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ARTICLE | - PREAMBLE

A. The Select Board 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 Select Board. 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 Select Board, 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.

D. The information contained in this policy manual applies to all employees of the
Town of Raymond not covered by a collective bargaining agreement. It also
applies to all Town unionized employees to the extent any applicable collective
bargaining agreement is silent on any of the provisions set forth in this manual
and in exercise of the Town's management rights under those agreement(s).
To the extent that any of the policies directly conflict with provisions in an
applicable collective bargaining agreement, the terms in the collective
bargaining agreement shall take precedence.

ARTICLE Il - DEFINITIONS

Domestic Partner — pursuant to 1 MRSA §72 Words and phrases: "Domestic
partner" means one of 2 unmarried adults who are domiciled together under long-
term arrangements that evidence a commitment to remain responsible indefinitely
for each other's welfare.

Immediate Family - includes the following: mother, mother-in-law, father, father-
in-law, wife, husband, domestic partner, son, daughter, brother, brother-in-law,
sister, sister-in-law, grandfather, grandmother, grandchild, guardian, stepchildren,
domestic partner’s children, or surrogate parents.
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ARTICLE Ill- 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 Select
Board.

C. Allapplicants 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 employment at any time, with or
without notice or cause. Similarly, The Town of Raymond may terminate
the employment relationship at any time, with cause.

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

F. ltis 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.

G. All employees are considered probationary for the first six (6) months of

employment. The probationary period shall be considered an extension of the
selection process. Probationary employees may be removed at any time
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during the probationary period without notice or cause and without right to file
a grievance.

H. Prior to the completion of the probationary period, the employee will receive a
formal written evaluation from his/her immediate supervisor and/or the Town
Manager. A favorable evaluation will result in the employee being transferred
to permanent status. An employee is not transferred to permanent status
unless or until a formal written evaluation of satisfactory performance is
received.

|. 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 IV- 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,
pregnancy, familial status, 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 V - 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 32 and 42 hours per week and will be
subjected to additional hours on an as-needed basis. Full-time employees are
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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.

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 Select Board but are not considered
employees for purposes of compensation or benefits.

G. Other Classifications: The Town (through its Select Board 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 Select Board 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.
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H. Job Descriptions: From time to time the Town Manager (and/or Select Board
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.

|. Organization and Status of Municipal Employees: Appended hereto as
Appendix C and made a part hereof by reference.

ARTICLE VI - 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 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.
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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 Select Board. 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.
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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, 1 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 VII - 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.

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

¢ Payroll Policy — All employees will be responsible for submitting a bi-
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 or his/her designee.
This policy does not apply to Public Works, and seasonal employees,
who are required to provide signed timesheets on the Town's
standard timesheet form. 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.
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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.

e 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. There is an expectation that exempt
employees will be at work during open office hours for Town Office Staff, except
for the late hours on Tuesdays.

D. Employees not exempt from the Fair Labor Standards Act (FLSA) 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,
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.
In accordance with FLSA, temporary summer Recreation employees are
exempt from overtime.

E. Compensatory Time: Under certain prescribed conditions, employees of State
and Local government agencies may receive compensatory time off for
overtime hours worked (as defined as hours over 40 hours per week), 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 which will be scheduled, like
vacation time, at such time or times as shall be mutually agreeable to the
employees and their supervisors. During periods of slow or low work the Town
reserves the right to require employees to use compensatory time.
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F. Regular Work Hours: Due to the wide variety of services provided by the Town,
hours per week between departments and employees 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.

G. Storm Closing Policy: It is the general policy of the Town for the Town Office
and all other municipal offices to remain open for business except during
extreme weather events. During an extreme weather event, the Town Office
may be closed under the following process:

The Town Manager is the person charged with making a determination about
closing the Town Office. In general, the Town Manager will attempt to make
this decision before 6:00am on the morning of a storm. The Town Manager will
call the Town Clerk who will begin the process to post the actions that affect
any business hours closing or delay of opening on the Town’'s website,
Facebook page, electronic sign, WCSH 6 and WGME 13. Also, employees will
receive either a text message or a phone call (for those without the means to
text).

