impairs the ability of an employee to perform the job safely and 
effectively, use of illegal drugs or other controlled substances without a valid 
prescription.  
  
Substance Abuse Professional (SAP):  Individual or institution licensed to provide 
rehabilitation serves for substance abuse.  
  

5. Procedures for Testing – When chemical drug and alcohol screening is required 
under the provisions of this policy and CFR 49 and Parts, a breath test and/or 
urinalysis test will be given to detect the presence of the following drug groups: 
Alcohol, Amphetamines, Cocaine, Opiates, Phencyclidine (PCP), and  THC  
(Marijuana).  

  
6. Testing Techniques –   

  
Drug Testing: Drug testing is accomplished by analyzing the employee's urine 
specimen (urinalysis).  Specimens will be collected at an off-site facility selected 
by the Town.  The testing facility must ensure that specimencollection bedone in 
a dignified, professional and confidential manner.  Once the employee provides a 
urine specimen, it is sealed and labeled by a certified/authorized agent of the 
testing facility.  A chain of and the specimen is shipped to a SEMSA certified 
laboratory.  
  
All urinalysis procedures are required to include split-specimen techniques.  Each 
urine sample is sub-divided into two containers and labeled as primary and split 
specimens.  Both specimens are forwarded to the laboratory.  Only the primary 
specimen is used in the urinalysis.  In the event of a confirmed positive test result, 
the split specimen may be used for a second confirmation test if requested by the 
employee.  
  
During testing an initial screening test is performed.  If the test is positive for one 
or more drugs, a confirmation test will be performed for each individual drug using 
gas chromatography/mass spectrometry (GC/MS) analysis.  This test ensures that 
overthe-counter medications are not reported as positive results.  
  
If the analysis of the primary specimen results in a confirmed positive test, the 
employee may within 72 hours request that the split specimen also be tested at 
the SEMSA laboratory of his/her choice.  The second test is at the employee's 
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expense, unless the test should be negative, in which case the Town would 
reimburse the employee.  
  
All test results are reviewed by a physician Medical Review Officer (MRO) prior 
to results being reported to the Town. In the event of a positive test result, the MRO 
will first contact the employee and conduct an interview to determine if there are 
any alternative legitimate reasons for the positive result (such as over-the-counter 
or prescription medications).  If the MRO determines there is a legitimate medical 
explanation for the presence of drugs, the result will be reported as negative.  
  
Alcohol Testing:  Alcohol testing will be conducted using an evidential breath 
testing (EBT) device.  If an applicant /employee is clinically unable to take the 
breath test and provides sufficient documentation which gives evidence of the 
applicant's or employee's inability to take a breath test, a blood test may be 
provided.  The breath test must be performed by a certified Breath Alcohol 
Technician (BAT) trained in the use of the EBT and alcohol testing procedures.  
Under certain circumstances, post-accident tests conducted by law enforcement 
personnel will be acceptable.  
  
Two (2) breath tests are required to determine if an individual is over the alcohol 
concentration limit permitted.  Any result of less than 0.02 concentration is 
considered a negative result.  Any result of greater than 0.02 requires a 
confirmation test.  A confirmed test of 0.02 or greater is considered a positive 
result.  
  

7. Applicant Testing- General Standard – Applicants for all classes of employment 
requiring a CDL will be required to undergo a chemical drug and alcohol test upon 
a conditional offer of employment and prior to their final appointment to the 
position.  

  
8. Current Employee Testing- General Standard – The Town may require a current 

Town employee whose position requires a CDL to undergo drug and alcohol testing 
if there is reasonable suspicion by the immediate supervisor or other management 
personnel that the employee is under the influence of drugs or alcohol during work 
hours.  

  
Supervisors are required to document the specific facts, symptoms, or 
observations which formed the basis that reasonable suspicion existed or did not 
exist to warrant the testing of an employee.  
  
The Town will require a current Town employee in a position requiring a CDL to 
undergo post-accident drug and alcohol testing if he/she is involved in a 
reportable work-related vehicular accident resulting in a fatality and/or receives a 
citation under State law for a moving traffic violation relating to the accident.  
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All current employees in positions requiring CDL will be subject to Random 
Testing.  
  
Employees having had a confirmed positive test will be subject to re-testing at the 
time they return to work.  After returning to work, they may be subject to follow-
up testing without notice for up to 60 months.  

  
9. Testing of Supervisors – All supervisors who directly oversee or monitor the 

activities of those requiring a CDL are subject to the testing rules and procedures 
outlined in this policy.  

  
If an employee suspects a supervisor of substance abuse, the employee will notify 
the Department Head or (who?) of the employee's suspicions.  The contacted 
official will act as specified above and in accordance with the reasonable suspicion 
section below.  All employee reports are kept strictly confidential.  Anonymous 
complaints will not be investigated.  
  

10. Supervisor Training – The Town shall provide training to assist supervisory 
personnel identifying drug and alcohol use among employees.  
  

11. Prior Notice of Testing Policy – The Town shall provide written notice of its drug 
and alcohol testing policies to all employees and job applicants.  The notice shall 
contain the following information:  

  
• the need for drug and alcohol testing;  
• the circumstances under which testing may be required;  
• the procedure for confirming an initial positive drug test result;  
• the consequences of a confirmed positive test result and theappeal 

procedures available.  
• The consequences of refusing to undergo a drug and alcohol test;  
• The right to explain a positive test result and the appeal procedures 

available; and  
• The availability of drug abuse counseling and referral services.  

  
12. Notice and Consent – Before a drug and alcohol test is administered, employees 

and job applicants will be asked to sign a consent form authorizing the test and 
permitting the release of test results to those Town officials with a need to know.  
The chemical screen consent form shall provide space to indicate current or recent 
use of prescription and over-the-counter medication.  

  
All recruitment announcements for any position, including in-house recruitment 
and promotion will disclose that a chemical, alcohol, and drug screening test will 
be required for the applicant.  
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13. Pre-employment Testing – When any Department Head or other Town hiring 
authority makes a conditional offer of employment to an applicant for a position 
requiring a CDL, the offer will be conditional upon test results.  He/she will notify 
the test facility and arrange for pre- employment testing of the applicant/candidate.  
A chemical substance and alcohol screening test will be conducted at the test 
facility.  

  
The applicant shall be given a copy of this policy, a consent form to complete, 
and take to the test facility, and will be informed of the test appointment.  
  
The MRO will notify the applicant of the test results, and if positive, will give the 
applicant an opportunity to discuss the same prior to release of the information to 
the Town.  
  
After the (who?) has received the test results from the MRO or medical facility, 
she/he will inform the hiring authority or Department Head of the test results.  
This disclosure from the MRO will state whether the test is positive or negative, 
and if positive, which substances were detected, and shall be kept confidential by 
the (who?).  
  
The (who?) will inform the hiring authority/Department Head whether or not the 
applicant is eligible for employment.  All test results shall be kept confidential 
within the (who?).  
  

14. Reasonable Suspicion Testing – A supervisor may, upon reasonable suspicion (see 
definition) and after at least attempting to consult with the (who?), ask an on-duty 
employee to submit to an immediate alcohol and drug test.  The (who?) or designee 
should be notified as soon as possible and shall immediately advise the (who?)  of 
the determination of reasonable suspicion.  

  
The employee shall be given a "Test Consent Form" to complete and sign. 
  
The employee will immediately be taken by the supervisor or another supervisor 
or management employee of the department to the appropriate facility for testing.  
  
The employee may be immediately removed from duty, with no reduction in pay 
or benefit, and assisted in getting home after the drug and alcohol test.  
  
When reasonable suspicion is grounds for requiring a drug/alcohol test, the 
employee shall be placed on administrative leave (with no reduction in pay or 
benefits) until the test results are available and a preliminary administrative 
review has been conducted.  
  
A drug and alcohol test for reasonable suspicion will include the urinalysis test 
and a breath test.  
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Results from the alcohol and drug screen test will be given by the laboratory to 
the MRO who, after confirmation, will forward to the (who?).  
  

15. Random Testing – This method will be performed yearly, and will initially involve 
a minimum of 50% of CDL employees in the consortium for drugs and 25% of 
CDL employees in the consortium for alcohol.  Those to be tested will be selected 
at random.  Employees will be notified of the testing requirement shortly before 
they are scheduled to be tested.  Employees selected for random testing are required 
to be present at the testing facility within 60 minutes of their notification to be 
tested.  

  
16. Post-accident Testing –  

  
The accident results in a loss of life.  
The operator receives a citation under local or State law for a moving traffic 
violation arising from the accident.  
  

17. Return to Duty Testing – Any employee returning to duty following a confirmed 
positive test must be subjected to a return to duty test.  The test must show a verified 
negative result prior to the employee's returning to duty.  
  

18. Follow-up Testing – An employee returning to work following a confirmed 
positive test and period of counseling/rehabilitation will be subject to unannounced 
follow-up testing for a period of at least 12 months and not more than 60 months.  
The frequency and follow-up testing will be recommended by the Substance Abuse 
Professional (SAP).  A mandatory minimum of 6 tests within the first 12 months is 
required.  Employees subject to follow-up testing must also remain in the random.  

  
Follow-up tests may be used to determine whether or not the drug is still being 
used.  
  

19. Refusal to Consent- Applicants – A job applicant who refuses to consent to a drug 
and alcohol screening test will be denied employment with the Town.  If the 
applicant is a current Town employee, the applicant will be denied employment in 
the position for which application was made.  No denial shall be made without first 
attempting to discuss the refusal with the applicant.  

  
20. Refusal to Consent- Employees – An employee who refuses to consent to a drug 

and alcohol screening test when selected for random testing, or when reasonable 
suspicion of drug or alcohol use has been identified, is subject to disciplinary action 
up to and including termination.  The reason(s) for the refusal shall be considered 
in determining the appropriate disciplinary action. No disciplinary action shall be 
taken without first discussing the matter with the employee, Department Head, and  
(who?).  
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21. Confirmation of Chemical Test Results – An employee or job applicant whose drug 

test yields a positive result, confirmed by the MRO, shall be given a second test.  
The second test shall use a portion of the same test sample withdrawn from the 
employee or applicant for use in the first test.  

  
If the second test confirms the positive test result, the employee or applicant shall 
be notified of the results by the MRO, who will offer the employee an opportunity 
to discuss the results.  The MRO will then notify in writing the (who?) or designee.  
The letter of notification shall identify the particular substance found and its 
concentration level.  
  

22. Consequences of a Confirmed Positive Test Result – Job Applicants will be denied 
employment with the Town if their initial positive test results have been confirmed.  
Applicants who are current Town employees shall be denied employment in the 
position for which application was made.  Applicants shall be informed in writing 
if they are rejected on the basis of a confirmed positive test result.  Employee 
applicants shall be referred to the Town's Employee Assistance Program.  

  
If an employee's positive test result has been confirmed, the Town will remove the 
employee from the CDL position and refer the employee to the Town's Employee 
Assistance Program (EAP).  The EAP will provide the employee with counseling 
and a referral to the Substance Abuse Professional (SAP).  The SAP will arrange 
for up to 6 months in a rehabilitation program designed to enable the employee to 
avoid future substance abuse.  If the employee chooses not to participate in a 
rehabilitation program, he/she will be subject to disciplinary action up to and 
including termination.  No disciplinary action may be taken against an employee 
who voluntarily participates in a rehabilitation program.  Disciplinary action based 
on a violation of the Town's drug and alcohol policy for a second time is not 
automatically waived by an employee's participation in a rehabilitation program 
and may be imposed.  
  

23. Discussions with Employees – The applicant will be provided anopportunity to 
meet with the MRO to comment and provide input regarding the results of any 
positive test and seek a second confirmation test as provided above.  

  
In the case of a second offense, if an employee's positive test result has been 
confirmed by the MRO, the employee is entitled to a pre-disciplinary hearing 
before any disciplinary action resulting in suspension or discharge may be taken by 
the Town.  
  

24. Employee Assistance Program (EAP) Referral – Upon the first confirmed 
determination that an employee is under the influence of drugs or alcohol, the Town 
will refer the employee to an Employee Assistance Program (EAP) for assessment, 
counseling, and referral for rehabilitation.  
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25. Confidentiality of Test Results – All information from an employee's or applicant's 

drug and alcohol test is strictly confidential. Disclosure of test results to any other 
person, agency or organization is prohibited unless written authorization is 
obtained from the employee or applicant.  

  
The results of a positive drug test shall not be released by the MRO to the Town 
until confirmed.  The records of unconfirmed positive test results and negative 
test results shall be destroyed by the testing laboratory.  All positive test results 
will be maintained by the MRO, and reported to the Town, where they will be 
kept on file.  
  
Exceptions to these confidentiality provisions are limited to a decision maker in 
arbitration, litigation, or administrative proceedings arising out of a positive drug 
or alcohol test or other violation of these rules.  
  

26. Privacy in Chemical Drug Testing – Urine samples shall be provided in a private 
restroom stall or similar enclosure so that employees and applicants may not be 
viewed while providing the sample.  Employees and applicants may be required to 
disrobe and will be given hospital gowns to wear while they are providing test 
samples in order to ensure that there is no tampering.  Street clothes, bags, 
briefcases, purses, and other containers may not be carried into the test area.  The 
water in the commode, if any, shall be colored with dye to protect against dilution 
of test samples.  

  
An applicant or employee may waive the right to privacy and provide the 
urine sample in the presence of a witness and not be required to disrobe and 
wear a hospital gown.  
  

27. Laboratory Testing Requirement – All chemical drug and alcohol testing of 
employees and applicants shall be conducted at medical facilities or laboratories 
selected by the Town.  To be considered as a testing site, a medical facility or lab 
must submit in writing a description of the procedures that will be used to maintain  
test samples.  Factors to be considered by the Town in selecting atesting facility 
include, in addition to NIDA (SEMSA) certification,:  
  

• testing procedures which ensure privacy to employees and applicants 
consistent with the prevention of tampering; and  

• methods of analysis which ensure reliable test results, including the use of 
gas chromatography/mass spectrometry to confirm positive test results; 
chain of custody procedures which ensure proper identification, labeling 
and handling of test samples;  and retention and storage procedures which 
ensure reliable results on confirmatory tests of original samples.  
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28. Second Confirmation Test – The applicant or employee may request from the MRO 
a second confirmation test of the same sample with 72 hours of notice that the first 
test was positive.  

  
The cost of the second confirmation test must be paid in advance by the applicant 
or employee. If the test is negative, the Town shall reimburse the applicant or 
employee for the cost of the test.  
  
See Appendix A at the end of this handbook for drug cutoff concentrations table.  

  
B. The following are strictly prohibited by the ALL Town EMPLOYEES:  
  

1. Possession or use of alcohol, or being under the influence of alcohol while on 
the job, on Town property, or while on 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 the 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 drug” whether or not 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.   

  
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 this policy.  An employee’s refusal to consent to a search may result in 
disciplinary action up to and including termination.  
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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.    
  

