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CHAPTER 1 – Purpose and Policies

1.1
PURPOSE
It is the purpose of this handbook to provide employees and department heads the policies and procedures for assuring maintenance of an equitable personnel management system in the Town of Bradford.  The Town shall furnish each employee with a copy of the Personnel Policy Handbook.  Subsequent changes made to the Personnel Policy are to be incorporated into the handbook and distributed to all personnel within thirty (30) days of adoption.  The policies and procedures for personnel administration in the Town of Bradford set forth herein, have as their purpose to promote the efficiency and economy of Town government; to promote the morale and well being of Town employees; to promote equal opportunity for all candidates for employment by the Town and for all its employees; and to promote the public health, public safety and general welfare of the Town.

1.2
NOT A CONTRACT OF EMPLOYMENT    This handbook generally describes the policies and practices that the Town follows and the benefits that are provided currently or made available to employees.  These policies, practices and benefits represent the spirit with which issues and employee relations will be addressed and resolved by the Town, but do not constitute and should not be understood to constitute an offer, nor enforceable as a contractual obligation.


All terms and conditions of employment, including but not limited to benefits, compensation, and workplace procedures, are set at the discretion of the Town and are subject to change at the Town’s discretion.  No employee or representative of the Town, other than the Selectboard, has any authority to enter into any agreement to extend the employment of any employee for any specified period of time, or to make any contract for specified terms and conditions of employment, or to make any agreement contrary to foregoing.

1.3
POLICY     The personnel policies of the Town are based on the following principles:

A. openly recruiting, selecting and advancing employees on the basis of their relative ability, knowledge and skills.
B. providing equitable and adequate compensation;

C. training employees as needed to assure high quality performance and to promote career development;

D. retaining employees on the basis of the adequacy of their performance, correcting inadequate performance and separating employees whose inadequate performance cannot be corrected;

E. assuring fair treatment of applicants and employees in all aspects of personnel administration without regard to religion or political affiliation, race, color, religious creed, national origin, age, sex, martial status, sexual orientation, physical or mental disability, or other non-merit factor, except where such factor is a bona fide occupational requirement, and with proper regard for their privacy and constitutional rights as citizens; discrimination against any person on the basis of such non-merit factors will be prohibited; and

F. assuring that employees who are elected officials and appointees are protected against coercion for partisan political purposes and are prohibited from using their official authority for the purpose of interfering with or affecting the result of an election or nomination for office.

1.4
APPLICABILITY OF THESE POLICIES
These policies and procedures apply to all employees of the Town of Bradford, except elected Officers and persons employed under contract.  The Selectboard may extend any of the benefits provided to covered employees to such other individuals as they deem necessary.  Elected Officers, Appointees, Boards and Commissions may extend these policies and benefits to staff, unless contrary to Vermont law.  A violation of these policies may, at the determination of the Selectboard and in accordance with this policy, result in disciplinary action.  Where a conflict exists between a particular personnel rule, an approved uniform department regulation and Town, State or Federal law, then the law shall prevail.  These policies shall serve as a guide to the administration of a personnel system in keeping with basic merit principles.  The policies are not all inclusive and final discretion as to interpretation or the appropriate course of action concerning a particular personnel matter shall be that of the Selectboard.  
CHAPTER 2 – Responsibility for Administration

2.1
SELECTBOARD
The Selectboard will determine and impartially and equitably administer all personnel policies and procedures.  The Selectboard will delegate the actual operations involved in administering these policies to the department head or a designee they deem practical.  The Selectboard shall have final decision-making authority and approval over all personnel matters, except where otherwise provided in these policies and procedures.  The Selectboard shall:

A. be responsible for overseeing the employment policies for Town Employees;
B. ascertain and record the duties and responsibilities of all Town positions in the manner provided hereinafter;

C. prepare and recommend annually, during the budget process, rates of compensation for all employees within the Town;

D. be the appointing authority and approve all personnel actions, including the recruitment, selection, retention, discipline, promotion, separation, transfer and training of employees;
E. records of employee performance to be maintained for use in determining whether to retain an employee after the initial evaluation period, when making promotions, in determining pay increases or decreases and planning of training programs for employee career development; and

F. review personnel policies at least annually and issue additions and revisions, as necessary.
2.2
DEPARTMENT HEADS
  Department heads and the water and sewer commission shall have responsibility, subject to the approval of the Selectboard; to select, retain, promote, and separate employees within their department.  They are expected to effectively supervise their employees; to report upon efficiency and performance of their subordinates; to notify the Selectboard of changes in duties of their employees; and to recommend salary increases.  Department heads and the water and sewer commission shall recommend to the Selectboard, as necessary, desirable changes in the personnel policies and procedures to improve administration of the personnel system.

