Personnel Policies
Highway Department
Town of Corinth, Vermont

Section 1: Titleand Authority

This policy shall be known as the Town of Corinighway departmenpersonnel policy. It has been adopted
by the Town of Corinth Board of Selectmen pursdar##4 V.S.A. 88 1121 and 1122.

This personnel policy does not constitute a cohwaemployment. Employment with the Town of Coning at
will and not for any definite period or succession ofguks of time. The Town or the employee may tern@na
employment at any time, with or without notice. TB@ard of Selectmen reserves the right to amendathe
provisions of this personnel policy for any reason at any time, with or without notice.

This personnel policy will be administered by theaBl of Selectmen or its authorized representative.
Section 2: Persons Covered

This personnel policy applies to all highway empley of the Town of Corinth. Persons who provideTinvn
with services on a contract basis are not coveyedtlib policy.

For purposes of this policy, a full-time employsean employee who works at least 40 hours per week
regular and continuing basis. A part-time emplogegn employee who works fewer than 24 hours pekves

a regular and continuing basis. A temporary engsol one who is hired for a period of limited pesific
duration. Both part-time and temporary employeesstnstay within the work hour limits imposed by the
Vermont Municipal Employee Retirement System (VMBRS regularly working less than 24 hours a week
and less than 1,040 hours a year.

All Town of Corinth highway job applicants shallroplete an approved job application form for inotunsin
their personnel file.

All prospective highway employees will be requitedhave a physical examination before employmedtan
certificate signed by their physician will be fomdad to the Board of Selectmen, to be filed inrtipeirsonnel
file, stating their ability to perform the taskgjugred.

Section 3: Equal Employment Opportunity

The policy of the Town of Corinth is to provide edjwpportunity to all employees and applicants wath
regard to race, color, religion, sex, sexual oaéinoh, age, nationality origin, marital status, afisity,

veteran’s status or any other category under |state or Federal law.

Section 4. Probationary Period

All new full-time employees will be required to cphate a six-month probationary period. The purpafsthis

probationary period is to determine whether the leyge is suited for the job. During the probatigngeriod,
the employee will receive all employee benefits imaty be terminated at any time at the sole disovetf the



Town. Notwithstanding any other provision of thislipy, an employee terminated during the probatipna
period will have no right to appeal such terminatio

Section 5: Conduct of Employees

All employees are considered representatives offtiven and as such are expected to conduct thensselwae
courteous, helpful and respectful manner in theegractions with the public and other employees.

All employees are expected to faithfully execute thuties and responsibilities of their positiorthe best of
their ability and in compliance with the provisiooisthis personnel policy.

Section 6: Hours of Service & Payroll

All employees are expected to be in attendancenguegular work hours. Employees who plan to besiatbs
from work must arrange with their supervisor in agee. An employee absent due to emergency or slines
should inform his supervisor by the beginning & $theduled work time.

The regular winter work week is Monday through Byideight (8) hours a day. The regular summer work
week is Monday through Thursday, ten (10) hour dd&sgular work hours will be determined by the
supervisor in consultation with the Road Commissraand Board of Selectmen. Regular work hours neay b
changed and employees may be expected to worki@ulihours that may exceed forty (40) hours invemy
week, as circumstances require.

There are 52 regular pay periods in a year. ThenTafrCorinth’s pay period commences on Sunday auus$ e
on Saturday. Time sheets must be completed arskmed to the immediate supervisor for signatuea th
forwarded to the Town Treasurer for payment atehé of each pay period. Payday normally occurshen
following Tuesday. There will be no advance orediefd payments in payroll.