F. 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.    

  
  
  
ARTICLE XXIII - POLICY ON ILLEGAL ANTI-HARASSMENT POLICY 
  
It is the policy of the Town that all our employees should be able to work in an 
environment free from all forms of illegal 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 based on sex, sexual preference or orientation, 
religion, age, ethnic origin, color, physical or mental disability, genetic information and 
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history, Veterans status, whistleblower activity or any other status or characteristic 
protected by willlaw will be investigated promptly.  There will be no intimidation, 
discrimination or retaliation against any employee who makes a report of illegal 
harassment.  
  
Derogatory or vulgar comments regarding a person’s sex, sexual preference or 
orientation, religion, age, ethnic origins, physical appearance,  color, physical or mental 
disability, Veterans status, whistleblower activity or any other status or characteristic 
protected by law, including 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 considered 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.  
 
A discrimination complaint alleging harassment on the basis of sex, race, color, sexual 
orientation, physical or mental disability, religion, age, ethnicity, genetic information or 
history, national origin or any other status or characteristic protected by law and subject 
to the jurisdiction of the Maine Human Right Commission may also be submitted to the 
Maine Human Rights Commission at any time within 300 days of the alleged 
discriminatory incident. It is not required that any of the above procedures be utilized 
first or in any sequence, nor is it required that any procedure be exhausted before the 
other is used. 
  
 
  
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, 
coworkers, 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.  
  
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 
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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; or  
• 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: All Department Heads shall 
be considered managers or supervisors. In the Fire/Rescue Department, management 
shall include the Fire Chief and all Deputy Fire Chiefs. No other officers or supervisors 
in the Fire /Rescue Department are authorized to are authorized to  act on reports of 
harassment but are required to report any such instances to the Town.    
  
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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 A discrimination complaint alleging harassment on the basis of sex, sexual orientation or 
sexual harassment may be submitted to the Maine Human Rights Commission at any 
time within 300 days of the alleged discriminatory incident. It is not required that any of 
the above procedures be utilized first or in any sequence, nor is it required that any 
procedure be exhausted before the other is used. 
 

Retaliation Prohibited 
 
Employees should feel free to report concerns about sexual harassment without any fear 
of reprisal.  Any person who brings a sexual harassment complaint or concern will be 
protected from retaliation in any form, and should report any retaliation immediately to 
any supervisor or the Town Manager. 
 
In addition, the Town also encourages employees to report other conduct which affects 
the workplace and working conditions, including harassment based on any other 
protected category, such as race, national origin, age, sex, and whistleblowing reports.  
Harassment under such circumstances is prohibited.  All such complaints will be 
addressed and, if necessary, appropriate action will be taken.  Employees who report such 
conduct will be protected from retaliation in any form, and should report any retaliation 
immediately to any supervisor or the Town Manager.  All complaints of retaliation will 
be investigated and prompt remedial action will be taken. 
 
  
ARTICLE XXV - WORKPLACE VIOLENCE  
  
All employees have the right to work in an environment free of physical violence, threats 
and intimidation.  The Town’s position is that violence is a form of serious misconduct 
that undermines the integrity of the employment relationship.  No employee should be 
subject to unsolicited and physical violence, threats or intimidation.  Such behavior may 
result in disciplinary action, up to and including dismissal.    
  
The Town has a strong commitment to its employees and citizens to provide a safe, 
healthy and secure work environment.  The Town also expects its employees to maintain 
a high level of productivity and efficiency.    
  
Under Maine law, an employee may possess a firearm on Town property in parking lots 
designated for employee use or in a personal vehicle used by an employee to drive to 
work only if the employee strictly complies with the following requirements:  
  

1. The employee must have a valid permit to carry a concealed firearm under 
Title 25, chapter 252 of the Maine Revised Statutes or otherwise be licensed 
to possess a weapon under applicable state law;  

2. The firearm must be kept in the employee’s vehicle and the vehicle must be 
locked; and  
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3. The firearm must not be visible.  
  
Furthermore, it is unlawful to have a loaded firearm or crossbow in or on a motor vehicle 
(including trailer, ATV, aircraft, snowmobile, or railway car).  A loaded clip may be 
carried in a motor vehicle, but it must not be inserted in a firearm.  Persons who hold a 
Maine concealed Handgun permit may carry a loaded pistol or revolver in a motor 
vehicle.  For the purposes of this law, a muzzle-loading firearm is considered to be 
loaded only if charged with powder, lead and a primed ignition device or mechanism.  
  
Maine law also states that certain places are off-limits to those carrying a firearm or other 
dangerous weapon, even with a permit/license, including but not limited to the following 
relevant situations:  
  

• A person may not possess a firearm on public school property or discharge a 
firearm within 500 feet of school property. (Title 20a Chapter 223 §6552)  

• It is a crime for any person, including, but not limited to, security guards and 
persons involved in a labor dispute or strike, to be armed with a dangerous 
weapon, at the site of a labor dispute or strike. (Title 32 Chapter 93 §9412)  

• All persons are prohibited from entering any court facility, including any 
courtroom, or any other area or building within the control or supervision of the 
Maine Judicial Branch, if armed with a firearm, other dangerous weapon or while 
in possession of a disabling chemical. (Administrative Order JB-05-9)  

• Any place where federal law prohibits the carrying of firearms  
  
All weapons or other dangerous or hazardous devises not kept in strict compliance with 
this policy are strictly prohibited on Town premises, in Town vehicles, in parking lots 
designated for employee use, or in a personal vehicle used by an employee to drive to 
work.  
  
Any violation of this policy will result in disciplinary action up to and including 
immediate discharge.  
  
Reporting an incident of Violence:  
  
Employees who are victims or witnesses to violent incidents should immediately report 
such conduct to their supervisor or Town Manager.  No employee who reports an 
incident of violence or threatening conduct or participates in an investigation of such an 
incident shall be subject to retaliation.   
  
ARTICLE XXVI – SAFETY  
  
A. The Town of Raymond recognizes than an organized and systematic loss of control 

program is important to our operational and administrative systems.  The safety and 
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health of employees and of the public and the protection from loss of the Town’s 
physical facilities is both a moral and legal obligation.  
  
It is intended that the Town of Raymond will undertake initiatives to maintain safe 
and healthful working conditions and facilities, develop safe operating procedures, 
and utilize its financial and personnel resources to achieve a loss free environment for 
our employees and for the public.  
  
The responsibility for this undertaking is shared by the Manager, Supervisors and 
employees. Oversight of the loss of control/safety program will be done by a by the 
Department Head (?).  However, all employees must work cooperatively to ensure 
that workplace safety is a matter of continual concern, equal in importance to all 
other operation considerations.  

  
A. The Town requires all employees to complete mandatory safety training that complies 

with Federal (OSHA), State and local requirements.  Each Department Head is 
required to ensure the proper training for each of their employees.  Written proof, 
signed by the employee and Department Head/Certified Training Authority or a valid 
Certificate of course completion, shall be required for all training, and will be added 
to each employee’s Personnel File.  Employees are expected to abide by all safety 
rules and regulations, which shall be posted on bulletin boards, announced at staff 
meetings or otherwise communicated by the Town.  An employee’s failure to comply 
may result in disciplinary action and/or termination.  
  
 

B. Smoking Policy  
  
Smoking is not allowed in any Town workplace.  It is the policy of the Town to 
comply with all applicable federal/state laws, and local ordinance regarding no 
smoking in the workplace and in public areas.  The Town of Raymond further 
prohibits smoking tobacco in town vehicles.  
  

C. Phone Usage  
  

Phone use is limited to business matters during working hours.  Employees are 
allowed to use cell phones for personal use only during breaks and should not be on 
the phone during working hours.  Supervisors/Managers, however, are entitled to 
phone usage throughout the day as long as it is related to Town matters, and not for 
personal matters.  Cell phone usage is prohibited while on machinery regardless of 
employee or supervisor/manager status.  Failure to abide by these regulations will 
result in disciplinary action up to and including termination.  
  
Phone Usage in Vehicle  
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The Town is committed to protecting employees and others from the hazards that can 
be caused by use of a cellular telephone while driving, whether for telephone calls, 
text-messaging, reading or sending e-mail or accessing the Internet.  Accordingly, all 
employees of the Town (including supervisors and management) are required to 
adhere to the following guidelines:  
  

a. Employees operating Towncompany vehicles, or operating their own 
vehicles on company business, must pull over to the side of the road 
before using a cellular telephone for any purpose.  

b. Employees must adhere to all federal, state and local laws, regulations and 
ordinances governing the use of cellular telephones while driving.  These 
laws vary from state to state; it is the individual’s responsibility to comply 
with state law.  

c. Employees who are charged with traffic violations resulting from the use 
of their phone while driving will be solely responsible for all liabilities 
that result from such actions.  

d. Employees are always expected to exercise discretion and care while 
using a cellular telephone and to avoid placing themselves or others at 
risk.  

  
Violators of this policy will be subject to discipline, up to and including termination.  
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D. Leave for Victims of Domestic Violence 
 

1. In accordance with Maine Law, the Town will grant you a reasonable and 
necessary amount of time off from work without pay if you are a victim of 
domestic violence, domestic assault, sexual assault or stalking, and you need 
the time to: 

 
a. Prepare for or attend court proceedings, 
b. Receive medical treatment, or 
e.c. Obtain necessary services to remedy a crisis caused by domestic 

violence, sexual assault or stalking. 
  

2. You must request the leave as soon as circumstances make it clear that time 
off is necessary.  Approval of leave will be dependent upon: 
 

a. Whether your absence will create an undue hardship for the Town, 
b. Whether you requested leave within a reasonable time, and 
c. Whether the requested leave is impractical, unreasonable or 

unnecessary given the facts made available to the Town at the time of 
your request. 

 
3. If your leave is approved, you will be required to first use any accrued paid 

vacation or sick time before taking unpaid leave.  Vacation and sick days do 
not accrue during your leave and holidays are not paid while you are on leave.  
You will not be discriminated against for taking or asking for leave. 

 
E. Bulletin Boards/Non-Solicitation 
 

Bulletin boards placed in designated areas provide employees access to important 
posted information and announcements.  The employee is responsible for reading 
information posted on the bulletin boards.   The Town reserves the discretion to 
remove items from the bulletin board which are inappropriate.  

 
All solicitations for charities, organizations, groups, businesses, services, etc. must be 
approved by the Town Manager prior to posting.  The Town reserves the right to 
reject any solicitation, in any format, if the Town Manager deems it not in the best 
interests of the Town. In person solicitation must also be pre-approved by the Town 
Manager. 
 

  



Page 88 September 13, 2016 Board of Selectmen Meeting

  
 Town of Raymond, Maine - Personnel Policy  51 of 3 26  

ARTICLE XXVII – ELECTRONIC COMMUNICATION POLICY  
  
The Town of Raymond, in an age of growing technology and electronic communication, 
is implementimplementsing a  policythis policy to clearly define employee expectations 
and responsibilities.  
  
“System” means all telephones, computers, facsimile machines, voicemail, e-mail, and 
other electronic communication, copying or data storage systems or equipment leased, 
owned or in the possession of the Town, including, but not limited to, any computer, 
computer system, or any storage device or medium that he Town provides to an 
employee or that is physically or electronically connected to any other part of the System. 
   
“Electronic communication” means all electronic communications, data, software, files, 
and other information created, modified, located upon, received or transmitted by, or 
stored upon, any part of the System, including, but not limited to e-mail, voicemail, and 
Internet usage.  
  
All parts of the System are owned by the Town and/or are provided solely for use in 
the Town’s business activities.  All electronic communications are the Town’s 
property.  The Town has the right and the ability to monitor and review all 
electronic communications at any time without notice to its employees or any other 
party and for any purpose whatsoever.  
  
Town employees may not use the System, or send, receive, create or store electronic 
communications upon the System, in a manner that is illegal, disruptive to others, or that 
interferes with the Town’s business activities.  All Town employees are prohibited from 
using any part of the System to harass others, or to download, obtain, display, store, 
receive or transmit:  
  

a) Any information that is sexually explicit, obscene, or of a sexual nature, that 
contains libelous or defamatory material, or that would not be permitted on any 
bulletin located on Town property;  
  

b) Any ethnic, racial or religious slurs, or anything that is, or may be construed as, 
disparagement of others based on race, color, national origin, ancestry, gender, 
sexual orientation, age, disability, religious or political beliefs, or any other basis 
prohibited by law; or  
  

c) Any communication that is derogatory of fellow employees.  The System may 
also not be used to solicit anyone for any commercial, religious, charitable, or 
political causes, or for outside organizations.  Except as otherwise provided 
below, the System may not be used for any other purpose that is not related to 
Town business.  
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E-mail is used to transmit and receive messages internally and externally on matters of 
business connected to the Town.  The occasional employee use of e-mail with 
permissible content for personal matters is not prohibited, but is discouraged.  
  
Voicemail is used to leave messages for employees regarding matters of a business 
nature.  Voicemail boxes will occasionally be emptied to free up System space.  
  
Internet usage is to be limited to matters of business connected to the Town.  The 
occasional use of the Internet for otherwise permissible personal matters is not 
prohibited, but is discouraged.  Any downloading of materials or loading of 
programs/software onto any part of the System without permission from Town technical 
staff is prohibited.  
  
The workplace activities of Town employees reflect upon, and may create liability for, 
the Town.  The person signing as an employee at the end of this handbook acknowledges 
receiving a copy of this policy and understands that the Town may take disciplinary 
action, up to and including termination of employment, against any employee who 
violated the terms of this policy as those terms may be changes and/or supplemented 
from time to time by the Town.  
  
  
  
  
ARTICLE XXVIII – INFECTIOUS DISEASE POLICY  
 

NOTE:  INFECTIOUS DISEASE POLICY SHOULD BE INCLUDED IN 
APPENDIX RATHER THAN INCORPORATED.SEE APPENDIX C  

  
ARTICLE XXVIX – SEVERABILITY AND EFFECTIVE DATE  

A. Purpose  
  

This is to establish the policy of the Town for managing infectious disease issues as 
they relate to employees and/or prospective employees including but not limited to 
the following diseases: AIDS, Chickenpox, Hepatitis A, Hepatitis B, Impetigo, 
Measles, Mumps, Pertussis, and Parasitic Infestations.  Any employee or volunteer 
who could or does come into contact with bodily fluids while performing their job as 
a Town employee or volunteer, should immediately reference the Town Exposure 
Control Plan.  Copies of the Exposure Control Plan are available in the Town 
Manager’s office, as well as in the Police, Fire/Rescue, Public Works and 
Community Services Departments.  

  
B. Policy  
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1. It is the policy of the Town to assure to the extent possible a safe and beautiful 
work environment.  

  
2. It is also the policy of the Town to ensure full compliance with state, federal, 

and local requirements dealing with infectious diseases.  
  
3. Town procedures shall comply with the Center for Disease Control 

recommendations for specific infectious diseases.  These recommendations 
will be available through the employee’s Department Head.  

  
4. It is the obligation of all Town employees to take all reasonable precautions to 

protect themselves, co-workers, clients and the public from infectious 
diseases.  

  
5. The Town shall make available to all employees and volunteers who have 

occupational exposure the Hepatitis B vaccination series and post-exposure 
evaluation and follow-up.  Please reference the Town Exposure Control Plan 
for detailed information on necessary procedure to follow.  