All full-time and regular part-time Town Office employees scheduled to work on
a day when the Town Office is closed due to storm will receive their regular pay
for that day. If the Town Office is closed early or has a delayed start, all full-
time and regular part-time Town Office employees will be paid for the hours
they were scheduled during the closure. Exceptions to this are when an
employee:

¢ Is outdue to a previously scheduled vacation or personal time;

e Has called out sick prior to the Town Office being closed; or

¢ Chooses to go home prior to the Town Office being closed.

In the case of these exceptions the employees will use their vacation or accrued
time to cover the time off.

Closing the Town Office will be the exception rather than the rule. Except for
extreme weather events, the Town Office will remain open. However, if a Town
Office employee believes it is unsafe for them to drive to work or to remain at
work, the Town Manager will permit that person to stay home or go home. This
is an allowable reason for not being at work and employees may use vacation
or comp accrued time for these instances.
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H. Breaks: Non-exempt employees are entitled and required to take a 30-minute
meal break every workday and may not in any case work more than 6 hours
without taking such break. If you would prefer not to use your 30-minute meal
break, you may be asked to sign a written waiver acknowledging that you are
entitled to this meal break, but you have elected not to use it. It is your
responsibility to accurately record all time actually worked. Lunch breaks are
unpaid if extended time away from your job. Employees will need to adjust
their timecard to reflect the time away.

| Lactation Breaks: Pursuant to 26 MRSA §601, in addition to the breaks required
by law, the Town will provide adequate unpaid break time or permit an
employee to use paid break time or mealtime each day to express breast milk
for a nursing child. The Town will make reasonable efforts to provide a clean
room or other location, other than a bathroom, where an employee may
express breast milk in privacy. The Town will not discriminate in any way
against an employee who chooses to express breast milk in the workplace.

ARTICLE VIIl - 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 IX - HOLIDAY

A. Subject to these rules, the following holidays shall be paid holidays for full-time
Town employees:

New Year's Day;

Martin Luther King's Birthday;

Presidents’ Day;

Patriots’ Day;

Memorial Day;

Juneteenth;

July Fourth;

Labor Day;

. Indigenous People’s Day;

10.Veterans Day;

11. Thanksgiving Day;

P e el En N i on I e
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12. The day after Thanksgiving Day;
13. Christmas; and
14.0ne personal holiday.

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

C. For employees who work any variation of a Monday thru Friday regular
schedule, any legal holiday falling on a Saturday is observed on the preceding
Friday. Any legal holiday falling on a Sunday is observed on the following
Monday, following the State of Maine’s posted Holiday Schedule.

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 half pay for time
actually worked plus the applicable holiday pay. [f 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.

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 in Article X.

ARTICLE X - VACATION
Beginning January 1, 2025, vacation time will be allotted as described below.

The transition from the accrual of hours to allotment will be as follows:
e Employees will be allowed to carry forward up to 2 weeks based on regularly
scheduled hours per week (up to 80 hours).
¢ Employees with more accrued hours than 2 weeks will receive pay for the
remaining hours based on payrate as of January 1, 2025. If the payout is
more than $1,000 to an employee, then the amount due will be split into 2
separate checks: one in January 2025 and one in July 2025.

Vacation privileges are available to full-time and regular part-time employees
subject to the following conditions:
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A. Each full-time employee shall be allotted vacation with pay on January 15t each
year of employment based on the employee’s regularly scheduled hours per
week:

Date Initially Hired — 2 weeks prorated by month

First January — 2 weeks

After 2 years — 3 weeks

After 5 years — 4 weeks

After 15 years — 5 weeks

HL e b N

B. Vacation leave shall be allotted from the date of hire; however, employees shall
not use vacation benefits until they have completed their first 6 months of
employment, unless negotiated during the hiring process.

C. Each regular part-time employee shall be allotted vacation with pay on the
same basis as full-time employees above with the hours prorated to their
regular schedule.

D. 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.

E. Vacation time will be paid to employees upon retiring, resigning voluntarily and
leaving in good standing, or through other means of separation in good
standing, or to a beneficiary or estate upon death.

F. Vacation time will not be approved for periods of more than two weeks, except
with approval by the Town Manager.

G. 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.

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

I. 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.

J. An employee may cash out a maximum of 40 hours of vacation time annually

with an approved written request which can be in the form of an email and
signed by the Town Manager, submitted by November 15 each year.
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K. At the end of each calendar year, an employee can carry over to the next year
vacation time not to exceed 2 weeks based on the employee’s regularly
scheduled hours (up to 80 hours). Any extension beyond this amount shall be
approved by the department head and the Town Manager. As the Town
believes it is in the best interest of both the Town and employees for vacation
time to be taken each year, no extension may be granted by the department
head and the Town Manager unless a specific use of the additional
accumulated time has been identified. Any unused vacation time over the 80
hours (or any extension granted) shall be forfeited.