2.3
EMPLOYEES
It shall be the responsibility of all employees to acquaint themselves thoroughly with the material in these personnel policies and any subsequent revisions.  Employees are also encouraged to submit suggestions for changes in personnel policies and procedures for improvement of Town personnel administration.
CHAPTER 3 – Recruitment and Hiring
3.1
RECRUITMENT

A. Applications for positions may be solicited from any qualified persons at the option of the Selectboard.  The Selectboard is only enity authorized to hire and terminate employees.
B. As part of the pre-employment procedure, hiring managers or decision-makers shall check references provided by applicants in order to provide additional information to make a hiring decision.  Certain employees, such as law enforcement officers may be required to undergo a criminal background check prior to any offer of employment.  Reference and background checks shall be completed prior to an offer of employment and the information shall become part of the application file.  All such information is to be considered as confidential information and handled as such.  All staff required to drive the Town’s heavy equipment must have a valid medical card and must obtain a CDL within thirty (30) days of employment. Any employee who will drive a Town vehicle on a regular basis, will have their driving record checked through DMV prior to hiring and then annually.
C. Vacant positions shall be posted internally for current employees and then publicized to the rest of the community, stating position, title, approximate salary and application date deadline as well as other pertinent information.

D. In the event of an emergency, the recruitment process requirements may be waived to ensure provision of continuous Town services to citizens.  Any such action or deviation from the normal recruitment process will be ratified by the Selectboard at their next regular meeting.

3.2
EMPLOYEE CLASSIFICATION 
All employees of the Town of Bradford are classified as 

Non-Exempt or Exempt employees for the purposes of determining eligibility for overtime pay.
A.
NON-EXEMPT EMPLOYEE     The term non-exempt refers to employees who are not exempt from overtime provisions of the Fair Labor Standards Act.  They are employees to whom Bradford pays overtime at a rate of one-and-one-half times the employee’s regular hourly rate, for all hours actually worked beyond 40 hours in a work week on behalf of the Town.  The work week runs from Sunday, 12:01 am through Saturday, 11:59 pm.

B.
EXEMPT EMPLOYEE       Exempt employees are those who are exempt from provisions of the Fair Labor Standards Act and are not paid overtime wages.  Exempt employees are salaried employees whose employment duties are executive, administrative or professional in nature as defined by law.  Employees who are exempt from overtime must fit into one of these four work activity categories by meeting very specific guidelines established by the IRS.

3.3

EMPLOYEE DEFINITIONS
A.
FULL-TIME EMPLOYEES      To be considered a full-time employee a person must work a minimum of thirty two (32) hours per week. Employees working full-time are subject to all rules and regulations and receive all benefits and rights as provided by the Personnel Rules.

B.
PROBATIONARY PERIOD
All appointments shall be made with an initial probationary period of ninety (90) days.  During this time, employees are expected to be oriented to their job and demonstrate their ability to perform assigned duties effectively as a productive member of our team.  The probationary period may be extended, but not beyond a total of one (1) year, with the written approval of the Selectboard or its authorized representative.


During the initial probationary period, employees will accrue, but not be eligible to use any accrued time off, including sick, vacation, and personal except under exceptional circumstances when approved by the supervisor. This time will accrue and may be used upon completion of the introductory period if employment with the Town continues.