  
C. Procedures  

  
1. The Town will not discriminate against employees and or prospective employees 

with infectious diseases who are otherwise qualified to perform their job functions 
with reasonable accommodation.  Employees with infectious diseases will be treated 
under existing policies, state, federal, and local requirements, and collective 
bargaining agreements.  
  

2. Where allowed by law, the Town retains the right to test employees for infectious 
diseases.  

  
3. The Town must maintain confidentiality regarding an employee’s health status, and 

does not have a duty to inform other individuals or organizations unless required by 
law.  

  
4. Upon medical confirmation of an infectious disease that may be a threat to the public 

health, the affected employee has the responsibility to notify the Town’s Personnel 
Administrator, and to carry out his or her assigned duties if reasonable 
accommodations can be made.  

  
5. Upon notification by an employee that an infectious disease has been confirmed and 

is a threat to the public health, the Personnel Administrator will”  
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a. Secure, if possible, all appropriate releases for information from the 
employee and notify those individuals for whom those releases have 
been acquired.  
  

b. Assist in the identification of reasonable accommodations to be made, 
if any.  

  
c. Assist individual departments, if necessary, in complying with this 

policy.  
  

d. Then Town will treat all occupational infectious disease injuries or 
illnesses according to state law.  

  
1. The Town will provided appropriate educations opportunities and current 

informational material on infectious disease issues, including prevention, 
protection, control measures, and treatment practices.  
  

2. Individual departments have the right to develop protocols regarding infectious 
disease control provided that those protocols conform to this policy.  
  

3. An employee cannot refuse to carry out his or her assigned duties when dealing 
with a co-worker or a member of the public with an infectious disease unless that 
individual makes a threat of harm to the employee.  Failure to adhere to this 
procedure will result in disciplinary action.  
  

D. Accidental Needle Stick Procedure  
  
Police, fire, rescue and solid waste personnel have the highest risk of exposure to 
needles and syringes.  Exposure to a used, contaminated needle places an 
employee at risk for contracting an infectious disease.  In the event of an 
accidental puncture with a contaminated needle, the procedure is as follows:  
    

1. Wash the puncture site thoroughly with soap/disinfectant and water.  
  

2. Report the incident to your supervisor.  
  

3. Police, fire or rescue personnel must notify the medical facility 
receiving the patient of the incident.  

  
4. Complete Incident and/or Workers Compensation forms.  

  
5. Establish your potential exposure risk to infectious diseases.  
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6. Notify your Department Head to establish your:  
  

a. Tetanus status,  
b. Hepatitis B status, and   
c. HIV exposure.  

  
7. Seek further medical attention if necessary.  

  
E. Procedure for Exposure to AIDS Infection  

  
If a Town employee is exposed to the blood or body-fluid of a known or highly 
suspected AIDS infected person:  
  

1. Wash the exposed areas thoroughly with soap and water.  Clean any 
spills with one (1) part bleach to ten (10) parts water solution.  
  

2. Report the incident to your supervisor.  
  

3. Complete the Incident and Workers Compensation forms.  
  

4. Notify your Department Head as soon as possible to schedule an 
appointment for a voluntary blood test.  

  
5. The blood test will be drawn within two weeks of the incident, six 

months later, and nine months later.  The blood test is sent to the 
Maine Public Health Division in Augusta.  Results are received 
approximately one week later.  You will be notified of the test results.  

  
6. If all three specimens are negative, you are considered not to be 

infected.  
  

7. Counseling occurs with each visit or when requested, and is also 
available to family members and co-workers.  

  
8. Emotional counseling is available through a counselor of the 

employee’s choice and to be provided by the Town.  
  

9. Strict confidence will be maintained in all incidents unless appropriate 
medical and/or information releases have been obtained.  
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 If any Article, Section or provision of this Policy should be found to be invalid or 
unenforceable by decision of the courts, only that Article, Section or provision specified 
in such decision shall be of no force and effect and such decision shall not invalidate any 
other Article, Section or provision. 
 
Revisions to the policies may occur from time to time, as the Select Board deems 
necessary.  When any of the policies are updated, they supersede the policies in this 
manual and employees will be provided with copies of the updates. 
 
Personnel Policies in this document are effective as of their date of adoption by the Town 
Board of Selectpersons.  These personnel policies supersede all existing personnel 
policies and all existing past practices which are contrary to the purpose and intent of this 
Handbook. 
  
  
  
  
  
  
  
  
 
  
This manual addresses the basic employment policy of the Town and supersedes all 
previous manuals and written or implied policies.  Occasionally, it may become 
necessary to modify, change, update, revoke, replace, or even terminate the policies 
outlined in this manual, and the Town reserves the right to make changes at any time at 
its discretion.  Employees will, of course, be notified of such changes as they occur.  
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Acknowledgement  
  

I acknowledge that I have received a copy of the Town of  PersonnelRaymond Personnel 
Policy, .  and I do commit toI have read them and agree to follow these policies.  
  
I am aware that if, at any time, I have questions regarding Town policies I should direct 
them to my Department Head or the Finance Department.  I understandt it is my 
obligation to ask questions and obtain clarification before acting if I have any questions 
as to the scope and applicability of these policies.  
  
I know that Town policies and other related documents do not form a contract of 
employment and are not a guarantee by the Town of the conditions and benefits that are 
described within them.  Nevertheless, the provisions of such Town policies are 
incorporated into the acknowledgement, and I agree that I shall abide by its provisions.  
  
I am also aware that the Town of Raymond, at any time, may on reasonable notice, 
change, add to, or delete from the provisions of the Town policies for which I will be 
notified.  
  
  
  
 
 
 
 
  
  
________________________________    _____________________________  
Employee’s Printed Name      
  
  

  Position  

________________________________    _____________________________  
Employee’s Signature         Date  
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APPENDIX A 
FAMILY AND MEDICAL LEAVE OF ABSENCE POLICY 

Please note that depending upon the number of employees employed by the Town, 
and the individual employee’s eligibility, the Federal and Maine FMLA, or both, 
may not apply to the employee. Please consult with the Town Manager or the 
Town HR Director when applying for FMLA.  

A. Federal FMLA  
 
Employees who have worked for the Town for at least twelve (12) months and at least 
1,250 hours during their prior twelve (12) months with the Town may be eligible to 
take up to twelve (12) weeks of unpaid leave (FMLA leave) for the following reasons:  
 

1. Birth of a child of the employee;  
 
2. Placement of a child into the employee's family by adoption or by a foster 

care arrangement;  
 
3. Care of the employee's spouse, parent, or child who has a serious health 

condition;  
 
4. Inability of the employee to perform the functions of the employee's 

position due to a serious health condition;  
 
5. "Military Family Leave" due to "any qualifying exigency" arising out of the 

fact that the spouse, child, or parent of the employee is on active duty or 
has been notified of an impending call to active status in either the National 
Guard or Reserves.  

 
In addition, employees who have worked for the Town for at least twelve (12) months 
and at least 1,250 hours during the prior twelve (12) months may take up to twenty-six 
(26) weeks of unpaid "Military Family Leave" leave to care for a seriously injured 
service member (regular armed forces, National Guard or Reserves) who is the spouse, 
child, parent or next of kin of the employee. The 26-week period includes any 12-week 
period permitted for any other qualifying FMLA reason.  
 
B. Maine FMLA  
 
Employees who have worked for the Town for 12 months but for less than 1,250 hours 
during the past year and are not eligible for Federal FMLA may be eligible for a 10-
week Family and Medical Leave under Maine law. Such employees should follow the 
procedures set forth herein to apply for a Maine FMLA leave.  
 
Maine FMLA law permits family and medical leave to be taken for the following 
reasons:  
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1. Birth of a child of the employee or a child of the employee's domestic 

partner;  
 
2. Placement of a child under 16 years of age into the employee's family by 

adoption or by a foster care arrangement;  
 
3. The serious health condition of the employee's spouse, parent, child, sibling 

(who is jointly responsible with the employee for each other's common 
welfare as evidenced by joint living arrangements and joint financial 
arrangements), domestic partner, or domestic partner's child, or the death of 
one of the aforementioned individuals who is a member of the military and 
who dies while on active duty.  

 
4. Inability of the employee to perform the functions of the employee's 

position due to a serious health condition;  
 
5. The donation of an organ by the employee; or  
 
6. The death or serious health condition of the employee's spouse, domestic 

partner, parent, sibling (who is jointly responsible with the employee for 
each other's common welfare as evidenced by joint living arrangements and 
joint financial arrangements), or child, if that person is a member of the 
military and dies or incurs a serious health condition while on active duty.  

 
C. Procedures  
 
Any federal FMLA leave taken by an employee during the preceding twelve (12) 
month period will be used to determine the amount of available leave pursuant to the 
federal Family and Medical Leave Act. For example, if an employee used four weeks 
of leave beginning February 1, 2013, four weeks of leave beginning June 1, 2013, and 
four weeks of leave beginning December 1, 2013, the employee would not be entitled 
to any additional leave until February 1, 2014. On February 1, 2014, the employee 
would be entitled to four weeks of leave, and on June 1, 2014, the employee would be 
entitled to an additional four weeks, etc.  
 
The right to FMLA for the birth and/or placement of a child into an employee's family 
may only be taken within the twelve (12) months after the date of the birth or 
placement of the child. In the case of unpaid leave for the birth or placement of a child, 
intermittent leave or working a reduced number of hours is not permitted, unless both 
the employee and the Town agree. If both spouses are employed by the Town, the 
combined leave shall not exceed twelve (12) weeks.  
 
For purposes of this policy, a serious health condition means an illness, injury, 
impairment or physical or mental condition that involves:  
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• any period of incapacity or treatment in connection with or consequent to in-
patient care in a hospital; hospice or residential medical care facility; 

 
• any period or incapacity requiring absence from work or other regular daily 

activities for more than three (3) calendar days that also involves continuous 
treatment by or under the supervision of a healthcare provider; or  

 
• continuous treatment by or under the supervision of a healthcare provider for a 

chronic long-term health condition that is incurable or so serious that if not 
treated would result in a period of incapacity of more than three (3) calendar 
days; or  

 
• prenatal care.  

 
In the case of unpaid FMLA leave for serious health conditions, the leave may be 
taken intermittently or on a reduced hours basis only if such leave is medically 
necessary. Where an employee requests intermittent leave or leave on a reduced hours 
basis due to a family member's or the employee's own serious health condition, the 
Town has the option, in its sole discretion, to require the employee to transfer to a 
temporary alternative job for which the employee is qualified and which better 
accommodates the intermittent leave or reduced hours leave than the employee's 
regular job. The temporary position will have equivalent pay and benefits as the 
employee's regular job.  
 
Employees are required to use their available vacation time during any unpaid FMLA 
leave period, and available sick/personal time is required to be used when unpaid 
family leave is taken because of the employee's serious health condition. In the case of 
family leave due to reasons other than the employee's serious health condition, the 
employee may opt to use available sick/personal time. The remainder of the FMLA 
leave will be unpaid.  
 
Employees out on paid Worker's Compensation leave or paid Disability Leave may 
elect to use available sick and/or vacation leave during their absence, but are not 
required to do so.  
 
When the necessity of leave is foreseeable due to the expected birth or placement of a 
child, the employee must provide the Town at least thirty (30) days' notice of the 
employee's intention to take leave. If the date of birth or placement of a child requires 
the employee's leave to begin in less than thirty (30) days from the date of notice to the 
Town, the employee must provide such notice as soon as practical. Where the 
necessity for leave is due to a family member's or an employee's own serious health 
condition and is foreseeable based on planned medical treatment, the employee must:  
 
• give at least thirty (30) days' notice, or as soon as practical if treatment starts in 

less than thirty (30) days; and  
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• make a reasonable effort to schedule the treatment so as not to unduly disrupt 
the operation of the Town, subject to the approval of the healthcare provider.  

 
Where the need for leave is unforeseeable, the employee must give notice as soon as 
practical. Any FMLA leave request based on a family member's or employee's own 
serious health condition must be supported by certification from a healthcare provider. 
The employee must provide a copy of the certification to the Town in a timely manner; 
(Fifteen calendar days will be allowed to provide the certification.) Certification from 
the healthcare provider must contain:  
 

• the date the serious health condition began;  
 
• the possible duration of the condition;  
 
• the appropriate medical facts regarding the condition;  
 
• if the leave is based on the care of a spouse, child or parent, a statement that the 

employee is needed to provide the care and an estimate of the amount of time 
that need will continue;  

 
• if the leave is based on the employee's own serious health condition, a 

statement that the employee is unable to perform the functions of his/her job;  
 
• in the case of intermittent leave or leave on a reduced hours basis for planned 

medical treatment, the date and duration of the treatment should be specified; 
and  

 
• in the case of intermittent leave or leave on a reduced hours basis for medical 

conditions that do not necessarily involve planned medical treatment, an 
estimate as to the anticipated frequency and timing of the absences should be 
given.  

 
During FMLA leaves of absence, the Town will continue to pay its portion of the 
health insurance premium, if any, and the employee must continue to pay his/her share 
of the premium, if any, including family plan premiums. Failure of the employee to 
pay his/her share of the health insurance premium may result in loss of coverage. If the 
employee does not return to work after the expiration of any unpaid FMLA leave, the 
employee may be required to reimburse the Town for payment of health insurance 
premiums during the family leave, unless the employee does not return because of the 
presence of a serious health condition which prevents the employee from performing 
his/her job or circumstances beyond the control of the employee.  
 
During FMLA leave, the employee shall not accrue employment benefits, such as 
vacation pay, sick pay, pension, etc. Employment benefits accrued by the employee up 
to the day on which the family leave of absence begins will not be lost.  
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The Town may require an employee on FMLA leave to report periodically on his/her 
status and the intention of the employee to return to work, and also periodic 
recertification of the medical condition. An employee taking leave due to the 
employee's serious health condition is required to obtain certification that the 
employee is able to resume work prior to the return from any FMLA leave. Employees 
with chronic or continuing health issues may be required to provide recertification 
every six (6) months.  
 
Employees who return to work from FMLA leave within or on the business day 
following the expiration of the ten/twelve/twenty-six (10/12/26) weeks are entitled to 
return to their job or an equivalent position without loss of benefits or pay.  
Upon returning to work from a FMLA leave within or on the business day following 
the expiration of the ten/twelve/twenty-six (10/12/26) weeks, up to two vacation days 
may be taken during the next 90 days.  
 
Applications for FMLA leave must be submitted in writing and signed by the 
employee's immediate supervisor. Applications should be submitted at least thirty (30) 
days before the leave is to commence or as soon as possible if thirty (30) days’ notice 
is not possible. All necessary forms are available from the Town Manager or his 
designee. Appropriate forms must be submitted to the Town Manager and/or his 
designee to initiate a family leave and to return the employee to active status.  
 