Allowable payroll deductions are:
Federal Withholding Taxes
State Withholding Taxes
Social Security and Medicare
Health Insurance
Eye Care Insurance
Retirement Plan
Child Support

Compensation Rate
Straight time (regular pay) ....appointed or di&thbd hourly rate (example $10.00/hour)

Oovertime ..., currentagght time rate x 1.5 (example $10.00 x 1.5 = $0$0ur) for
actual time worked over 40 hours in a week
Holiday pay ......cccooveeeeeiiiinnnne. currentagght time rate for non-worked hours (example $QM6ur) or

double-time rate for hours actually worked on tldiday date(s) the Town
has established to observe for that year (example.0®/hour x 2 =
$20.00/hour)

Leave pay .....ccccceceeeeeniieeeeeeennn, currendaigtht time rate (example $10.00/hour)



Section 7: Gratuitiesand Gifts

Employees may not directly or indirectly ask, deohaxact, solicit, accept or receive a gift, grigtLact or
promise beneficial to that individual, or anothehich could influence any action or inaction asates with
their official duties on behalf of the Town, or ate the appearance of impropriety in connectioh aaty
actions or inactions associated with their offidaties on behalf of the town.

Section 8: Outside Employment
The primary occupation of all full-time employedsal be with the Town. Employees may not engagann

outside business activities during their normal kiy hours. Employees are prohibited from undengki
outside employment that interferes with their j@sfprmance or constitutes a conflict of interest.

Section 9: Alcohol and Drug Use

Reporting to work or working under the influenceadéohol or drugs is strictly prohibited, unless tifrug is
prescribed and used in the manner prescribed hylyalidensed physician or dentist. Possessionate ef
illegal drugs during work hours or on town propegyalso strictly prohibited. Such cases will leéerred to
law enforcement authorities and may result in imiageddismissal without appeal.

Section 10: Tobacco Use

In recognition of the hazards that tobacco posdgkddealth of employees, and in accordance with.53A.
88 1421 et seq. and 88 1741 et seq., the Town erelhibits employees’ use of tobacco in any formalil
publicly owned buildings, offices and enclosed aremy outside area where flammable materials r@sept,
and in all Town vehicles.

Section 11: Performance Evaluations

Employees will be subject to annual job performagealuations in such manner as the Board of Setation
its authorized representative deems reasonable.r@hdts of such evaluations will become a parthaf
employee’s personnel file.

Section 12: Personnel Records

Personnel records will be maintained for each epgdoof the highway department. In accordance with
Vermont's Public Records Law, any employee or tmpleyee’s designated representative may inspecboy
his or her personnel file at a mutually agreeaibhe tduring regular office hours. The Town resemesright to
have its representative present at the time s fire examined or copied.

Section 13: Use of Town Equipment

The use of Town equipment or property for persaoisalis strictly prohibited.

Section 14: Use of Town Computer System

Town computer systems are to be used by emplogedld purpose of conducting Town business.
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Employees should have no expectation of privacyandigg anything created, sent or received on Town
computer systems. The Town may monitor any and calnhputer transactions, communications and
transmissions to ensure compliance with this padicg to evaluate the use of its computer systerigiles,
documents, data and other electronic messagesdrea&ceived or stored on Town computer systems are
open to review and regulation by the Town and maguject to the provisions of Vermont’s Public &es
Law.

Employees may not introduce software from any oetsource on the Town’s computer systems without
explicit prior authorization from their supervisdEmployees may be held responsible for any damages
caused by using unauthorized software or virusey ithtroduce into Town computer systems.

Employees who have a confidential password to @caryg of the Town’s operating systems should beawa
that this does not mean the computer system ipdosonal confidential communication, nor does ggast
that the computer system is the property of thasqe

However, employees must recognize that emails seogjved, or stored on the Town computer systams a
subject to Vermont’'s Public Records Law and mayteered by the State of Vermont’s retention schedul
for municipal records.

Section 15: Health Benefits

The Town offers a health insurance program todatailar full-time highway employees and will contrie to
its cost as a benefit for those employees. Pae-tind temporary employees are not eligible tagyaate in
the health insurance program.

The town reserves the right to change insuranagecsyror to add, delete or amend insurance bepefgrams
in its sole discretion. The Town also reservesrigjat to change the amount or percentage of it$rikution to
the cost of any group health insurance program.l&yeps will be provided with advance notice of ahange
in the contribution rate.