One month prior to the end of the probationary period, the supervisor shall submit a report to the Selectboard or its authorized representative, reviewing the work of the new employee.  During the probationary period or any extension, employment is at-will and the Selectboard, or their authorized representative may dismiss an employee for any lawful reason if in their discretion the employee does not merit continuance in the service of the Town. 
C.
PART-TIME EMPLOYEES
A part-time employee works less than the normal week, but on a regular basis.  Part-time employees are subject to all employment policies and shall not be entitled to health insurance but shall be entitled to other benefits on a pro-rated basis depending on their normal schedule.
D. LIMITED TERM/TEMPORARY/SEASONAL EMPLOYEES
In order to prevent stoppage of public services, loss or serious inconvenience to the public, appointment of employees on a temporary basis may be authorized by the Selectboard for a period not to exceed sixty (60) days.  Such appointees shall not be eligible for employee benefits, but shall be subject to policy for performance and conduct.
CHAPTER 4 – Hours of Work & Overtime
4.1
HOURS OF WORK
The normal work week for Town employees shall be forty (40) hours per week, with hours of work to be scheduled by the department head.  The normal work week for each department shall be forty (40) hours unless otherwise specified by the Selectboard or designee. 


Flexible work schedules may be granted by the Selectboard or the department head.


Employees must report all time worked so that they can be compensated properly.  


Employees must account for any absences during their regular workday by using the appropriate leave time (vacation, sick, compensatory, or personal).  A leave of absence without pay must be approved by the Selectboard.  An employee who fails to report to work for three consecutive work days without proper notice shall be considered to have terminated employment voluntarily.

4.2
ATTENDANCE    Employees are expected to be in regular attendance at work during designated hours scheduled by the department head or supervising board in accordance with department regulations. 

4.3
OVERTIME
Personnel shortages, peak workloads and other emergency situations may make it necessary for an employee to work beyond his or her regularly scheduled work week.  Department heads, or in emergency situations, on-duty supervisors, are authorized to schedule or order overtime work when necessary.  To the extent possible, overtime will be distributed as evenly as possible among the employees who are qualified to perform the particular job and willing to work the hours involved.
A.
COMPENSATION FOR OVERTIME – Employees who are not exempt from the overtime provisions of the Fair Labor Standards Act shall receive overtime pay at the rate of one and one-half times the regular rate of pay for hours ACTUALLY worked in excess of forty (40) hours in one (1) work week.  The employee may accrue compensatory time (comp-time) in lieu of monetary overtime compensation at a rate of one and one-half hours of compensatory time for each hour of overtime worked.  
B.
ADMINISTRATION OF OVERTIME – Department heads are authorized to schedule overtime when necessary, taking into consideration the maximum number of hours employees can safely and responsibility to relieve an employee from work, due to an extended work schedule, when it is determined that the employee may endanger the normal operation of the department or safety of other employees or general public.
Employees have two options to account for time earned over their regular workweek on the Town’s time sheet for that pay period:

     1.   Receive monetary compensation.
     2.   Accrue compensatory time (comp-time).

Employees may use comp-time with the Department head’s permission and record its use on the Town’s time sheet for that pay period.

Employees shall conform to their regular work schedule, unless their supervisor has specifically authorized additional hours of work.  This means that employees should not arrive at work earlier than scheduled or stay at work later than scheduled without prior authorization of their supervisor.  The employee is responsible for reporting all hours worked in excess of their regular schedule for monetary compensation or comp-time accrual on the Town of Bradford time sheet.
Employees may accumulate up to one week of compensatory time based on their regular workweek.  If an employee has accrued more than one (1) week of compensatory time (compensatory time accruals are adjusted for time and a half, if applicable), such employee shall be paid for the excess hours at their current pay.  Comp-time must be used within one year.
When an employee requests the use of accrued time, the request shall be honored within reasonable period of time unless to do so would unduly disrupt the operation of the department.  Once employees have accrued compensatory time, they may be required to use that compensatory time in place of cash overtime pay.
Upon termination of employment for any reason, an employee shall be paid for unused compensatory time not to exceed one (1) week based on the final regular rate received by such employee.

CHAPTER 5 – Compensation & Benefits
5.1
PAYCHECKS
   Employees are paid weekly.  Employees should review their paycheck statement for accuracy.  Mandatory deductions, such as Federal, State and local income taxes and contributions to Social Security and Medicare or retirement contributions will be itemized on the payroll check stub; this shall include any deductions such as health insurance, retirement, and leave balances.  