Each employee taking leave that meets the requirements for FMLA leave will be 
provided the "Response to Your Request for Leave" form. Other forms relating to 
FMLA leave can be obtained from the Town office.  
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APPENDIX B 
ALCOHOL AND DRUG POLICY 

 
A. Alcohol and Drug Policy Testing and Procedures  

  
5. Policy Statement and Authorization – It is the intent of this policy to assure 

compliance with mandated Federal and State laws and regulations regarding 
drug and alcohol testing of employees.  This includes Rules and Regulations 
under CFR 49 Part 653, Prevention of Prohibited Drug Use in Transit 
Operations and CRF 49   

6.1.Part 382, Substances and Alcohol Use and Testing, and the State of Maine 
Substance Abuse Testing Law (26 MRSA, CH?, Subchapter Ill A), and the 
Omnibus Transportation Employee Testing Act.  

  
The Town of Raymond has a strong commitment to the health, safety and 
welfare of its employees, their families, its customers, and the public at large.  
Therefore, the Town seeks to hire and employ workers requiring a 
Commercial Driver’s License (COL) who are free of illegal and abused drugs 
and alcohol, and protect employees, their families and the public from the 
adverse effects of alcohol and drug abuse.  The Town requires the final 
applicant selected for a position requiring a CDL to undergo an Alcohol and 
Drug Test to detect the presence of alcohol and drug abuse substances in the 
body.  

  
Studies indicate that the use and misuse of alcohol or drugs, whether 
prescribed or illegal, impairs the ability of an employee to perform assigned 
duties, particularly those involved in safety sensitive operations, and may 
endanger the employee, coworkers, the public, the Town and public and 
private property.  The Town seeks to prevent employees from using alcohol 
and drugs when the use of such is illegal, or in any way endangers the Town 
or public.  The Town also wants to provide appropriate and reasonable 
assistance to employees whose use or misuse impairs their ability to perform 
their duties.  

  
7. Drug and Alcohol Testing – All applicants for employment in positions 

requiring a  
8.2.CDL shall be required to pass a drug and alcohol test as a post-offer 

prerequisite to employment.  Employees shall remainremain free from the 
abuse of alcohol and controlled substances.  An employee may be tested at 
any time based on the following:  

  
Reasonable suspicion that the employee:  

• has unlawfully used illicit drugs and/or abused controlled substances; or  
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• has reported to work under the influence of or has illicitly ingested 
controlled substances or alcohol during work hours.  

• Post-Accident following involvement in a vehicle accident.  
• Random selection is mandated under CFR 49.  
• Returning to duty following a confirmed positive test.  

  
9.3.Responsibility – It is the responsibility of the (who?) to administer and enforce 

this policy and the procedures.  Employment by the Town shall not be deemed 
to be final, nor shall a prospective employee have the right to accept any offer 
or suggestion of an offer of employment until such time as a drug test 
evaluation has been received and cleared by the (who?).  Any work performed 
by an individual for or in behalf of the Town prior to such approval shall not 
involve the operation of any Town equipment requiring a CDL prior to 
testing.  

  
It is the responsibility of each Department Head to abide by this policy, and 
work with the (who?) to ensure that alcohol and drug tests are conducted.  The 
(who?) will contract for specimen collection, medical review and testing.  

  
It is the responsibility of the (who?) and each Department Head to see that 
supervisors are properly trained and that employees have notice of, and are 
familiar with, these drug and alcohol policies and procedures.  

  
10.4. Definitions –   
  

Alcohol and Drug Test:  A generally accepted and proven test methodology 
or methodologies as recommended by the Rules and Regulations under CFR 
49 Part 653, Prevention of Prohibited Drug Use in Transit Operations and CRF 
Part 382, Substances and Alcohol Use and Testing.  This test method 
determines whether an individual has ingested or otherwise used the substance 
in question within a period of time before the test.  

Breath Alcohol Technician (BAT):  Professionally trained and certified in 
the use of an evidential breath testing device (EBT)  
    
Applicant:  A person who has applied for a position with the Town of 
Raymond including past employees eligible for re-hire, and present 
employees voluntarily seeking another town position.  

Employee Assistance Program (EAP):  A confidential counseling program 
available to all Town employees.  
  
Medical Review Officer (MRO):  Physician responsible forreviewing all 
test results for confirmation prior to communicating same to the employer.  
The MRO must protect the confidentiality of individual involved.  
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NIDA:  The National Institute on Drug Abuse (also known as SEMSA)  
  

Positive Test:  Alcohol and Drug tests results that meet or exceed the 
standards outlined under CFR 49.  
  
Random Testing:  A scientific method used to select employees for testing 
at random.  This method will be performed yearly and involve testing of a 
minimum of 50% of CDL employees registered in the consortium for drugs 
and 25% of CDL employees registered in the consortium for alcohol.  
  
Reasonable Suspicion:  A belief by the supervisor or Town official based on 
specific facts and reasonable inferences drawn from those facts that an 
employee is under the influence of drugs or alcohol to the extent that job 
performance may be impaired or the ability to perform the job safely may be 
reduced.  Circumstances which constitute a basis for determining "reasonable 
suspicion" may include, but are not limited to:  

  
• A pattern of abnormal or erratic behavior;  
• Information provided by a reliable and credible source;  
• Direct observation of drug or alcohol use; or  
• Presence of the physical symptoms of drug or alcohol use (i.e., glassy or 

bloodshot eyes, alcohol odor on breath, slurred speech, poor coordination 
and /or reflexes)  

  
Substance Abuse:  The use of alcohol, prescription or over-the-counter drugs, 
any of which impairs the ability of an employee to perform the job safely and 
effectively, use of illegal drugs or other controlled substances without a valid 
prescription.  
  
Substance Abuse Professional (SAP):  Individual or institution licensed to 
provide rehabilitation serves for substance abuse.  

  
7.5.Procedures for Testing – When chemical drug and alcohol screening is 

required under the provisions of this policy and CFR 49 and Parts, a breath 
test and/or urinalysis test will be given to detect the presence of the 
following drug groups: Alcohol, Amphetamines, Cocaine, Opiates, 
Phencyclidine (PCP), and  THC  (Marijuana).  

  
8.6.Testing Techniques –   
  

Drug Testing: Drug testing is accomplished by analyzing the employee's urine 
specimen (urinalysis).  Specimens will be collected at an off-site facility 
selected by the Town.  The testing facility must ensure that specimen 
collection be done in a dignified, professional and confidential manner.  Once 
the employee provides a urine specimen, it is sealed and labeled by a 
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certified/authorized agent of the testing facility.  A chain of and the specimen 
is shipped to a SEMSA certified laboratory.  

  
All urinalysis procedures are required to include split-specimen techniques.  
Each urine sample is sub-divided into two containers and labeled as primary 
and split specimens.  Both specimens are forwarded to the laboratory.  Only 
the primary specimen is used in the urinalysis.  In the event of a confirmed 
positive test result, the split specimen may be used for a second confirmation 
test if requested by the employee.  
  
During testing an initial screening test is performed.  If the test is positive for 
one or more drugs, a confirmation test will be performed for each individual 
drug using gas chromatography/mass spectrometry (GC/MS) analysis.  This 
test ensures that overthe-counter medications are not reported as positive 
results.  
  
If the analysis of the primary specimen results in a confirmed positive test, 
the employee may within 72 hours request that the split specimen also be 
tested at the SEMSA laboratory of his/her choice.  The second test is at the 
employee's expense, unless the test should be negative, in which case the 
Town would reimburse the employee.  
  
All test results are reviewed by a physician Medical Review Officer (MRO) 
prior to results being reported to the Town. In the event of a positive test result, 
the MRO will first contact the employee and conduct an interview to determine 
if there are any alternative legitimate reasons for the positive result (such as 
over-the-counter or prescription medications).  If the MRO determines there is 
a legitimate medical explanation for the presence of drugs, the result will be 
reported as negative.  
  
Alcohol Testing:  Alcohol testing will be conducted using an evidential breath 
testing (EBT) device.  If an applicant /employee is clinically unable to take 
the breath test and provides sufficient documentation which gives evidence of 
the applicant's or employee's inability to take a breath test, a blood test may 
be provided.  The breath test must be performed by a certified Breath Alcohol 
Technician (BAT) trained in the use of the EBT and alcohol testing 
procedures.  Under certain circumstances, post-accident tests conducted by 
law enforcement personnel will be acceptable.  
  
Two (2) breath tests are required to determine if an individual is over the 
alcohol concentration limit permitted.  Any result of less than 0.02 
concentration is considered a negative result.  Any result of greater than 0.02 
requires a confirmation test.  A confirmed test of 0.02 or greater is considered 
a positive result.  
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9.7.Applicant Testing- General Standard – Applicants for all classes of 
employment requiring a CDL will be required to undergo a chemical drug and 
alcohol test upon a conditional offer of employment and prior to their final 
appointment to the position.  

  
10.8. Current Employee Testing- General Standard – The Town may require a 

current Town employee whose position requires a CDL to undergo drug and 
alcohol testing if there is reasonable suspicion by the immediate supervisor or 
other management personnel that the employee is under the influence of drugs 
or alcohol during work hours.  

  
Supervisors are required to document the specific facts, symptoms, or 
observations which formed the basis that reasonable suspicion existed or did 
not exist to warrant the testing of an employee.  
  
The Town will require a current Town employee in a position requiring a 
CDL to undergo post-accident drug and alcohol testing if he/she is involved in 
a reportable work-related vehicular accident resulting in a fatality and/or 
receives a citation under State law for a moving traffic violation relating to the 
accident.  
  
All current employees in positions requiring CDL will be subject to Random 
Testing.  
  
Employees having had a confirmed positive test will be subject to re-testing at 
the time they return to work.  After returning to work, they may be subject to 
follow-up testing without notice for up to 60 months.  

  
14.9. Testing of Supervisors – All supervisors who directly oversee or monitor 

the activities of those requiring a CDL are subject to the testing rules and 
procedures outlined in this policy.  

  
If an employee suspects a supervisor of substance abuse, the employee will 
notify the Department Head or (who?) of the employee's suspicions.  The 
contacted official will act as specified above and in accordance with the 
reasonable suspicion section below.  All employee reports are kept strictly 
confidential.  Anonymous complaints will not be investigated.  

  
15.10. Supervisor Training – The Town shall provide training to assist supervisory 

personnel identifying drug and alcohol use among employees.  
  
16.11. Prior Notice of Testing Policy – The Town shall provide written notice of 

its drug and alcohol testing policies to all employees and job applicants.  The 
notice shall contain the following information:  
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• the need for drug and alcohol testing;  
• the circumstances under which testing may be required;  
• the procedure for confirming an initial positive drug test result;  
• the consequences of a confirmed positive test result and the appeal 

procedures available.  
• The consequences of refusing to undergo a drug and alcohol test;  
• The right to explain a positive test result and the appeal procedures 

available; and  
• The availability of drug abuse counseling and referral services.  

  
17.12. Notice and Consent – Before a drug and alcohol test is administered, 

employees and job applicants will be asked to sign a consent form authorizing 
the test and permitting the release of test results to those Town officials with a 
need to know.  The chemical screen consent form shall provide space to indicate 
current or recent use of prescription and over-the-counter medication.  

  
All recruitment announcements for any position, including in-house 
recruitment and promotion will disclose that a chemical, alcohol, and drug 
screening test will be required for the applicant.  

  
18.13. Pre-employment Testing – When any Department Head or other Town 

hiring authority makes a conditional offer of employment to an applicant for a 
position requiring a CDL, the offer will be conditional upon test results.  He/she 
will notify the test facility and arrange for pre- employment testing of the 
applicant/candidate.  A chemical substance and alcohol screening test will be 
conducted at the test facility.  

  
The applicant shall be given a copy of this policy, a consent form to complete, 
and take to the test facility, and will be informed of the test appointment.  
  
The MRO will notify the applicant of the test results, and if positive, will give 
the applicant an opportunity to discuss the same prior to release of the 
information to the Town.  
  
After the (who?) has received the test results from the MRO or medical 
facility, she/he will inform the hiring authority or Department Head of the test 
results.  This disclosure from the MRO will state whether the test is positive 
or negative, and if positive, which substances were detected, and shall be kept 
confidential by the (who?).  
  
The (who?) will inform the hiring authority/Department Head whether or not 
the applicant is eligible for employment.  All test results shall be kept 
confidential within the (who?).  
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29.14. Reasonable Suspicion Testing – A supervisor may, upon reasonable 
suspicion (see definition) and after at least attempting to consult with the 
(who?), ask an on-duty employee to submit to an immediate alcohol and drug 
test.  The (who?) or designee should be notified as soon as possible and shall 
immediately advise the (who?)  of the determination of reasonable suspicion.  

  
The employee shall be given a "Test Consent Form" to complete and sign. 
  
The employee will immediately be taken by the supervisor or another 
supervisor or management employee of the department to the appropriate 
facility for testing.  
  
The employee may be immediately removed from duty, with no reduction in 
pay or benefit, and assisted in getting home after the drug and alcohol test.  
  
When reasonable suspicion is grounds for requiring a drug/alcohol test, the 
employee shall be placed on administrative leave (with no reduction in pay or 
benefits) until the test results are available and a preliminary administrative 
review has been conducted.  
  
A drug and alcohol test for reasonable suspicion will include the urinalysis 
test and a breath test.  
  
Results from the alcohol and drug screen test will be given by the laboratory 
to the MRO who, after confirmation, will forward to the (who?).  

  
30.15. Random Testing – This method will be performed yearly, and will initially 

involve a minimum of 50% of CDL employees in the consortium for drugs and 
25% of CDL employees in the consortium for alcohol.  Those to be tested will 
be selected at random.  Employees will be notified of the testing requirement 
shortly before they are scheduled to be tested.  Employees selected for random 
testing are required to be present at the testing facility within 60 minutes of 
their notification to be tested.  

  
31.16. Post-accident Testing –  
  

• The accident results in a loss of life.  
• The operator receives a citation under local or State law for a moving 

traffic violation arising from the accident.  
  
32.17. Return to Duty Testing – Any employee returning to duty following a 

confirmed positive test must be subjected to a return to duty test.  The test must 
show a verified negative result prior to the employee's returning to duty.  
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33.18. Follow-up Testing – An employee returning to work following a confirmed 
positive test and period of counseling/rehabilitation will be subject to 
unannounced follow-up testing for a period of at least 12 months and not more 
than 60 months.  The frequency and follow-up testing will be recommended by 
the Substance Abuse Professional (SAP).  A mandatory minimum of 6 tests 
within the first 12 months is required.  Employees subject to follow-up testing 
must also remain in the random.  

  
Follow-up tests may be used to determine whether or not the drug is still 
being used.  

  
34.19. Refusal to Consent- Applicants – A job applicant who refuses to consent to 

a drug and alcohol screening test will be denied employment with the Town.  If 
the applicant is a current Town employee, the applicant will be denied 
employment in the position for which application was made.  No denial shall 
be made without first attempting to discuss the refusal with the applicant.  

  
35. Refusal to Consent- Employees – An employee who refuses to consent to a 

drug and alcohol screening test when selected for random testing, or when 
reasonable suspicion of drug or alcohol use has been identified, is subject to 
disciplinary action up to and including termination.  The reason(s) for the 
refusal shall be considered in determining the appropriate disciplinary action. 
No disciplinary action shall be taken without first discussing the matter with 
the employee, Department Head, and  

36.20. (who?).  
  