ARTICLE XI - SICK LEAVE

A. Sick leave may be used for personal iliness 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
workday, not to exceed 8 hours, for each full calendar month of service to a
maximum of sixty (60) working days or up to 480 hours. If an employee
accumulates 480 hours, the accrual will stop until sick leave is used (NOTE:
Beginning January 1, 2025, any employee with more than 480 hours of sick
leave will be grandfathered and will not accrue more sick leave until the total is
less than 480). 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
I5th day of the month.

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

D. The employee must work at least half of their regular scheduled time 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, unless there is a known illness
that requires more time off following CDC recommendations.

F. After using three successive days of sick leave, the employee shall furnish the
Town with a certificate from his/her attending physician.
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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.

H. Sick leave shall under no circumstances be bought back.

I. The department head shall be notified of an employee’s sick leave absence as
close to the start of the work shift as possible.

J. Employees shall be expected to call on each day of absence unless there are
extenuating circumstances. Failure to report shall be justification for disallowing
sick leave for that day.

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

L. 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.

M. 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 co-worker. The
employee must maintain a minimum of 80 hours of sick leave before they can
donate. The sick leave bank will be overseen by the Town Manager and HR
Director.

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

ARTICLE XIl — MAINE EARNED PAID LEAVE

Employees may use up to forty (40) hours of accrued sick leave each calendar
year for the purposes set forth in the Maine Earned Paid Leave (EPL) Act. New
employees cannot use sick leave for EPL purposes until they have been employed
by the Town for at least 120 days. Employees must give at least 30 days advance
written notice of any EPL leave request, unless the leave is used for emergency
reasons, and in all cases must be approved by the Town Manager. Employees
must designate the purpose or reason for the EPL leave request, such as vacation,
personal, sick, bereavement, etc. and abide by the terms of this Personnel Policy
for any such leave request. (Pursuant to 26 MRSA §636 — Earned Paid Leave).
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ARTICLE XIlIl - LEAVES OF ABSENCE
A. BEREAVEMENT LEAVE.

An employee may be excused from work for up to five (5) calendar days
(equivalent to 1 work week) because of death of a spouse/domestic partner,
child or parent; and three (3) calendar days because of death in the immediate
family as defined 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 brothers,
sisters, mother-in-law, father-in-law, grandfather, grandmother, and
grandchildren.

One (1) workday 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 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.
Maine Paid Family and Medical Leave (PFML): The Maine Paid Family and
Medical Leave (PFML) law rules and payroll withholdings will begin on

January 1, 2025. The contribution per employee is 1.0% of an individual's
wages, split equally between the employee and the Town. Benefits are
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scheduled to become available on May 1, 2026. Employee eligibility and
benefits shall be as provided under the law.

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. Ifyourleave 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.

ARTICLE XIV - 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. The Town shall pay
an employee called for jury duty the difference between his/her regular
compensation for the duration of the employee’s service and any pay received
from the court for juror's pay. Employees must provide records of the jury pay and
mileage be to the Town so that this payment may be made promptly.
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ARTICLE XV - ARMED FORCES AND NATIONAL GUARD DUTY

The Town shall pay to any full-time employee his/her regular pay during any annual
activity requirement not to exceed two weeks total per year. A copy of the “orders’
must be provided to the Human Resource Director demonstrating the employee is
being called to Active Duty.

ARTICLE XVI - RETIREMENT

At the June 11, 2024, Town Meeting the Town voted:

khkkkkkkkkkhkkhhkhkkrhkhkhhihhk

ARTICLE 25: Referendum Question W: To see if the Town of Raymond will vote
to change its plan with the Maine Public Employees Retirement System |
(MainePERS) to add coverage for full-time, non-union employees effective
September 1, 2024, and:

a) To offer Regular Plan AC to its regular, full-time, non-union employees who
are paid at least 1,664 hours per year between paid vacation, paid holiday,
and paid sick time effective September 1, 2024; and