Employees will be advised of any other mandatory deductions from their paychecks, such as court-ordered attachments, whenever ordered to make such deductions.  Employees are responsible for reporting entitled deductions accurately and should notify their department head or supervisor if it is believed that an error has occurred.

5.2
TIME SHEETS    All employees are required to record their time worked on their time sheet.  Combined or holiday time must be recorded as applicable.

Time sheets are submitted to each supervisor for review, approval and submission to payroll.  No one may record hours worked on another employee’s time sheet.  Tampering with another employee’s time sheet is a cause for disciplinary action, including possible termination of employment of both employees.  Failure to turn in time sheets or late submission may result in a delay in receiving pay checks. Time Sheets need to be turned in by 12:00 p.m. on Monday or the Friday before a Holiday to the Town Treasurer.


A member of the Selectboard will review timesheets prior to paychecks being issued in order to ensure accuracy.

Any voluntary deductions from compensation must be authorized by the employee.  Improper deductions should be reported to the Treasurer immediately so that the error can be corrected and the employee reimbursed, if necessary.
5.3
BENEFITS

A. HEALTH INSURANCE – The Town of Bradford provides full-time employees with health insurance coverage for the employee and spouse or civil union partner.  Specific details of the available plans can be obtained from the Administrative Assistant’s office.  The Selectboard may require that employees contribute to the cost of any premiums which shall be established each year.  
B. RETIREMENT – In addition to contributions to Social Security, the Town of Bradford provides a retirement plan for fulltime employees after the first year of employment.  For specific details and eligibility requirements, speak to your supervisor or obtain a description of the retirement plan available in the Administrative Assistant’s office.
CHAPTER 6 – Leave
6.1
GENERAL POLICY
Leave is an authorized absence during regularly scheduled work hours that is approved by proper authority.  Leave may be authorized with or without pay and shall be granted in accordance with the following guidelines on the basis of the work requirements of the departments and, whenever possible, the personal wishes of the employee.

6.2 
PROCEDURE FOR REQUESTING LEAVE   All leave other than holiday, sick, injury, disability or emergency leave must be requested and approved by the department supervisor or Selectboard prior to the taking of leave and a form filled out.  In the case of illness, injury, or emergencies, employees shall notify their supervisor or a designated Selectboard member, who handles personnel issues prior to the time set for the regularly scheduled working hours.  Requests for leave without pay must be made in writing and approved by the Selectboard.  An employee will not be paid for any absence from scheduled working hours unless the Selectboard or the department head approves such absence.  Procedures for taking leave under the Family and Medical Leave Act (FMLA) are contained in the section entitle “Family and Medical Leave Policy.”
6.3
HOLIDAY LEAVE   The Town of Bradford recognizes the following days as holidays:



New Year’s Day

Labor Day



Veteran’s Day


Thanksgiving



Town Meeting Day

Christmas Day


Memorial Day






Independence Day 
On days which are recognized as holidays, employees shall be excused from all duty not required to maintain essential services, in the opinion of the Selectboard.  The Town Offices will be closed on all of the above holidays.

A.
COMPENSATION   Employees shall be entitled to the holidays designated above on the following terms:


1. All employees shall receive holiday pay based upon the number of hours that


    normally would have been worked that day if the day had not been a holiday.  

Regular full-time and part time employees shall receive their regular pay for holidays if the holiday falls on a regularly scheduled work day.
2. Employees shall receive pay at one-and-one half their regular hourly rate in addition to holiday pay for any work required to be performed on any of the holidays listed above.







B.
SATURDAY HOLIDAYS     When any of the holidays above fall on a Saturday, the holiday will be observed on the proceeding Friday.

C.
SUNDAY HOLIDAYS    When any of the holidays above fall on a Sunday, the following Monday will be a legal holiday.
D.
WORK ON HOLIDAYS   An employee who works a Town holiday on their regular scheduled work day will take a day off of their choice in lieu of the Holiday worked.  All full-time and part-time employees shall receive their regular pay for observed holidays that fall on a regular scheduled work day.  
6.4       VACATION TIME     



All full-time employees shall be granted vacation time as follows:

· One (1) week after the first year of employment
· Two (2) weeks after two years of employment
· Three (3) weeks after eight years of employment
· Four (4) weeks after 15 years of employment
Part-time employees shall accrue vacation time on a pro-rated basis depending on their regular work schedule. Vacation time will accrue yearly from date of hire.  Vacation time shall not be carried over from year to year.  Any unused vacation time shall be paid to the employee upon termination of employment, except if dismissed for gross misconduct.  