37.21. Confirmation of Chemical Test Results – An employee or job applicant 

whose drug test yields a positive result, confirmed by the MRO, shall be given 
a second test.  The second test shall use a portion of the same test sample 
withdrawn from the employee or applicant for use in the first test.  

  
If the second test confirms the positive test result, the employee or applicant 
shall be notified of the results by the MRO, who will offer the employee an 
opportunity to discuss the results.  The MRO will then notify in writing the 
(who?) or designee.  The letter of notification shall identify the particular 
substance found and its concentration level.  

  
38.22. Consequences of a Confirmed Positive Test Result – Job Applicants will be 

denied employment with the Town if their initial positive test results have been 
confirmed.  Applicants who are current Town employees shall be denied 
employment in the position for which application was made.  Applicants shall 
be informed in writing if they are rejected on the basis of a confirmed positive 
test result.  Employee applicants shall be referred to the Town's Employee 
Assistance Program.  
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If an employee's positive test result has been confirmed, the Town will remove 
the employee from the CDL position and refer the employee to the Town's 
Employee Assistance Program (EAP).  The EAP will provide the employee 
with counseling and a referral to the Substance Abuse Professional (SAP).  The 
SAP will arrange for up to 6 months in a rehabilitation program designed to 
enable the employee to avoid future substance abuse.  If the employee chooses 
not to participate in a rehabilitation program, he/she will be subject to 
disciplinary action up to and including termination.  No disciplinary action may 
be taken against an employee who voluntarily participates in a rehabilitation 
program.  Disciplinary action based on a violation of the Town's drug and 
alcohol policy for a second time is not automatically waived by an employee's 
participation in a rehabilitation program and may be imposed.  

  
39.23. Discussions with Employees – The applicant will be provided an 

opportunity to meet with the MRO to comment and provide input regarding the 
results of any positive test and seek a second confirmation test as provided 
above.  

  
In the case of a second offense, if an employee's positive test result has been 
confirmed by the MRO, the employee is entitled to a pre-disciplinary hearing 
before any disciplinary action resulting in suspension or discharge may be taken 
by the Town.  

  
40.24. Employee Assistance Program (EAP) Referral – Upon the first confirmed 

determination that an employee is under the influence of drugs or alcohol, the 
Town will refer the employee to an Employee Assistance Program (EAP) for 
assessment, counseling, and referral for rehabilitation.  

  
41.25. Confidentiality of Test Results – All information from an employee's or 

applicant's drug and alcohol test is strictly confidential. Disclosure of test 
results to any other person, agency or organization is prohibited unless written 
authorization is obtained from the employee or applicant.  

  
The results of a positive drug test shall not be released by the MRO to the 
Town until confirmed.  The records of unconfirmed positive test results and 
negative test results shall be destroyed by the testing laboratory.  All positive 
test results will be maintained by the MRO, and reported to the Town, where 
they will be kept on file.  

  
Exceptions to these confidentiality provisions are limited to a decision maker 
in arbitration, litigation, or administrative proceedings arising out of a positive 
drug or alcohol test or other violation of these rules.  

  
42.26. Privacy in Chemical Drug Testing – Urine samples shall be provided in a 

private restroom stall or similar enclosure so that employees and applicants may 
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not be viewed while providing the sample.  Employees and applicants may be 
required to disrobe and will be given hospital gowns to wear while they are 
providing test samples in order to ensure that there is no tampering.  Street 
clothes, bags, briefcases, purses, and other containers may not be carried into 
the test area.  The water in the commode, if any, shall be colored with dye to 
protect against dilution of test samples.  

  
An applicant or employee may waive the right to privacy and provide the 
urine sample in the presence of a witness and not be required to disrobe 
and wear a hospital gown.  

  
43. Laboratory Testing Requirement – All chemical drug and alcohol testing of 

employees and applicants shall be conducted at medical facilities or 
laboratories selected by the Town.  To be considered as a testing site, a medical 
facility or lab must submit in writing a description of the procedures that will 
be used to maintain  

44.27. test samples.  Factors to be considered by the Town in selecting a testing 
facility include, in addition to NIDA (SEMSA) certification,:  

  
• testing procedures which ensure privacy to employees and applicants 

consistent with the prevention of tampering; and  
• methods of analysis which ensure reliable test results, including the use of 

gas chromatography/mass spectrometry to confirm positive test results; 
chain of custody procedures which ensure proper identification, labeling 
and handling of test samples;  and retention and storage procedures which 
ensure reliable results on confirmatory tests of original samples.  

  
45.28. Second Confirmation Test – The applicant or employee may request from 

the MRO a second confirmation test of the same sample with 72 hours of notice 
that the first test was positive.  

  
The cost of the second confirmation test must be paid in advance by the 
applicant or employee. If the test is negative, the Town shall reimburse the 
applicant or employee for the cost of the test.  

  
See Appendix A at the end of this handbook for drug cutoff concentrations table.  

  
G.B. The following are strictly prohibited by the ALL Town EMPLOYEES:  
  

1. Possession or use of alcohol, or being under the influence of alcohol while on 
the job, on Town property, or while on 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.  
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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 the 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 drug” whether or not 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.   

  
H.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 this policy.  An employee’s refusal to consent to a search may result in 
disciplinary action up to and including termination.  
  

I.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.  
  

J.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 
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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.    
  

K.F. 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.    
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APPENDIX C 
INFECTIOUS DISEASE POLICY 

 
D.A. Purpose  

  
This is to establish the policy of the Town for managing infectious disease issues as they 
relate to employees and/or prospective employees including but not limited to the 
following diseases: AIDS, Chickenpox, Hepatitis A, Hepatitis B, Impetigo, Measles, 
Mumps, Pertussis, and Parasitic Infestations.  Any employee or volunteer who could or 
does come into contact with bodily fluids while performing their job as a Town employee 
or volunteer, should immediately reference the Town Exposure Control Plan.  Copies of 
the Exposure Control Plan are available in the Town Manager’s office, as well as in the 
Police, Fire/Rescue, Public Works and Community Services Departments.  

  
E.B. Policy  
  

6.1.It is the policy of the Town to assure to the extent possible a safe and beautiful 
work environment.  
  

7.2.It is also the policy of the Town to ensure full compliance with state, federal, and 
local requirements dealing with infectious diseases.  
  

8.3.Town procedures shall comply with the Center for Disease Control 
recommendations for specific infectious diseases.  These recommendations will 
be available through the employee’s Department Head.  
  

9.4.It is the obligation of all Town employees to take all reasonable precautions to 
protect themselves, co-workers, clients and the public from infectious diseases.  
  

10.5. The Town shall make available to all employees and volunteers who have 
occupational exposure the Hepatitis B vaccination series and post-exposure 
evaluation and follow-up.  Please reference the Town Exposure Control Plan for 
detailed information on necessary procedure to follow.  
  

F.C. Procedures  
  
1. The Town will not discriminate against employees and or prospective employees 

with infectious diseases who are otherwise qualified to perform their job 
functions with reasonable accommodation.  Employees with infectious diseases 
will be treated under existing policies, state, federal, and local requirements, and 
collective bargaining agreements.  
  

2. Where allowed by law, the Town retains the right to test employees for infectious 
diseases.  
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3. The Town must maintain confidentiality regarding an employee’s health status, 

and does not have a duty to inform other individuals or organizations unless 
required by law.  
  

4. Upon medical confirmation of an infectious disease that may be a threat to the 
public health, the affected employee has the responsibility to notify the Town’s 
Personnel Administrator, and to carry out his or her assigned duties if reasonable 
accommodations can be made.  
  

5. Upon notification by an employee that an infectious disease has been confirmed 
and is a threat to the public health, the Personnel Administrator will”:  
  

e.a. Secure, if possible, all appropriate releases for information from the 
employee and notify those individuals for whom those releases have 
been acquired.  

  
f.b. Assist in the identification of reasonable accommodations to be made, 

if any.  
  
g.c. Assist individual departments, if necessary, in complying with this 

policy.  
  
h.d.Then Town will treat all occupational infectious disease injuries or 

illnesses according to state law.  
  

6. The Town will provided appropriate educations opportunities and current 
informational material on infectious disease issues, including prevention, 
protection, control measures, and treatment practices.  
  

7. Individual departments have the right to develop protocols regarding infectious 
disease control provided that those protocols conform to this policy.  
  

8. An employee cannot refuse to carry out his or her assigned duties when dealing 
with a co-worker or a member of the public with an infectious disease unless that 
individual makes a threat of harm to the employee.  Failure to adhere to this 
procedure will result in disciplinary action.  
  

F.D. Accidental Needle Stick Procedure  
  
Police, fire, rescue and solid waste personnel have the highest risk of exposure to 
needles and syringes.  Exposure to a used, contaminated needle places an 
employee at risk for contracting an infectious disease.  In the event of an 
accidental puncture with a contaminated needle, the procedure is as follows:  
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1. Wash the puncture site thoroughly with soap/disinfectant and water.  

  
2. Report the incident to your supervisor.  

  
3. Police, fire or rescue personnel must notify the medical facility receiving the 

patient of the incident.  
  

4. Complete Incident and/or Workers Compensation forms.  
  

5. Establish your potential exposure risk to infectious diseases.  
  

6. Notify your Department Head to establish your:  
  

a. Tetanus status,  
b. Hepatitis B status, and   
c. HIV exposure.  
  

7. Seek further medical attention if necessary.  
  
G.E. Procedure for Exposure to AIDS Infection  

  
If a Town employee is exposed to the blood or body-fluid of a known or highly 
suspected AIDS infected person:  

  
1. Wash the exposed areas thoroughly with soap and water.  Clean any spills with 

one (1) part bleach to ten (10) parts water solution.  
  

2. Report the incident to your supervisor.  
  

3. Complete the Incident and Workers Compensation forms.  
  

4. Notify your Department Head as soon as possible to schedule an appointment for 
a voluntary blood test.  
  

5. The blood test will be drawn within two weeks of the incident, six months later, 
and nine months later.  The blood test is sent to the Maine Public Health Division 
in Augusta.  Results are received approximately one week later.  You will be 
notified of the test results.  
  

6. If all three specimens are negative, you are considered not to be infected.  
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7. Counseling occurs with each visit or when requested, and is also 
available to family members and co-workers.  

  
8. Emotional counseling is available through a counselor of the 

employee’s choice and to be provided by the Town.  
  

9. Strict confidence will be maintained in all incidents unless appropriate 
medical and/or information releases have been obtained.  

 



Page 118 September 13, 2016 Board of Selectmen Meeting

Personnel Policy - Final Draft with all Changes

  
 Town of Raymond, Maine - Personnel Policy  1 of 27  

DRAFT/ WORK PRODUCT AND PRIVILEGED 
COMMUNICATION OF COUNSEL/ 9-6-16 

 
 

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  
 March 10, 2015  
  
  
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.  Any practice, policy or 
application which may have previously existed and is or would be contrary to these 
policies is disclaimed, cancelled and eliminated by the adoption of this Policy.  

  
B. The Town, through its Board of Selectmen, may delete, amend, modify or change any 

or all of the provisions contained in this Policy.  The policies set forth are not in any 
way a contract and nothing in the policies affords employees any contractual or other 
rights.  Policies contained within give references and descriptions to insurance or other 
benefit plans; the specific provisions of the benefit plan will take precedence and 
govern should a conflict arise concerning interpretation, application or benefit level.    

  
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.  
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C. All applicants for employment must submit a written application for employment on 
forms approved and provided by the Town Manager.  The Town does not accept 
applications for employment that are not in response to a posted or otherwise available 
vacancy and/or that are on not on Town-approved forms.  
 

D. 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, regardless of employment history or performance.    

  
 Employment with the Town of Raymond is voluntarily entered into and the 

employee may terminate his or her at-will employment at any time, with or 
without notice or cause.  Similarly, The Town of Raymond may terminate the 
“at will” employment relationship at any time, with or without cause.  

 
E. All other factors being equal, preference will be given to residents of the Town, then to 

those candidates willing to establish residency within the Town limits.   
  
F. 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 or from outside of the 
community.  

  
G. It is the policy of the Town to provide and ensure a safe and secure environment for all 

members of the workforce and its property.  As part of this mandate, criminal 
background checks may be required of prospective employees who have already 
received a bona fide offer of employment, depending on the nature and duties of the 
position(s) sought.  The Town uses a third party to conduct these investigations.  The 
Town may also, directly or through a third party, investigate other job-related factors 
such as, by way of example, driving record, insurability and ability to be bonded.  All 
reports are subject to the federal Fair Credit Reporting Act (FCRA) and state laws to 
the extent applicable.  Applicants for positions will be notified of background check 
requirements during the job interview.  Any and all results are kept private and securely 
stored in accordance with the Town’s data security policy.    
  

H. 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 notice or cause and without right to file a grievance.  

  
I. 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. 
An employee is not transferred to permanent status unless or until a formal written 
evaluation of satisfactory performance is received.  
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J. Employees will be given an annual written evaluation by their immediate supervisor 

and/or the Town Manager. Such evaluation will be taken into consideration when 
salary, promotions, discipline or any other personnel action is proposed.    

  
 
ARTICLE III - EQUAL OPPORTUNITY EMPLOYER  
  
In order to provide equal opportunities to all individuals, employment decisions at the 
Town are based on merit, qualifications and abilities.   
  
The Town is committed to a policy of non-discrimination and equal opportunity for all 
employees and qualified applicants without regard to race, color, religion, sex, sexual 
orientation, gender identity, national origin, ancestry, age, disability, veteran status, 
military service, genetic information, participation in the Town’s group insurance plans, 
receipt of free medical care, or any other category protected under applicable laws.  The 
Town will make reasonable accommodations for qualified individuals with known 
disabilities, in accordance with applicable laws.   
  
This commitment is evident in all aspects of the Town’s employment practices and policies, 
including recruiting, hiring, job assignment, promotion, compensation, discipline, 
discharge, benefits and training.   
  
 
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.  Full-time employees are subject to all personnel rules and 
regulations and receive all benefits and rights as provided by this Policy.  

    
B. Regular Part Time:  Regular Part-time employees work less than a full workweek (less 

than 32 hours per week), but on a continuing and indefinite basis.  Regular Part-time 
employees are 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 on-call employee works less than a full workweek 

(less than 32 hours per week) and only works when called upon.  On-call employees 
are not entitled to benefits such as retirement, health insurance, holiday pay, accrual of 
sick leave or vacation time.  
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D. Stipend / Part -Time Employees:  A stipend employee works less than a full workweek 

(less than 32 hours per week), works enough hours to perform the duties required of 
him/her, and is paid an annual fixed salary.  Stipend employees are not entitled to 
benefits such as retirement, health insurance, holiday pay, accrual of sick leave or 
vacation time.  

  
E. Temporary Employees:  Temporary employees work on a non-permanent basis, usually 

within a limited time frame such as seasonal positions.  Temporary employees 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 without notice for any 
reason at any time.   