b) To continue to offer Special Plan 3C to its regular, full-time firefighters and
emergency medical services employees who are paid at least 2,080 hours
per year between paid vacation, paid holiday, and paid sick time; and

c) To exclude all other employees, including all other elected/appointed
officials, from participating in MainePERS; and

d) To allow its newly eligible employees who are currently employed by the
Town on September 1, 2024, who elect to join MainePERS on September
1, 2024, the option to purchase prior service upon the employee’s full
payment of all associated costs. The Town will not participate in the
purchase of prior service and so employees who wish to purchase prior
service are responsible for paying the full liability associated with this
service; and

e) To authorize the Town Manager or the Select Board Chair to sign the
amended agreement between the Town and the Maine Public Employees
Retirement System.

khkkkhkkkhkhkkhkkkhhkkhhhrhrhhkird

Eligible employees were given the choice of changing to the MainePERS
retirement OR continuing to participate in the Town’s retirement 457K plan (if they
had elected to do so).
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A. All'town employees will participate in and contribute to Social Security.

B. All employees who do not choose to participate in MainePERS will be eligible
to participate in the Town's matching 457K retirement plan. Full-time
employees’ contribution will be matched by the Town based on the following

table:
Years of Employment Employer Match of Gross Wages
0 — 6 months 0%
6 months — year 4 5%
After year 5 7% (maximum rate)

C. Beginning January 1, 2025, all newly hired employees will have a one-time
choice whether or not to participate in MainePERS. Any who chooses not to
participate in MainePERS will be eligible to participate in the Town'’s matching
457K retirement plan as outlined.

D. Any employees who participate in MainePERS may request to have some of
their automatic deposit added to the Town’s 457K plan with no matching funds
from the Town of Raymond.

ARTICLE XVII - 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 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 XVIII - HEALTH, DENTAL AND LIFE INSURANCE
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Employees will be eligible to participate in the Town’s health, dental, short-term
disability, long-term disability, and life group insurance programs. The Town will
pay 100% of the cost of individual health insurance and the short-term disability
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 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.

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 XIX- 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.

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.
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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, with or 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 uniil such time as the Town Manager is
satisfied that the recurrence of such breach is unlikely. Suspension is
different from administrative leave with pay pending investigation, which
is not disciplinary in nature. The Town reserves the right to place
employees who are accused of misconduct on administrative leave with
pay pending the outcome of the investigation.

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 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
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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. 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 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

Town of Ravmond — Personnel Policy 25 Revised January 14, 2025



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 XX- 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 XXI - 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 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 XXII - SOCIAL MEDIA

The Town recognizes that social media can be a valuable way to market its
business. Social media consist of websites like Facebook, Twitter, Instagram,
LinkedIn, Snapchat, Reddit, TikTok, blogs, or any other site where one posts or
communicates information in a public or quasi-public Internet forum.

The Town’s own social media presence is the responsibility of the Town Manager,
who may ask certain employees to assist in creating or maintaining the Town's
social media profiles. An employee may act on behalf of the Town in the social
media context only with express authorization from Town Manager. Any and all
content created for the Town social media accounts and the accounts themselves
are property of the Town. the Town has ultimate discretion over the content posted
on its social media accounts and may remove or alter content at any time. This
policy also applies to the Town’s website.
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The Town understands that employees are free to create and maintain personal
social media profiles during non-work hours and on non-work equipment.
Employees generally may not use social media websites on Town information
systems or during work time unless authorized to do so by a supervisor. Any
employee found to be in violation of these rules may be subject to disciplinary
action.

Town employees are prohibited in making social media posts on the towns or their
personal social media sites that may be considered inappropriate or derogatory to
the town.

ARTICLE XXIIl - RESIGNATION

A. Sufficient- notice: To resign in good standing, employees must submit
resignations in writing at least ten (10) working days, equivalent to 2 work
weeks, 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
allotted vacation pay and prorated sick pay, as provided in Article X of this
Policy.

ARTICLE XXIV - 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 XXV - DRUGS AND ALCOHOL IN THE WORKPLACE

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 not
permitted to use, sell, transfer, possess, or be under the influence of alcohol or
drugs while on the Town's premises, on work duty, and on breaks.
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The Town recognizes that there are state laws that decriminalize the use of
marijuana for recreational and medical purposes. However, marijuana is still an
illegal substance under federal law. Employees are not permitted to use, sell,
transfer, possess, or be under the influence of marijuana in any form, or to be
under the influence of marijuana, while on the Town property, on work duty, and
on breaks. An employee may be presumed to be under the influence of marijuana
if they have ingested marijuana in any form within two hours of starting work.
Furthermore, employees must ensure that their persons and effects do not emit
the odor of marijuana (or any other illegal drug or alcohol) in the workplace.