A.
VACATION SCHEDULING
The Selectboard or supervisor of the department will determine the annual vacation schedule, taking into consideration the best interest of the Town, the particular needs of the department, and the desire of the employee.  A conflict in scheduling a vacation leave among several employees will be resolved by the Selectboard or supervisor on the basis of seniority, particular assignments of employees and upcoming department workloads. 
6.5
ACCUMULATION OF SICK LEAVE   Sick leave time shall be accrued at a rate of four (4) hours per month or six (6) days per year.  Part-time employees shall accrue sick-time on a pro-rated basis depending on their regular work schedule.  Employees may not accrue more than forty (40) days at any one time.  Sick time that is accrued, but not used shall not be paid to the employee upon termination of employment.  During the probationary period, employees will accrue but will not be eligible to use sick time.  This time may be used upon completion of the introductory period if employment continues.  If a person has been out sick for more than three (3) days the Selectboard may request a doctor’s note.  
6.6
PERSONAL LEAVE   Five (5) personal days will be granted to full time regular employees from hire date to hire date.  Such leave may not be carried over from one year to the next.  Such leave needs to be approved by a department head or Selectboard.  Personal leave can be used consecutively but not added to vacation time unless specifically approved by a Supervisor.  During the probationary period, employees will accrue but will not be eligible to use personal time.  This time may be used upon completion of the introductory period if employment continues.         
6.7
BEREAVEMENT LEAVE      All employees shall receive three (3) days paid time off following the death of an immediate family member.  Employees shall receive one day pay for attending a funeral of a family member.  Any additional time off required may be given at the Selectboard or supervisor’s discretion. 
6.8
PARENTAL & FAMILY LEAVE
Employees who work an average of over 30 hours per week and have worked for the Town at least one year, shall be entitled to take unpaid leave for a period not to exceed twelve (12) weeks (within any 12 month period) for the following reasons:

· During the employee’s pregnancy and following the birth or adoption of his or her child;

· For their own serious illness;

· To care for a seriously ill family member.
Accrued combined time, not to exceed forty (40) days, consistent with existing policy, shall be used by the employee prior to taking parental or family leave.

The Town shall continue employment benefits for the duration of the leave at the existing rates for primary coverage only.  Supplemental coverage, paid by the employee as a payroll deduction, must be paid directly by the employee.

Written notice of intent to take parental leave shall be given to the Selectboard or the employee’s supervisor, including date of leave expected to commence and estimated duration of the leave as soon as possible.  Upon approval by the Selectboard or its authorized representative, an employee may return from leave earlier or later (must be presented in writing) than estimated.

Upon return from such leave, the employee shall be offered the same comparable job at the same level of compensation, employment benefits, seniority or any other term or condition of employment existing on the day leave began.  This may not apply to an employee on leave for more than twelve (12) weeks unless specifically authorized by the Selectboard.
6.9
COURT OR JURY LEAVE
An employee summoned to jury duty or for any other required appearance before a court or public body, not resulting from his/her own request or violation of the law, will be granted a leave of absence with pay for the required period necessary to perform this duty.  An employee who receives a jury notice or subpoena to testify due to Town related matters should notify the Selectboard or their supervisor immediately.

An employee will receive their salary when called to serve on a jury or to  appear before a court.  An employee who receives compensation from the court must show evidence of pay difference to the Town Treasurer to receive their regular pay.

An employee, if subpoenaed to testify on a case relating to a Town matter, will receive overtime pay for time spent outside of their regular duty shift, including travel time.

6.10
MILITARY LEAVE
An employee entering the regular military service or military reserves will be provided a leave of absence without pay (except as provided below) as required by Federal law.  Uniformed service includes active duty, active duty for training, inactive duty for training (such as drills), initial active duty for training and examination to determine fitness to perform any such duty.  If the employee’s absence creates an undue hardship, the Selectboard or department supervisor may contact military officials.