For each full-time highway department employee Than of Corinth will pay 100% of a single-persorampl
health insurance premiuand 80% of the difference between the single-pers@mprm and the two-person
plan premium or family plan premium. No cash pagmeill be made in lieu of the health insurancenpitem
benefit. The employee will pay any balance of ghemium via payroll deduction payable a month ixeaxte.
When an employee’s employment terminates, the Taiincover their health insurance benefit to thel e
the month containing their last day of employment.

Section 16: Retirement Plan
The Town of Corinth provides a retirement plan tlgio the Vermont Municipal Employees’ Retirement
System (VMERS) for employees regularly working I#3lurs or more a week or at least 1,040 hours a year

Participation in the VMERSs program is mandatoryReference is made to the literature on said plaa inore
specific enumeration of the details of the plan.

Section 17: Holiday L eave

Full-time employees will receive pay, as indicabedow, for the following holidays:
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New Year’'s Day (January 1)

Town Meeting Day (T Tuesday in March)
Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day (¥ Monday in September)
Veterans’ Day (November 11)

Thanksgiving Day (% Thursday in November)
Christmas Day (December 25)

Employees will receive holiday pay at the emplogeegular rate of pay. In addition, those who worka
scheduled holiday will also receive double-time fa@yactual hours worked.

EXAMPLES:
a. Non-worked holidawill be paid as eight (8) hours x straight timeera
b. 6 hours workedn a holiday will be paid as six (6) hours x dasbime rate plus eight (8) hours
straight time for the holiday
6 hours x $20.00/hour = $120.00 (double tinte)ra
8 hows510.00/hour = 80.0@traight time rate)
14 hours $200.00
c. 10 hours workedn a holiday will be paid as (10) hours x douleet rate plus (8) hours straight
time for the holiday
10 hours x $20.00/hour = $200.00 (double time)rat
8 hoursx $10.00/hour = 80.0@traight time rate)
18 hours $280.00

If Independence Day falls on either a Friday o8&y it shall be observed the preceding Thursddlyother
holidays falling on a Saturday will be observed pheceding Friday. Holidays falling on a Sundagluding
Independence Day, will be observed the followingniday.

Should an employee take leave time that includésven recognized holiday during that time, that daly be
paid as “holiday” time and the remaining days Wwél paid as leave time.

Part-time and temporary employees are not eliddriéoliday pay.
Section 18: Leave Time

The Town of Corinth has adopted a unified leavécgpln which one category of leave — designateapdy as
“leave’— takes the place of separate categoriésavk for vacation, illness, personal time, etc.

Full-time employees will accrue leave at the foliogvrates:

Years of Service Annual Rate of Accrual

1%t and 2%year 2 hours per week (104 hours per year)
3rdthrough &' year 3 hours per week (156 hours per year)
10" and subsequent years 4 hours per week (208 heuyear)

Full-time employees will receive leave pay at thregular rate of pay. Employees may not receiveipdigu
of leave. Part-time and temporary employees areligible for leave time.
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Employees are strongly encouraged to take leavan lEmployee does not use all accrued leave inag ye
unused leave may be carried forward to the nexancir year up to a maximum of one year’s worthaohed
leave time. At no time, therefore, may an empldyaee more than two year’s leave on the books;leaye
earned that exceeds this limit will be lost withoatnpensation (“use or lose”).

An employee who resigns from employment with thevitawill be compensated at the current hourly rate f
unused leave on the books as of the date of tetimmaf employment, provided that the employee giag
least two weeks written notice of the resignation.

In addition to the foregoing, an employee may pland carry indefinitely up to three weeks (120 lspwof
accrued leave in a “medical leave bank” reservedtist for use in the event of a catastrophic oteexled
medical condition that has exhausted all otherlabls leave. Its use requires medical certificatid.eave in
the “bank” will not count against the limit on taenount of leave that can be carried over from jy@sear, but
it will expire without compensation upon terminatiof employment.