   
F. Special Appointees:  Special appointees hold official positions filled by appointment 

of the Town Manager and/or Board of Selectmen, but are 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 or Conservation Commission); by contract or fee for services (such as 
engineer, auditor or town attorney); or similar.  These categories of service are not 
considered “employment” within the meaning of this policy.  Those individuals are not 
entitled to benefits such as retirement, health insurance, holiday pay, accrual of sick 
leave and vacation time, or seniority.  They 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.  Individuals in this category may 
be terminated without notice 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 or other individuals, 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. Integrity of Service.  Town employees must avoid any action which may reasonably 

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 
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business, accepting gifts or other favors in exchange for service, or abandoning 
commitment to or pursuit of the goals and policy objectives of the Town.  

  
B. Efficiency of Service and Public Trust.  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.  

  
The Town wishes to uphold its reputation for integrity and excellence, which requires 
careful observance of the spirit and letter of all applicable laws and regulations, as well 
as a scrupulous regard for the highest standards of conduct and personal integrity.    
  
The Town is dependent on the citizens’ trust and is committed to preserving that trust.  
The Town requires all employees to act in a manner that will merit the continued trust 
and confidence of the public and customers.   
  
The Town will comply with all applicable laws and regulations.  The Town also expects 
its principals and employees to conduct business in accordance with the letter, spirit 
and intent of all relevant laws and to refrain from any illegal, dishonest or unethical 
conduct.    
  
In general, the use of good judgment, based on high ethical principles, will guide 
employees with respect to lines of acceptable conduct.  If a situation arises with respect 
to which it is difficult for the employee to determine the proper course of action, the 
employee should consult with his/her direct supervisor or the Town Manager.   
 

C.  Second Job:  On occasion, employees of the Town may decide to seek employment 
outside their regular working hours.  The Town has no objections to this type of work 
when it does not interfere with the work performance or attendance of the Town 
employee and when he or she is not in the employ of a vendor, client or organization 
so as to create a conflict of interest in employment.  Employees are expected to notify 
the Town Manager prior to accepting second jobs.  
All employees, regardless of second jobs, will be judged by the same performance 
standards and will be subject to the Town’s scheduling demands, regardless of any 
existing outside work requirements.  If the Town determines that an employee’s outside 
work interferes with performance or the ability to meet the requirements of the Town 
as they are modified from time to time, the employee may be asked to terminate the 
outside employment if he or she wishes to remain with the Town.   
 

D. Conflict of Interest:  No employee of the Town shall have any financial interest in or 
profit from any contract, purchase, sale or work performed by the Town unless 
otherwise provided for by the Board of Selectman.  An actual or potential conflict of 
interest occurs when an employee is in a position to influence a decision that may result 
in a personal gain for that employee or immediate family as listed in the definitions 
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portion of this Policy.  Actual conflicts of interest, as well as incidents or situations 
which create the appearance of a conflict, must be avoided.  

  
1. Purchasing – No Town employee who is authorized to make purchases shall 

have any interest, either directly or indirectly in any contract with the Town.  
No “presumption of guilt” is created by the mere existence of a relationship 
with outside firms.  However, if employees have any influence or transactions 
involving purchases, contracts or leases, it is imperative that they disclose this, 
as soon as possible, to an officer of the Town, the existence of any actual or 
potential conflict of interest so that safeguards can be established to protect all 
parties.  
  

2. Gratuities – Compensation paid to the employee in accordance with the Pay 
Schedule, and reasonable expenses as approved by the Town Manager, shall 
constitute the sole remuneration for services rendered by an employee in the 
discharge of Town duties.  No additional reward, gift or other form of 
remuneration shall be accepted by any employee for the discharge of their Town 
duties.  Acceptance of nominal gifts, such as food and refreshments in the 
ordinary course of business, or unsolicited advertising or promotional materials 
such as pens, note pads, calendars, etc., is permitted.    

  
Personal gains may result not only in cases where an employee or relative has 
a significant ownership in a firm with which the Town does business, but also 
when an employee or relative receives any “kickbacks”, bribes, substantial gifts 
or special consideration, as a result of any transaction or business dealings 
involving the Town.   

  
E. 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 (“FOAA”).  Only Town-designated public access officer(s) are authorized to and 
charged with the responsibility of releasing information pursuant to under the scope of 
FOAA.    Any FOAA request must be transmitted to and handled by a designated public 
access officer.  

  
ARTICLE VI - WORKWEEK - OVERTIME  
  
A. The regular workweek for payroll purposes begins on Monday and ends on Sunday.  

The hours of work (starting times, quitting times, lunch times and overtime) will be 
established within each department subject to the Town Manager’s approval.  The 
hours of work may be changed by mutual agreement of the Department Supervisor and 
Department’s staff, subject to the Town Manager’s approval.   
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B. Work hours for all employees will be scheduled by the employee’s immediate 

supervisor.  
  
1. Payroll Policy – All employees will be responsible for submitting a weekly 

electronic time sheet, which must be approved by their department managers.   
The electronic time sheets of the department heads will be approved by the 
Town Manager.  

  
Repeated failure of any employee to submit time sheets could result in 
disciplinary action.  

  
An employee who works unauthorized overtime will be paid for time worked 
but may be subject to discipline for working without authorization.  

 
The Department Head or his/her designee must approve the time sheets for 
his/her department personnel.  Employees who expect to be out of the office 
due to vacations and other planned absences will turn in time sheets to their 
Department Head before leaving.  If the absence is unexpected (sick leave or 
bereavement leave for example), then the time sheets will be completed by the 
Department Head to the best of their knowledge and any adjustments will be 
made on the next week.   

 
2. Administrative – The Town takes all reasonable steps to ensure that employees 

receive the correct amount of pay in each paycheck and that employees are paid 
promptly on the scheduled payday. In the unlikely event that there is an error in 
the amount of pay, the employee should promptly bring the discrepancy to the 
attention of their supervisor. The employee should then contact the Town’s 
Human Resource Officer so that all issues can be researched and any 
corrections can be made as quickly as possible.  

  
C. Exempt employees will be expected to work as many hours as necessary to fulfill the 

duties of their position.   
 
D. Employees not exempt from the Fair Labor Standards Act shall receive overtime pay 

after forty hours of actual work per week.  At the discretion of the Town Manager, any 
such overtime may be compensated for with compensatory time.  (See Section E. 
below).  For the purpose of Public Works and Maintenance, employees will be paid 
overtime for time worked after their normal daily scheduled hours.  All overtime shall 
be paid at the rate of one and one-half times the employee’s normal rate of pay.  For 
the purposes of overtime calculation, holiday and vacation time will be considered time 
actually worked, with the exception of floating holidays.    In accordance with FLSA, 
temporary summer Recreation employees are exempt from overtime.  
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E. Compensatory Time:  Under certain prescribed conditions, employees of State and 
Local government agencies may receive compensatory time off, at a rate of not less 
than one and one-half for each overtime hour worked, instead of cash overtime pay.  
Fire protection and emergency response personnel and employees engaged in seasonal 
activities may accrue up to 480 hours of comp time; all other state and local employees 
may accrue up to 240 hours.  An employee is permitted to use compensatory time on 
the date requested unless doing so would “unduly disrupt” the operation of the Town. 
During periods of slow or low work the Town reserves the right to require employees 
to use compensatory time. 

  
F. Regular Work Hours:  Due to the wide variety of services provided by the Town, hours 

per week between departments and employees also vary.  Management reserves the 
right to change the workday or workweek for the purpose of promoting the efficiency 
of the municipal government; from establishing the work schedule of the employees, 
and establishing part-time positions.  In the event schedules dictate a condensed 
workweek, with daily hours exceeding 8 hours, accrued time paid will be paid allocated 
by hours equal to daily set scheduled hours (not to exceed 10 hours).  Accrued time 
earned is accumulated hourly and time used will be allocated on an hourly basis.   

  
 
ARTICLE VII - ATTENDANCE  
  
Regular attendance at work is an essential function of all Town positions.  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 fulltime 

Town employees: New Year’s Day; Martin Luther King’s Birthday; Presidents’ Day; 
Patriots’ Day; Memorial Day; July Fourth; Labor Day; Columbus Day; Veterans Day; 
Thanksgiving Day; the day after Thanksgiving Day; Christmas; and one personal 
holiday.  

      
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.  
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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 for the holiday at their regular rate 

of pay for hours normally worked.  Holiday benefit not to exceed 8 hours unless the set 
schedule by the Department Head dictates longer scheduled hours during a holiday 
week (not to exceed 10 hours.)  

  
G. Employees not scheduled to work on a holiday will have the holiday time credited as 

vacation time, and such time and usage will be governed by the Town’s Vacation 
Policy.  

  
 
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.  

   
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 exceptions 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.  
 

G. Employees may not borrow or use vacation in excess of their accrual at the start of the 
vacation period.   
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H. If an employee resigns voluntarily with less than two weeks’ written notice to the 

Town, he or she will be regarded as not leaving in good standing and all accrued 
vacation leave will be forfeited as a result of the failure to give notice.  If there are 
extenuating circumstances for the resignation without notice or by mutual agreement, 
the forfeiture may be waived at the discretion of the Town.  

 
 
ARTICLE X - SICK LEAVE  
  
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 and Regular part 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. The Town Manager shall review all sick leave records periodically and shall investigate 

any cases which indicate abuse of the privilege, including but not limited to patterns of 
leave, usage around holidays or weekends and the like.   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 of an employee’s sick leave absence as close to 

the start of the work shift as possible.  
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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 taking extended leave for one’s self or care for a qualifying member under 

FMLA/MFLMA must use accrued sick leave.  An employee who is absent for illness 
or health reasons that do not qualify under FMLA/MFLMA must use accrued sick 
leave.     

  
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  
  
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.  

  
If not eligible for FMLA, 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.  Unless otherwise determined by the 
Town, the maximum unpaid leave of absence will not exceed 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 employment.  Employees may choose to continue health benefits 
for the duration of the leave by assuming the full cost of premium.  Vacation and sick 
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leave will not continue to accrue during the leave.  Any accrued time earned is expected 
to be used during leave approved under this provision.  

  
C. FAMILY AND MEDICAL LEAVE.  
 

SEE APPENDIX A. 
 
 
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  
  
A. All Town employees are covered by Workers’ Compensation Insurance. All injuries, 

no matter how minor, occurring during the working hours must be reported to the 
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Employee’s immediate supervisor and a written report must be made as soon as 
possible.  

  
In an emergency call 911 for medical assistance. All other instances involving an on-
the-job accident/injury, the employee will be directed to visit the Town specified 
preferred provider.  

  
B. Transitional Work Policy:  It is the goal of the Town to assist injured employees to 

return to the position they held at the time of their injuries, which will be referred to as 
Regular Work.  To that end, the Town may make available to injured employees 
specific assignments of “Transitional Work” and may make Transitional Work 
available   for a reasonable time, to be determined in light of the nature of the 
employee’s Regular Work and the Town’s operational needs for accomplishing the 
Regular Work.       

 
 
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 must 
work 30 or more hours on average per 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).  
 
The Town reserves the right to change eligibility requirements, group plan, carrier and/or 
contribution levels at any time, with reasonable notice to participants.   
  
 
ARTICLE XVII - DISCIPLINARY PROCEEDINGS  
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A. PURPOSE.  All Town employees are expected to maintain a high degree of 
professionalism, responsibility, 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 provisions of this Personnel Policy, may be subject to discipline up 
to and, in cases of substantial or repeated failure to adhere to these standards or the 
provisions of this Personnel Manual, including discharge. 

B. CATEGORIES.  The following categories of discipline apply to all employees.  
Disciplinary measures need not be imposed in the order set out below, and the Town 
reserves the discretion to move to or impose greater discipline.  Appropriate discipline 
will be determined in light of the circumstances of each case.  

  
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.  

  
4. Suspension – Suspension from employment without pay 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. 

 
5. Demotion.    When the conduct at issue indicates that the employee should not 

continue in his or her present position but may be permitted to continue 
employment at a lower level of pay, position and/or responsibility, the 
employee may be demoted to a lower position if a vacancy exists or the Town 
otherwise determines that a demotion is feasible and appropriate.  In the event 
of a proposed demotion, the employee will be provided with notice of the basis 
for the proposed action and an opportunity to be heard in response to the 
proposed action prior to the planned effective date.    

 
6. 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 prior written notice 
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of the basis and explanation for the recommendation.  The employee will be 
provided an opportunity to meet with and present a response to his or her 
supervisor and/or department head or, if the department head or supervisor has 
made the recommendation, to the Town Manager. The meeting shall be 
informal, with the purpose of providing an opportunity for the employee to 
provide a response to the proposed recommendation, including additional 
relevant information and any mitigating or extenuating circumstances or 
factors.   The department head or supervisor or the Town Manager, whichever 
met with the employee, shall issue a written decision promptly, with a copy to 
the employee. The final decision may be discharge, lesser discipline or no 
discipline.  The employee will remain employed through the date of the final 
decision and until the effective date stated in the decision.  

  
7. Appeal of Disciplinary Action in Event of Suspension, Demotion or Discharge.  

An employee who has been suspended, demoted or discharged shall have the 
right to appeal the 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 within 
thirty (30) days, the appeal will be considered denied.   

 
8. Application – This Section does not apply to an employee who is on initial 

probation.  Probationary employees may be disciplined or discharged at any 
time during the probationary period without notice or opportunity to be heard 
and for any reason.   

  
C. EMPLOYEE PERSONNEL RECORDS.   

  
1. Employee Records – The Town maintains a personnel file on each employee.  

The personnel file includes such information as the employee’s job application, 
resume and records of training, documentation of performance evaluations, 
disciplinary actions, salary increases and other employment records.    

  
Personnel files are the property of the Town and access to the information they 
contain is restricted.  Generally, only supervisors and management personnel of 
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the Town who have a legitimate need to know specific information in a file are 
allowed access.    
  
Employees who wish to review their own file should contact the Town 
Manager.  With reasonable advance notice, employees may review their 
personnel files while in the presence of the Town Manager or an individual 
appointed by the Town Manager. 

  
2. Personal Data Security – The Town recognizes the importance of maintaining 

the security of personal information and therefore complies with all laws 
regulating the retention of such information.  For purposes of this policy, 
“personal information” is defined as a person’s name, in combination with the 
person’s Social Security number, driver’s license or state-issued identification 
number, financial account number, or credit or debit card number.  Personal 
Information may be found in printed documents and hard files and may also be 
collected, accessed and stored electronically.  Personal Information is covered 
by this policy whether it is printed or electronically stored.    

  
Employees are required to take all reasonable measures to limit access to 
personal information, and to limit collection or retention of Personal 
Information, to only what is reasonably necessary to accomplish legitimate 
purpose for which the Personal Information is collected, stored or accessed.  
Further, employees are required to comply with all information security laws 
and regulations and any other policies and programs adopted by the Town to 
comply with the Town’s obligations to maintain the security of Personal 
Information.     

  
 
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 cases the decision of the Town Manager shall be final.  
 