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.

The legal use of prescribed drugs is permitted on the job only if it does not impair
an employee’s ability to perform the essential functions of the job effectively and
in a safe manner that does not endanger other individuals in the workplace. If any
medication may reasonably impair an employee in the performance of their duties,
they should contact the Human Resources Director. Operating a Town-owned
vehicle or personal vehicle for Town purposes under the influence of alcohol or
drugs is a serious offense and will be grounds for termination.

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.

A. 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 XXVI - PROHIBITION OF HARASSMENT, DISCRIMINATION, AND
RETALIATION

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
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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
discrimination or 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.

The Town also prohibits unlawful retaliation against any employee. Forms of
retaliation may include termination, threats, or discipline, other forms of reprisal,
intimidation, or discrimination against an employee due to that person’s
participation in activities protected by law and including whistleblowing or taking
legally protected leave time.

Employees are always encouraged to bring such concerns to the attention of the
Town. Any employee that believes they have been the target of retaliation should
report that to the Town pursuant to the Internal Complaint Procedures set forth
below.

A complaint alleging discrimination, retaliation, or 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 calendar 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 XXVII - 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 any
harassment. The Town of Raymond will not accept any form of physical, verbal,
actions that can create a hostile work environment or 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
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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.

Examples of sexual harassment include but are not limited to 1) repeated
unwelcome sexual flirtations, advances, or propositions; 2) slurs, jokes, or other
language that is sexually oriented; 3) graphic or sexually degrading comments
about an individual or his or her appearance; 4) the display of sexually suggestive
objects or pictures; and 5) offensive physical contact. The Town will not tolerate
any form of sexual harassment, regardless of whether it is:

e Verbal (for example, epithets, derogatory statements, slurs, sexually related
comments or jokes, unwelcome sexual advances, or requests for sexual
favors);

+ Physical (for example, assault or inappropriate physical contact);

o Visual (for example, displaying sexually suggestive posters cartoons or
drawings, sending inappropriate adult-themed gifts, leering, or making
sexual gestures); or

« Online (for example, derogatory statements or sexually suggestive postings
in any social media platform including Facebook, Twitter, Instagram,
Snapchat, etc.).

This list is illustrative only, and not exhaustive.

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.
Note that the conduct described need not occur at work in order to be considered
harassment. Even conduct or conversations that take place “off hours” may
implicate this policy. Sexual harassment is not permitted regardless of where it
occurs if it contributes to a hostile or offensive work environment. Communications
that take place via electronic media can constitute or contribute to harassment.
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Sexual harassment can be perpetrated by a man or a woman and can occur
between members of the same sex.

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, Human Resources, or any member
of the Select Board. Any employee who feels that he/she is the victim of sexual
harassment initiated by their supervisor should immediately report the matter to
the Town Manager or Human Resources. Any employee who feels that he/she is
the victim of sexual harassment initiated by the Town Manager should immediately
report the matter to the Chair of the Select Board. (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 Select Board. 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. Any employee that believes they have
been the target of harassment, including sexual harassment, must report that to
the Town pursuant to the Internal Complaint Procedures set forth below.
Employees may also report illegal harassment, including sexual harassment, to:

Maine Human Rights Commission
51 State House Station

Augusta, ME 04330

(207) 624-6290

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
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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 XXVIII - WORKPLACE SAFETY

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.
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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 XXIX — SAFETY & USE OF TOWN-OWNED VEHICLES

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. It is mandatory that
all employees wear the appropriate protective clothing and equipment as listed
below based on their position within the Town. The list provided is to outline
some examples and is not exclusive of what may be considered appropriate
protective clothing and equipment: steel toe boots, eye and ear protection,
head protection, seat belts as required by State of Maine law, and reflective
safety vests.

B. Smoking Policy

Smoking, including the use of electronic cigarettes (vaping), 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
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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 eempany-Town business, must pull over to the side of the road
when it is safe to do so before using a cellular telephone for any
purpose or use an approved hands-free device as required by Maine
law.