[ib1]

Section 19: Short Term Family L eave

In accordance with the Vermont Short Term Familave Law, eligible employees may be entitled to take
unpaid leave not to exceed four hours in any thddy period and not to exceed twenty-four hourgany
twelve month period for the following purposes:

* To participate in preschool or school activittieectly related to the academic educational adearent
of the employee’s child, step-child, foster chibad,ward;

 To attend or accompany the employee’s child dreotfamily member to routine medical or dental
appointments;

 To accompany the employee’s parent, spouse anpan-law to other appointments for professional
services related to their care and well-being; or

* Torespond to a medical emergency of the empleyaenily member.

The Town may require that leave be taken in a minmnof two-hour segments. At the option of the eme&
accrued paid leave may be used. An employee sltelem reasonable attempt to schedule appointments f
which leave may be taken outside of regular workreoAn employee shall provide the Town with thdiest
possible notice of the intent to take short termifaleave, but in no case later than seven dajerédeave is

to be taken, except in the case of an emergency.

Section 20: L eave of Absencewithout Pay

All requests for leaves of absence without payaioy reason other than those covered by Federda® law
must be submitted in writing to the employee’s suiger and must set forth the purpose for whichldave is
requested. All leave requests must be for a defipériod of time, usually not to exceed six (6) thenand
include a specified date of return.

If a leave of absence without pay is granted, tmpleyee may, at the Town’s sole discretion, cordirlue
employee’s group health plan coverage by payingd @ the required premium in accordance the payment
schedule established by the Town. Other employeeflie (e.g. leave, seniority, etc.) will not acerduring

the unpaid leave period.

Section 21: Military Leave



The Town will comply with the requirements of thenitdrmed Services Employment and Reemployment
Rights Act (USERRA), 38 U.S.C. 88 4303 et seq., 2hd/.S.A. 88 491 et seq. Employees who take mylita
leave subject to the provisions of these laws bl granted leave without pay. In this case, thenlof
Corinth will pay the balance between reserve serp@y and the employee’s regular pay, if any, gledithe
affected employee has furnished the Town of Conwith a two week written advance notice of the datkthe
reserve duty and a statement of reserve service Algrnatively, at the option of the employeey gaid leave
accrued prior to the commencement of the militagve may be used with no additional compensatiothio
difference between the reserve service pay andrtipoyee’s regular pay.

Section 22: Jury Leave

The Town of Corinth will reimburse full-time highwa&mployees for their service as jurors or othanttvork-
related witnesses at the rate of $10/hour to a mamxi of $80/day for un-worked time, based on a @geight
(8) hour workday, for physical attendance at therchouse for this civic duty. In accordance with\2S.A. §
499, employees will otherwise be considered insin&ice of the Town for purposes of determining ey,

benefits, credit towards leave, and other rightsjlpges, and benefits of employment.

Section 23: Overtime Compensation

In accordance with the Fair Labor Standards Acg Tlown compensates all Town of Corinth highway
employees at the rate of one and one-half houggapffor each hour actually worked in excess ofyf¢40)
hours in any workweek. The Town does not grant camsptory time for overtime hours worked.

Section 24: Employment Discrimination

Vermont and Federal law prohibit employment disangmion or retaliation based on race, color, religisex,
or national origin, sex or age, or against a quegifndividual with a disability with respect td amployment
practices. Vermont law also prohibits discriminatibased on sexual orientation, ancestry, HIV stadnsl
place of birth. It is also unlawful to retaliatea@igst employees or applicants who have alleged @mpnt
discrimination.

Employees are encouraged to bring any complaimégiab unlawful discrimination to the attention thfe
employee’s supervisor or the Road Commissioner, whbarrange a meeting to discuss the matter. The
meeting will take place as soon as reasonably plesdbut in no case later than seven calendar fltays
receipt of notification. If the meeting fails toquluce a resolution of the matter, the aggrievedypaiy
submit to the supervisor or Road Commissioner &evrj signed complaint within seven additional ndker
days. The supervisor or Road Commissioner will thame an additional fifteen calendar days in which
conduct an investigation and to issue a report vatommendations to the Board of Selectmen. ThedBofa
Selectmen will, within ten calendar days, notifg #ggrieved party of its decision.