 
ARTICLE XIX - POLITICAL ACTIVITY 
  
Employees shall refrain from seeking or accepting nomination or election to any office in 
the Town government that would conflict with the duties of their position as a Town 
employee.  Employees may not use their office or employment in any way for or against 
any candidate for elective office in the Town government.  This policy is not to be 
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construed to prevent Town employees from becoming, or continuing to be, members of 
any political organization, attending political meetings, expressing their views on political 
matters, holding a political office, running for political office, voting with complete 
freedom in any election or engaging in the exercise of other protected political rights.   
  
 
ARTICLE XX - RESIGNATION  
  
A. Sufficient notice:  To resign in good standing, employees must 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 written 
notice will be regarded as leaving not in good standing and may forfeit accrued vacation 
pay, as provided in Article IX of this Policy.  
 
 

ARTICLE XXI – EMPLOYEE REFERENCES  
  
The Town does not provide substantive employment references. Information provided to 
prospective employers of former Town 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  
  
A. The Town strives to maintain a safe workplace and thus prohibits drug activity while 

on Town premises or otherwise working on behalf of the Town.  The use of drugs or 
other controlled substances threatens the entire Town environment and will not be 
tolerated.  This policy applies to every Town employee.  

  
Employees are prohibited from reporting to work or performing any job-related 
activities, on or off Town premises (including parking lots), while under the influence 
of any unlawful controlled substance.  An unlawful controlled substance is any drug 
that is unlawful under federal, state or local law, including marijuana, as well as any 
drug that, though available legally, has been obtained illegally.  Employees are also 
prohibited from being under the influence of, or impaired by, alcohol or any other 
substance (including, but not limited to, any prescription or over-the-counter 
medication) that impairs the employee’s job performance or poses a hazard to the safety 
and welfare of the employee, the public, the Town, or other employees.  

  



Page 135www.raymondmaine.org

  
 Town of Raymond, Maine - Personnel Policy  18 of 27  

This policy does not prohibit the use or possession of a controlled substance in 
accordance with a valid medical prescription issued to an employee by a licensed 
physician, provided that use of the prescribed medication does not impair an 
employee’s ability to perform his or her job duties safely and effectively.  Employees 
may not, however, use or possess marijuana on Town Property, even if prescribed by a 
licenses physician.  If an employee is unable to perform his or her job duties safely and 
effectively while taking a prescribed medication, the employee may be reassigned or, 
if no suitable position is available, may be placed on a leave of absence.  
  
The guidelines above apply to all employees.  Any complaints or conflicts should be 
directed to supervisors and management.  Employees who violate this policy are subject 
to disciplinary action, up to and including termination of employment.  

 
B. ALCOHOL AND DRUG TESTING PROCEDURES AND PROTOCOL 
 

Employees are subject to alcohol and drug testing pursuant to 26 M.R.S.A. § 681 (8)(c).  
The procedures and protocols for such testing are kept with the testing facility and with 
the Town’s HR Director. 

 
 

ARTICLE XXIII - ANTI-HARASSMENT POLICY 
  
It is the policy of the Town that all our employees should be able to work in an environment 
free from all forms of illegal harassment.    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 based on sex, sexual preference or orientation, 
religion, age, ethnic origin, color, physical or mental disability, genetic information and 
history, Veterans status, whistleblower activity or any other status or characteristic 
protected by law will be investigated promptly.  There will be no intimidation, 
discrimination or retaliation against any employee who makes a report of illegal 
harassment.  
  
Derogatory or vulgar comments regarding a person’s sex, sexual preference or orientation, 
religion, age, ethnic origin, color, physical or mental disability, Veterans status, 
whistleblower activity or any other status or characteristic protected by law, including 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 
considered 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.  
 
A discrimination complaint alleging harassment on the basis of sex, race, color, sexual 
orientation, physical or mental disability, religion, age, ethnicity, genetic information or 
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history, national origin or any other status or characteristic protected by law and subject to 
the jurisdiction of the Maine Human Right Commission may also be submitted to the Maine 
Human Rights Commission at any time within 300 days of the alleged discriminatory 
incident. It is not required that any of the above procedures be utilized first or in any 
sequence, nor is it required that any procedure be exhausted before the other is used. 
 
 
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, 
coworkers, 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.  
  
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; or  
• 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 
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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: All Department Heads shall be 
considered managers or supervisors. In the Fire/Rescue Department, management shall 
include the Fire Chief and all Deputy Fire Chiefs. No other officers or supervisors in the 
Fire /Rescue Department are authorized to act on reports of harassment but are required to 
report any such instances to the Town.   
  
The Town 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.    
 
 A discrimination complaint alleging harassment on the basis of sex, sexual orientation or 
sexual harassment may be submitted to the Maine Human Rights Commission at any time 
within 300 days of the alleged discriminatory incident. It is not required that any of the 
above procedures be utilized first or in any sequence, nor is it required that any procedure 
be exhausted before the other is used. 
 
Retaliation Prohibited 
 
Employees should feel free to report concerns about sexual harassment without any fear of 
reprisal.  Any person who brings a sexual harassment complaint or concern will be 
protected from retaliation in any form, and should report any retaliation immediately to any 
supervisor or the Town Manager. 
 
In addition, the Town also encourages employees to report other conduct which affects the 
workplace and working conditions, including harassment based on any other protected 
category, such as race, national origin, age, sex, and whistleblowing reports.  Harassment 
under such circumstances is prohibited.  All such complaints will be addressed and, if 
necessary, appropriate action will be taken.  Employees who report such conduct will be 
protected from retaliation in any form, and should report any retaliation immediately to any 
supervisor or the Town Manager.  All complaints of retaliation will be investigated and 
prompt remedial action will be taken. 
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ARTICLE XXV - WORKPLACE VIOLENCE  
  
All employees have the right to work in an environment free of physical violence, threats 
and intimidation.  The Town’s position is that violence is a form of serious misconduct that 
undermines the integrity of the employment relationship.  No employee should be subject 
to unsolicited and physical violence, threats or intimidation.  Such behavior may result in 
disciplinary action, up to and including dismissal.    
  
The Town has a strong commitment to its employees and citizens to provide a safe, healthy 
and secure work environment.  The Town also expects its employees to maintain a high 
level of productivity and efficiency.    
  
Under Maine law, an employee may possess a firearm on Town property in parking lots 
designated for employee use or in a personal vehicle used by an employee to drive to work 
only if the employee strictly complies with the following requirements:  
  

1. The employee must have a valid permit to carry a concealed firearm under Title 
25, chapter 252 of the Maine Revised Statutes or otherwise be licensed to 
possess a weapon under applicable state law;  

2. The firearm must be kept in the employee’s vehicle and the vehicle must be 
locked; and  

3. The firearm must not be visible.  
  
All weapons or other dangerous or hazardous devises not kept in strict compliance with 
this policy are strictly prohibited on Town premises, in Town vehicles, in parking lots 
designated for employee use, or in a personal vehicle used by an employee to drive to work.  
  
Any violation of this policy will result in disciplinary action up to and including immediate 
discharge.  
  
Reporting an incident of Violence:  
  
Employees who are victims or witnesses to violent incidents should immediately report 
such conduct to their supervisor or Town Manager.  No employee who reports an incident 
of violence or threatening conduct or participates in an investigation of such an incident 
shall be subject to retaliation.   
  
 
ARTICLE XXVI – SAFETY  
  
A. The Town requires all employees to complete mandatory safety training that complies 

with Federal (OSHA), State and local requirements.  Each Department Head is required 
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to ensure the proper training for each of their employees.  Written proof, signed by the 
employee and Department Head/Certified Training Authority or a valid Certificate of 
course completion, shall be required for all training, and will be added to each 
employee’s Personnel File.  Employees are expected to abide by all safety rules and 
regulations, which shall be posted on bulletin boards, announced at staff meetings or 
otherwise communicated by the Town.  An employee’s failure to comply may result in 
disciplinary action and/or termination.  
 

B. Smoking Policy  
  
Smoking is not allowed in any Town workplace.  It is the policy of the Town to comply 
with all applicable federal/state laws, and local ordinance regarding no smoking in the 
workplace and in public areas.  The Town of Raymond further prohibits smoking 
tobacco in town vehicles.  
  

C. Phone Usage  
  

Phone use is limited to business matters during working hours.  Employees are allowed 
to use cell phones for personal use only during breaks and should not be on the phone 
during working hours.  Supervisors/Managers, however, are entitled to phone usage 
throughout the day as long as it is related to Town matters, and not for personal matters.  
Cell phone usage is prohibited while on machinery regardless of employee or 
supervisor/manager status.  Failure to abide by these regulations will result in 
disciplinary action up to and including termination.  
  
Phone Usage in Vehicle  
  
The Town is committed to protecting employees and others from the hazards that can 
be caused by use of a cellular telephone while driving, whether for telephone calls, 
text-messaging, reading or sending e-mail or accessing the Internet.  Accordingly, all 
employees of the Town (including supervisors and management) are required to adhere 
to the following guidelines:  
  

a. Employees operating Town vehicles, or operating their own vehicles on 
company business, must pull over to the side of the road before using a 
cellular telephone for any purpose.  

b. Employees must adhere to all federal, state and local laws, regulations and 
ordinances governing the use of cellular telephones while driving.  These 
laws vary from state to state; it is the individual’s responsibility to comply 
with state law.  

c. Employees who are charged with traffic violations resulting from the use of 
their phone while driving will be solely responsible for all liabilities that 
result from such actions.  
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d. Employees are always expected to exercise discretion and care while using 
a cellular telephone and to avoid placing themselves or others at risk.  

  
Violators of this policy will be subject to discipline, up to and including termination.  
 

D. Leave for Victims of Domestic Violence 
 

1. In accordance with Maine Law, the Town will grant you a reasonable and 
necessary amount of time off from work without pay if you are a victim of 
domestic violence, domestic assault, sexual assault or stalking, and you need 
the time to: 

 
a. Prepare for or attend court proceedings, 
b. Receive medical treatment, or 
c. Obtain necessary services to remedy a crisis caused by domestic 

violence, sexual assault or stalking. 
 

2. You must request the leave as soon as circumstances make it clear that time off 
is necessary.  Approval of leave will be dependent upon: 
 

a. Whether your absence will create an undue hardship for the Town, 
b. Whether you requested leave within a reasonable time, and 
c. Whether the requested leave is impractical, unreasonable or 

unnecessary given the facts made available to the Town at the time of 
your request. 

 
3. If your leave is approved, you will be required to first use any accrued paid 

vacation or sick time before taking unpaid leave.  Vacation and sick days do not 
accrue during your leave and holidays are not paid while you are on leave.  You 
will not be discriminated against for taking or asking for leave. 

 
E. Bulletin Boards/Non-Solicitation 
 

Bulletin boards placed in designated areas provide employees access to important 
posted information and announcements.  The employee is responsible for reading 
information posted on the bulletin boards.   The Town reserves the discretion to remove 
items from the bulletin board which are inappropriate.  

 
All solicitations for charities, organizations, groups, businesses, services, etc. must be 
approved by the Town Manager prior to posting.  The Town reserves the right to reject 
any solicitation, in any format, if the Town Manager deems it not in the best interests 
of the Town. In person solicitation must also be pre-approved by the Town Manager. 
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ARTICLE XXVII – ELECTRONIC COMMUNICATION POLICY  
  
The Town, in an age of growing technology and electronic communication, implements 
this policy to clearly define employee expectations and responsibilities.  
  
“System” means all telephones, computers, facsimile machines, voicemail, e-mail, and 
other electronic communication, copying or data storage systems or equipment leased, 
owned or in the possession of the Town, including, but not limited to, any computer, 
computer system, or any storage device or medium that he Town provides to an employee 
or that is physically or electronically connected to any other part of the System. 
 
“Electronic communication” means all electronic communications, data, software, files, 
and other information created, modified, located upon, received or transmitted by, or stored 
upon, any part of the System, including, but not limited to e-mail, voicemail, and Internet 
usage.  
  
All parts of the System are owned by the Town and/or are provided solely for use in 
the Town’s business activities.  All electronic communications are the Town’s 
property.  The Town has the right and the ability to monitor and review all electronic 
communications at any time without notice to its employees or any other party and 
for any purpose whatsoever.  
  
Town employees may not use the System, or send, receive, create or store electronic 
communications upon the System, in a manner that is illegal, disruptive to others, or that 
interferes with the Town’s business activities.  All Town employees are prohibited from 
using any part of the System to harass others, or to download, obtain, display, store, receive 
or transmit:  
  

a) Any information that is sexually explicit, obscene, or of a sexual nature, that 
contains libelous or defamatory material, or that would not be permitted on any 
bulletin located on Town property;  
  

b) Any ethnic, racial or religious slurs, or anything that is, or may be construed as, 
disparagement of others based on race, color, national origin, ancestry, gender, 
sexual orientation, age, disability, religious or political beliefs, or any other basis 
prohibited by law; or  
  

c) The System may also not be used to solicit anyone for any commercial, religious, 
charitable, or political causes, or for outside organizations.  Except as otherwise 
provided below, the System may not be used for any other purpose that is not related 
to Town business.  
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E-mail is used to transmit and receive messages internally and externally on matters of 
business connected to the Town.  The occasional employee use of e-mail with permissible 
content for personal matters is not prohibited, but is discouraged.  
  
Voicemail is used to leave messages for employees regarding matters of a business nature.  
Voicemail boxes will occasionally be emptied to free up System space.  
  
Internet usage is to be limited to matters of business connected to the Town.  The 
occasional use of the Internet for otherwise permissible personal matters is not prohibited, 
but is discouraged.  Any downloading of materials or loading of programs/software onto 
any part of the System without permission from Town technical staff is prohibited.  
  
 
ARTICLE XXVIII – INFECTIOUS DISEASE POLICY  
 

SEE APPENDIX B 
 
 
ARTICLE XXVIX – SEVERABILITY AND EFFECTIVE DATE  
 
If any Article, Section or provision of this Policy should be found to be invalid or 
unenforceable by decision of the courts, only that Article, Section or provision specified in 
such decision shall be of no force and effect and such decision shall not invalidate any 
other Article, Section or provision. 
 
Revisions to the policies may occur from time to time, as the Select Board deems necessary.  
When any of the policies are updated, they supersede the policies in this manual and 
employees will be provided with copies of the updates. 
 
Personnel Policies in this document are effective as of their date of adoption by the Town 
Board of Selectpersons.  These personnel policies supersede all existing personnel policies 
and all existing past practices which are contrary to the purpose and intent of this 
Handbook. 
   
  
  
  
  
This manual addresses the basic employment policy of the Town and supersedes all 
previous manuals and written or implied policies.  Occasionally, it may become necessary 
to modify, change, update, revoke, replace, or even terminate the policies outlined in this 
manual, and the Town reserves the right to make changes at any time at its discretion.  
Employees will, of course, be notified of such changes as they occur.   
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Acknowledgement  
  

I acknowledge that I have received a copy of the Town of Raymond Personnel Policy.  I 
have read them and agree to follow these policies.  
  
I am aware that if, at any time, I have questions regarding Town policies I should direct 
them to my Department Head or the Finance Department.  I understand it is my obligation 
to ask questions and obtain clarification before acting if I have any questions as to the 
scope and applicability of these policies.  
  