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.

D. 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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E. Use of Town-Owned Vehicles

Certain positions require employee access to Town Owned Vehicles, either
during a work shift or on a 24-hour on-call basis. Town employees classified as
“Emergency Personnel” or who that may be called in for “Public Safety” work
related to ensuring the roads are free and clear of debris and properly
maintained in the winter months and Town-owned vehicles identified as “Fire”
“Police” or “Public Works” are considered Qualified Nonpersonal Use Vehicles.
Use of a “Qualified Non-Personal Use Vehicle”, as defined by the Internal
Revenue Code, is not a taxable fringe benefit and does not impact the
employee’s income.

In certain other circumstances, employees may be assigned a Town-owned
vehicle and required to commute and use the Town-owned vehicle for official
Town business in the course of their employment. These Town-owned vehicle
assignments will be based on the following considerations:

1) Requirements of the job

2) Productivity

3) Availability of Town Owned Vehicles

4) Cost to the Town

For an employee to be assigned a Town-owned vehicle, the employee must
possess a valid Maine driver’s license and maintain a safe driving history. Town
vehicle assignments are not permanent and will be reviewed annually by the
Department Heads and the Town Manager.

Town employees who are assigned a Town-owned vehicle are prohibited from
using the vehicle for personal use, other than commuting and de minimis
personal use (i.e. stopping on the way to or from work to run an errand). The
Finance Director will maintain a list of employees assigned a Town-owned
vehicle and whether the vehicle is a Qualified Nonpersonal Use Vehicle.

Except for Qualified Nonpersonal Use vehicles defined above, a $1.50 per one-
way commute (home to work or work to home) shall be includable in the
employee's taxable gross income for any Town employee commuting to or from
work in a Town-owned vehicle.

The applicable charges will be calculated on a per-pay period basis. Unless
the employee demonstrates otherwise, it will be assumed that the employee
commuted both to and from work on any given day. This will also be applicable
to partial days worked, therefore; $3.00 per day will be included in the
employee’s taxable gross wages based on the number of days worked in the
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prior pay period to include partial days worked. It is also expected that for a
scheduled vacation or known qualified event to take sick time exceeding a day,
the Town-owned vehicle will remain on site and not at the employee’s home.

Except for a Town employee's use of qualified non-personal use vehicle, all
employees of the town shall not use or permit the use of a Town-owned vehicle
for any purpose other than official town business or de minimis personal use.

ARTICLE XXX — 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,
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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.

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 XXXI — TRAINING

All town employees will be required to occasionally take trainings as recommended
for their positions and as directed by Maine Department of Labor. Some training
will be mandatory and maybe assigned a deadline to complete. The cost of
training required for employees will be paid for by the Town. Employees who do
not complete mandated training may be subjected to disciplinary actions and it will
reflect in merit pay raise decisions.

ARTICLE XXXII - INFECTIOUS DISEASE POLICY

SEE APPENDIX B

ARTICLE XXXIIl - 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
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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 Select Board. 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.

SELECT BOARD APPROVAL

Town of Raymond Personnel Policy updated and approved this 14" day of January 2025,
by the Raymond Select Board:

S es— \juuy qu(l\(

- ’olf Olsen, Chair Teresa Sadak, Vice Chair
=1 > -
D — %/&/
Perek Ray—~= Samuét Giffold g

/_. o / /éw’

Denis Morse
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EMPLOYEE ACKNOWLEDGEMENT

| acknowledge that | have received a copy of the Town of Raymond Personnel
Policy. | have read the policy and agree to follow the policy.

I am aware that if, at any time, | have questions regarding Town policies | should
direct them to my Department Head or the Town Manager. | understand it is my
obligation to ask questions and obtain clarification before acting if | have any
questions as to the scope and applicability of these policies.

! 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 | agree that | shall abide by its
provisions.

[ 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 | 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;

9. "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
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reasons:

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,
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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;

* 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:
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. 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 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.
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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.

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.
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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.

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

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.

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.

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.

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

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.
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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:

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.
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5. Establish your potential exposure risk to infectious diseases.

6. Notify your Department Head to establish your:

Ts

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

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:

ik

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

Report the incident to your supervisor.
Complete the Incident and Workers Compensation forms.

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

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.

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

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

Emotional counseling is available through a counselor of the employee’s choice and to
be provided by the Town.

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