Section 25: Sexual Har assment
The Town of Corinth’s Sexual Harassment Policy,med October 11, 1999, is on file in the Town Clerk

Office. All Town of Corinth highway employees asjuired to sign an acknowledgment that they haad r
and understood said policy. A copy of the signgchawledgment will be filed in their personnel file

Section 26: Employee Discipline



The Town of Corinth has adopted a progressive glise process to identify and address highway depant
employee and employment-related problems. The Tewrogressive discipline process applies to anyadind
employee conduct that the Town, in its sole disenetdetermines must be addressed by discipline.

Under the Town’s progressive discipline processemployee may be subject to disciplinary actionfapnd
including termination, for violation of the provigis of this personnel policy and/or failure to nbaim an
acceptable level of performance. The Town may tpkier disciplinary action into consideration when
disciplining or terminating an employee. Violatioosdifferent rules may be treated as repeatechtimis of
the same rule for purposes of progressive dis@plin

Most often, employee conduct that warrants disoglesults from unacceptable behavior, poor pedoie, or
violation of the Town’s policies, practices, or peaures. However, discipline may be imposed fodoohthat
falls outside of those identified areas. The Toveo aeserves the right to impose discipline foraifty conduct
that adversely impacts the legitimate interestdiefTown. The Town reserves the right in its sadermtion to
bypass progressive discipline and to take whatawgon it deems necessary to address the isswdt fihis
means that more or less severe discipline, up darasiuding termination; may be imposed in a giggnation
at the Town'’s sole discretion.

The Town also retains the right to unilaterallyrefiate positions or reduce the work hours of atmsior
positions due to economic conditions, shortage akyworganizational efficiency, and changes in depantal
functions, reorganization or reclassification opions resulting in the elimination of a position for other
related reasons.

Probationary employees are not subject to the Tewrogressive discipline process. Notwithstandimgather
provision of this policy, an employee terminatedinlg the probationary period will have no rightappeal
such termination.

The Town will normally adhere to the following pregsive disciplinary process, but reserves thet righ
bypass any or all steps of progressive disciplitemwit determines, in its sole discretion, thatiakgen from
the process is warranted: (1) verbal warning; (&jten warning; (3) suspension; and (4) termination

Employees are prohibited from engaging in condstdd below and may receive discipline, up to and
including termination, for doing so. This list Hasen established to provide examples of behavatrabuld
warrant a range of disciplinary sanctions. Apprajarievels of discipline may be based on the sigveii
employee conduct. This list is not exhaustive.

» Refusing to do assigned work or failing to caty the reasonable assignments of a superior.

* Being inattentive to duty, including sleepingtbe job.

» Falsifying a time card or other record or givifagse information to anyone whose duty is to makehs
record.

» Being repeatedly or continuously absent or lagng absent without notice or satisfactory reasdeaving
one’s work assignment without appropriate authdiopa

* Conducting oneself in any manner while on townetithat is offensive, abusive or contrary to reabtm
community standards and expectations of public eysas.

* Engaging in any form of harassment including s¢Xarassment.

* Misusing, misappropriating, or willfully neglent Town property, funds, materials, equipment qpes.

* Unlawfully distributing, selling, possessing, mgior being under the influence of alcohol or dragpen on
the job or subject to duty.



* Fighting, engaging in horseplay or acting in angnner which endangers the safety of oneself arsth
This includes acts of violence as well as thre&tsatence.

» Stealing or possessing without authority any popgnt, tools, materials or other property of thevihar
attempting to remove them from the premises withapproval or permission from the appropriate
authority.

* Marking or defacing walls, fixtures, equipmentols, materials or other Town property, or willfull
damaging or destroying property in any way.

*  Willful violation of Town rules or policies.