I know that Town policies and other related documents do not form a contract of 
employment and are not a guarantee by the Town of the conditions and benefits that are 
described within them.  Nevertheless, the provisions of such Town policies are 
incorporated into the acknowledgement, and I agree that I shall abide by its provisions.  
  
I am also aware that the Town of Raymond, at any time, may on reasonable notice, change, 
add to, or delete from the provisions of the Town policies for which I will be notified.  
  
  
  
 
 
 
 
  
  
________________________________    _____________________________  
Employee’s Printed Name      
  
  

  Position  

________________________________    _____________________________  
Employee’s Signature     Date  
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APPENDIX A 
FAMILY AND MEDICAL LEAVE OF ABSENCE POLICY 

Please note that depending upon the number of employees employed by the Town, 
and the individual employee’s eligibility, the Federal and Maine FMLA, or both, may 
not apply to the employee. Please consult with the Town Manager or the Town HR 
Director when applying for FMLA.  

A. Federal FMLA  
 
Employees who have worked for the Town for at least twelve (12) months and at least 
1,250 hours during their prior twelve (12) months with the Town may be eligible to take 
up to twelve (12) weeks of unpaid leave (FMLA leave) for the following reasons:  
 

1. Birth of a child of the employee;  
 
2. Placement of a child into the employee's family by adoption or by a foster care 

arrangement;  
 
3. Care of the employee's spouse, parent, or child who has a serious health 

condition;  
 
4. Inability of the employee to perform the functions of the employee's position 

due to a serious health condition;  
 
5. "Military Family Leave" due to "any qualifying exigency" arising out of the fact 

that the spouse, child, or parent of the employee is on active duty or has been 
notified of an impending call to active status in either the National Guard or 
Reserves.  

 
In addition, employees who have worked for the Town for at least twelve (12) months and 
at least 1,250 hours during the prior twelve (12) months may take up to twenty-six (26) 
weeks of unpaid "Military Family Leave" leave to care for a seriously injured service 
member (regular armed forces, National Guard or Reserves) who is the spouse, child, 
parent or next of kin of the employee. The 26-week period includes any 12-week period 
permitted for any other qualifying FMLA reason.  
 
B. Maine FMLA  
 
Employees who have worked for the Town for 12 months but for less than 1,250 hours 
during the past year and are not eligible for Federal FMLA may be eligible for a 10-week 
Family and Medical Leave under Maine law. Such employees should follow the procedures 
set forth herein to apply for a Maine FMLA leave.  
 
Maine FMLA law permits family and medical leave to be taken for the following reasons:  
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1. Birth of a child of the employee or a child of the employee's domestic partner;  
 
2. Placement of a child under 16 years of age into the employee's family by 

adoption or by a foster care arrangement;  
 
3. The serious health condition of the employee's spouse, parent, child, sibling 

(who is jointly responsible with the employee for each other's common welfare 
as evidenced by joint living arrangements and joint financial arrangements), 
domestic partner, or domestic partner's child, or the death of one of the 
aforementioned individuals who is a member of the military and who dies while 
on active duty.  

 
4. Inability of the employee to perform the functions of the employee's position 

due to a serious health condition;  
 
5. The donation of an organ by the employee; or  
 
6. The death or serious health condition of the employee's spouse, domestic 

partner, parent, sibling (who is jointly responsible with the employee for each 
other's common welfare as evidenced by joint living arrangements and joint 
financial arrangements), or child, if that person is a member of the military and 
dies or incurs a serious health condition while on active duty.  

 
C. Procedures  
 
Any federal FMLA leave taken by an employee during the preceding twelve (12) month 
period will be used to determine the amount of available leave pursuant to the federal 
Family and Medical Leave Act. For example, if an employee used four weeks of leave 
beginning February 1, 2013, four weeks of leave beginning June 1, 2013, and four weeks 
of leave beginning December 1, 2013, the employee would not be entitled to any additional 
leave until February 1, 2014. On February 1, 2014, the employee would be entitled to four 
weeks of leave, and on June 1, 2014, the employee would be entitled to an additional four 
weeks, etc.  
 
The right to FMLA for the birth and/or placement of a child into an employee's family may 
only be taken within the twelve (12) months after the date of the birth or placement of the 
child. In the case of unpaid leave for the birth or placement of a child, intermittent leave or 
working a reduced number of hours is not permitted, unless both the employee and the 
Town agree. If both spouses are employed by the Town, the combined leave shall not 
exceed twelve (12) weeks.  
 
For purposes of this policy, a serious health condition means an illness, injury, impairment 
or physical or mental condition that involves:  
 

• any period of incapacity or treatment in connection with or consequent to in-patient 
care in a hospital; hospice or residential medical care facility; 
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• any period or incapacity requiring absence from work or other regular daily 

activities for more than three (3) calendar days that also involves continuous 
treatment by or under the supervision of a healthcare provider; or  

 
• continuous treatment by or under the supervision of a healthcare provider for a 

chronic long-term health condition that is incurable or so serious that if not treated 
would result in a period of incapacity of more than three (3) calendar days; or  

 
• prenatal care.  

 
In the case of unpaid FMLA leave for serious health conditions, the leave may be taken 
intermittently or on a reduced hours basis only if such leave is medically necessary. Where 
an employee requests intermittent leave or leave on a reduced hours basis due to a family 
member's or the employee's own serious health condition, the Town has the option, in its 
sole discretion, to require the employee to transfer to a temporary alternative job for which 
the employee is qualified and which better accommodates the intermittent leave or reduced 
hours leave than the employee's regular job. The temporary position will have equivalent 
pay and benefits as the employee's regular job.  
 
Employees are required to use their available vacation time during any unpaid FMLA leave 
period, and available sick/personal time is required to be used when unpaid family leave is 
taken because of the employee's serious health condition. In the case of family leave due 
to reasons other than the employee's serious health condition, the employee may opt to use 
available sick/personal time. The remainder of the FMLA leave will be unpaid.  
 
Employees out on paid Worker's Compensation leave or paid Disability Leave may elect 
to use available sick and/or vacation leave during their absence, but are not required to do 
so.  
 
When the necessity of leave is foreseeable due to the expected birth or placement of a child, 
the employee must provide the Town at least thirty (30) days' notice of the employee's 
intention to take leave. If the date of birth or placement of a child requires the employee's 
leave to begin in less than thirty (30) days from the date of notice to the Town, the employee 
must provide such notice as soon as practical. Where the necessity for leave is due to a 
family member's or an employee's own serious health condition and is foreseeable based 
on planned medical treatment, the employee must:  
 
• give at least thirty (30) days' notice, or as soon as practical if treatment starts in less 

than thirty (30) days; and  
 
• make a reasonable effort to schedule the treatment so as not to unduly disrupt the 

operation of the Town, subject to the approval of the healthcare provider.  
 
Where the need for leave is unforeseeable, the employee must give notice as soon as 
practical. Any FMLA leave request based on a family member's or employee's own serious 
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health condition must be supported by certification from a healthcare provider. Fifteen 
calendar days will be allowed to provide the certification. Certification from the healthcare 
provider must contain:  
 

• the date the serious health condition began;  
 
• the possible duration of the condition;  
 
• the appropriate medical facts regarding the condition;  
 
• if the leave is based on the care of a spouse, child or parent, a statement that the 

employee is needed to provide the care and an estimate of the amount of time that 
need will continue;  

 
• if the leave is based on the employee's own serious health condition, a statement 

that the employee is unable to perform the functions of his/her job;  
 
• in the case of intermittent leave or leave on a reduced hours basis for planned 

medical treatment, the date and duration of the treatment should be specified; and  
 
• in the case of intermittent leave or leave on a reduced hours basis for medical 

conditions that do not necessarily involve planned medical treatment, an estimate 
as to the anticipated frequency and timing of the absences should be given.  

 
During FMLA leaves of absence, the Town will continue to pay its portion of the health 
insurance premium, if any, and the employee must continue to pay his/her share of the 
premium, if any, including family plan premiums. Failure of the employee to pay his/her 
share of the health insurance premium may result in loss of coverage. If the employee does 
not return to work after the expiration of any unpaid FMLA leave, the employee may be 
required to reimburse the Town for payment of health insurance premiums during the 
family leave, unless the employee does not return because of the presence of a serious 
health condition which prevents the employee from performing his/her job or 
circumstances beyond the control of the employee.  
 
During FMLA leave, the employee shall not accrue employment benefits, such as vacation 
pay, sick pay, pension, etc. Employment benefits accrued by the employee up to the day 
on which the family leave of absence begins will not be lost.  
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The Town may require an employee on FMLA leave to report periodically on his/her status 
and the intention of the employee to return to work, and also periodic recertification of the 
medical condition. An employee taking leave due to the employee's serious health 
condition is required to obtain certification that the employee is able to resume work prior 
to the return from any FMLA leave. Employees with chronic or continuing health issues 
may be required to provide recertification every six (6) months.  
 
Employees who return to work from FMLA leave within or on the business day following 
the expiration of the ten/twelve/twenty-six (10/12/26) weeks are entitled to return to their 
job or an equivalent position without loss of benefits or pay.  
 
Upon returning to work from a FMLA leave within or on the business day following the 
expiration of the (10/12/26 weeks, up to two vacation days may be taken during the next 
90 days.  
 
Applications for FMLA leave must be submitted in writing and signed by the employee's 
immediate supervisor. Applications should be submitted at least thirty (30) days before the 
leave is to commence or as soon as possible if thirty (30) days’ notice is not possible. All 
necessary forms are available from the Town Manager or his designee. Appropriate forms 
must be submitted to the Town Manager and/or his designee to initiate a family leave and 
to return the employee to active status.  
 
Each employee taking leave that meets the requirements for FMLA leave will be provided 
the "Response to Your Request for Leave" form. Other forms relating to FMLA leave can 
be obtained from the Town office.  
 



Page 149www.raymondmaine.org

  
 Town of Raymond, Maine – Infectious Disease Policy   1 of 4  

APPENDIX B 
INFECTIOUS DISEASE POLICY 

 
A. Purpose  

  
This is to establish the policy of the Town for managing infectious disease issues as they 
relate to employees and/or prospective employees including but not limited to the 
following diseases: AIDS, Chickenpox, Hepatitis A, Hepatitis B, Impetigo, Measles, 
Mumps, Pertussis, and Parasitic Infestations.  Any employee or volunteer who could or 
does come into contact with bodily fluids while performing their job as a Town employee 
or volunteer, should immediately reference the Town Exposure Control Plan.  Copies of 
the Exposure Control Plan are available in the Town Manager’s office, as well as in the 
Police, Fire/Rescue, Public Works and Community Services Departments.  

  
B. Policy  
  

1. It is the policy of the Town to assure to the extent possible a safe and beautiful work 
environment.  
  

2. It is also the policy of the Town to ensure full compliance with state, federal, and 
local requirements dealing with infectious diseases.  
  

3. Town procedures shall comply with the Center for Disease Control 
recommendations for specific infectious diseases.  These recommendations will be 
available through the employee’s Department Head.  
  

4. It is the obligation of all Town employees to take all reasonable precautions to 
protect themselves, co-workers, clients and the public from infectious diseases.  
  

5. The Town shall make available to all employees and volunteers who have 
occupational exposure the Hepatitis B vaccination series and post-exposure 
evaluation and follow-up.  Please reference the Town Exposure Control Plan for 
detailed information on necessary procedure to follow.  
  

C. Procedures  
  
1. The Town will not discriminate against employees and or prospective employees 

with infectious diseases who are otherwise qualified to perform their job functions 
with reasonable accommodation.  Employees with infectious diseases will be 
treated under existing policies, state, federal, and local requirements, and collective 
bargaining agreements.  
  

2. Where allowed by law, the Town retains the right to test employees for infectious 
diseases.  
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3. The Town must maintain confidentiality regarding an employee’s health status, and 

does not have a duty to inform other individuals or organizations unless required 
by law.  
  

4. Upon medical confirmation of an infectious disease that may be a threat to the 
public health, the affected employee has the responsibility to notify the Town’s 
Personnel Administrator, and to carry out his or her assigned duties if reasonable 
accommodations can be made.  
  

5. Upon notification by an employee that an infectious disease has been confirmed 
and is a threat to the public health, the Personnel Administrator will:  
  

a. Secure, if possible, all appropriate releases for information from the 
employee and notify those individuals for whom those releases have 
been acquired.  

  
b. Assist in the identification of reasonable accommodations to be made, 

if any.  
  
c. Assist individual departments, if necessary, in complying with this 

policy.  
  
d. Then Town will treat all occupational infectious disease injuries or 

illnesses according to state law.  
  

6. The Town will provide appropriate education opportunities and current 
informational material on infectious disease issues, including prevention, 
protection, control measures, and treatment practices.  
  

7. Individual departments have the right to develop protocols regarding infectious 
disease control provided that those protocols conform to this policy.  
  

8. An employee cannot refuse to carry out his or her assigned duties when dealing 
with a co-worker or a member of the public with an infectious disease unless that 
individual makes a threat of harm to the employee.  Failure to adhere to this 
procedure will result in disciplinary action.  
  

D. Accidental Needle Stick Procedure  
  
Police, fire, rescue and solid waste personnel have the highest risk of exposure to 
needles and syringes.  Exposure to a used, contaminated needle places an employee 
at risk for contracting an infectious disease.  In the event of an accidental puncture 
with a contaminated needle, the procedure is as follows:  
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1. Wash the puncture site thoroughly with soap/disinfectant and water.  

  
2. Report the incident to your supervisor.  

  
3. Police, fire or rescue personnel must notify the medical facility receiving the patient 

of the incident.  
  

4. Complete Incident and/or Workers Compensation forms.  
  

5. Establish your potential exposure risk to infectious diseases.  
  

6. Notify your Department Head to establish your:  
  

a) Tetanus status,  
b) Hepatitis B status, and   
c) HIV exposure.  
  

7. Seek further medical attention if necessary.  
  
E. Procedure for Exposure to AIDS Infection  

  
If a Town employee is exposed to the blood or body-fluid of a known or highly 
suspected AIDS infected person:  

  
1. Wash the exposed areas thoroughly with soap and water.  Clean any spills with one 

(1) part bleach to ten (10) parts water solution.  
  

2. Report the incident to your supervisor.  
  

3. Complete the Incident and Workers Compensation forms.  
  

4. Notify your Department Head as soon as possible to schedule an appointment for a 
voluntary blood test.  
  

5. The blood test will be drawn within two weeks of the incident, six months later, 
and nine months later.  The blood test is sent to the Maine Public Health Division 
in Augusta.  Results are received approximately one week later.  You will be 
notified of the test results.  
  

6. If all three specimens are negative, you are considered not to be infected.  
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7. Counseling occurs with each visit or when requested, and is also 
available to family members and co-workers.  

  
8. Emotional counseling is available through a counselor of the 

employee’s choice and to be provided by the Town.  
  

9. Strict confidence will be maintained in all incidents unless appropriate 
medical and/or information releases have been obtained.  
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