Section 27: Employee Termination Process

The Town of Corinth has adopted an employment teation process. Most often, employee conduct that
warrants termination results from unacceptable Wehapoor performance, or violation of the Towpslicies,
practices, or procedures. However, termination mesylt from conduct that falls outside of thosenitfeed
areas. The Town need not utilize this terminatioocess but may take whatever action it deems nagess
address the issue at hand.

The Town also retains the right to unilaterallyrehate a position and thus terminate employmemnéduce the
work hours for some or all employees due to econaronditions, shortage of work, organizationaladincy,
changes in departmental functions, reorganizatroredassification of positions resulting in theehation of
a position or for other related reasons. In sumbecthis termination process does not apply. Bderd of
Selectmen may choose to issue two weeks severam@reedmployee terminated under such circumstances.

Probationary employees are not subject to the Tewarmination process. Notwithstanding any othewision
of this policy, an employee terminated during thebationary period will have no right to appeal tsuc
termination.

An employee being considered for termination wal grovided with a written notice. The notice witintain a
brief statement of the reasons termination is beowgidered and the date, time and place of agoneitation
meeting with the employee’s supervisor.

At the pre-termination meeting, the employee wil bfforded an opportunity to present the employee’s
response to the reasons for termination. If theleyee declines to attend the pre-termination mgetihe
employee may submit written response to the praitetion notice not later than the scheduled datthe
meeting.

Within seven days of the date of the meeting, tpgesvisor will provide the employee with a writtantice
informing the employee whether he/she has beeniriated. If the employee has been terminated, thieeno
will provide the general reasons therefore and aldlo inform the employee of the opportunity touest a
post-termination hearing before the Board of Select by giving written notice of such request to the
supervisor within seven days. The employee willifdermed that the employee’s failure to make a tyme
request for a post-termination hearing will resulsuch hearing being waived.

If a request for a post-termination hearing is madtbe Board of Selectmen will provide the employath a
notice informing the employee of the date, timeg @hace of the post-termination hearing before Board.
The notice will inform the employee of his or heght to be represented by counsel, to present amssc
examine witnesses and to offer supporting documamtisevidence. The notice will also inform the eoypk
of his or her right to have the hearing conducteexecutive session in accordance with 1 V.S.AL3 3



At the post-termination hearing, the employee ol afforded the opportunity to address the basis fo
termination by hearing and examining the evidenesented against the employee, cross-examiningessas
and presenting evidence on his/her behalf. The Bo&iSelectmen will make such determinations as bey
necessary in the event of evidentiary objectionglisputes. When the hearing is adjourned, the Baoérd
Selectmen, under the authority granted by 1 VV.8§.813(e), will consider the evidence presentedhénhtearing

in deliberative session.

The Board of Selectmen will render a written demisiithin fourteen days after close of the hearurgess
otherwise agreed upon by the parties.

Section 28: Severability
If any provision of this personnel policy or thepépation hereof to any person or circumstancegsheld
invalid, this invalidity does not effect other prsions or applications of the personnel rules tizat be given

effect without the invalid provision or applicatidror this purpose, this personnel policy is severa

ADOPTED this_8th day of _August ,20 11 | effective August 15 , 2011.

This policy supercedes all prior versions of highwlapartment personnel policies

SIGNATURES of Board of Selectmen:

Board of Selectmen:
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Addendum A: Personnel Acknowledgement

l, , ackdgelthat:

. I received a copy of the Town’s personnel polcy ;

. I have been given an opportunity to ask questaiyout said policy and | have been provided with
satisfactory information in response to my quesjon

.l understand that the language used in thisopes policy is not intended to create, nor shatulbek
construed to create, a contract of employment betweyself and the Town;

. I acknowledge that the Town reserves the rigt#dd, amend or discontinue any of the provisidrikis
policy for any reason or none at all, in wholermopart, at any time, with or without notice;

.l acknowledge that | understand the Town’s pamgbpolicy and | agree that | will comply with alf its
provisions.

Employee’s Signature Date
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