A.
It is the employee’s responsibility to:

1. Provide the Selectboard or department supervisor with as much advanced notice of military service as possible, with the date(s) the employee is leaving for military service.
2. Provide written proof from military or selective service officials to the Selectboard or department supervisor, including date of departure and length of service.

3. Submit a military pay voucher or military pay form to the Selectboard or department supervisor, if needed, to confirm that the requested military service was performed and to document the pay difference required for compensation from the Town.
4. Submit a DD 214 form to confirm the dates of service following active duty.

5. Fulfill originally scheduled work obligations if military leave is cancelled for the date(s) requested.

The employee’s failure to fulfill these responsibilities may result in disciplinary action.


B.
An employee in the military reserve shall be paid the difference between compensation received while on reserve duty and regular compensation rates paid by the Town, provided that such payment by the Town shall be limited to a period not to exceed two days a month and two weeks annual training for a total of 38 days in any twelve (12) month period and shall not include payment to members of the National Reserve Guard who may be mobilized during an emergency in the State.

Employees may, at their request, use accrued combined time during approved military leave.

CHAPTER 7 – Performance Evaluation
Performance reviews will be conducted on an annual basis.  Performance evaluations shall be completed by October 1st of each year by the department head or Selectboard in each department.  Such evaluations will be in writing and signed by both the employee and their supervisor following a meeting during which evaluation is discussed.  The signature of the employee does not indicate that he or she agrees with the evaluation but only acknowledges that the evaluation has been shown or discussed.
The signed, written evaluation will then be provided to the employee and a copy shall be placed in the employee’s personnel file.  

CHAPTER 8 – Training & Career Development
8.1
PURPOSE
It shall be the responsibility of the Selectboard or the department supervisor to promote the training of employees for the purpose of improving the quality of services provided by the Town and aiding employees to equip themselves for career advancement in the Town.  These requests must be put in writing prior to training and submitted for approval to the Selectboard or Department Head.
8.2
ADMINISTRATION OF THE PROGRAM
Each Town department should have an established department career and development training program, with allocated funds to be used for training employees.

A.
SELECTBOARD RESPONSIBILITIES

1. It is the responsibility of the Selectboard to review each department’s yearly requested budget for the training program and to approve reasonable requests within available funds.

2. All approved training courses and records of all successfully completed courses or programs of all employees will go into the employees personnel file.

3. The Selectboard will review and approve all requests for training for department heads and staff reporting directly to the Selectboard.


B.
DEPARTMENT HEAD RESPONSIBILITIES
It is the responsibility of the department head to prepare yearly, a proposed budget for the training program.  Once approved, employee requests for the use of training money to finance a course of study, workshop, etc., will be reviewed by the department head and approved on these bases:
1. The course of study or workshop is in the same or closely related field to that of the employee, and it can be reasonably expected that completion of the training will directly improve the carrying out of regular duties.  Training requests that are to improve performance of an employee’s current duties are to be given highest priority.

2. Sufficient funds are available to cover the costs of the study.

3. In the case of study that conflicts with the employee work schedule, the employee can reasonably be spared from work for the duration of the study, provided the time off will not affect the essential duties of the department.  
4. Courses totally unrelated to the employee’s occupational field or to Town service will not be approved.  

5. A department head may request the Selectboard to review any training request for approval should the department head be unable to determine if the requested course is sufficiently related to the employee’s work and/or the benefit to Town service.

CHAPTER 9 – Disciplinary Action
9.1
DISCIPLINE
  It is the responsibility of all employees to observe the policies and regulations of the Town of Bradford.

Any discipline shall be commensurate with the alleged violation and shall be progressive and corrective in nature.


A.
DEPARTMENT HEADS RESPONSIBILITIES
Department heads are responsible for the proper and efficient operation of their departments and for enforcing Town policies and regulations.  Department heads are authorized to apply such disciplinary measures as may be necessary.

B.
SELECTBOARD RESPONSIBILITIES
The Selectboard is responsible for the proper and efficient operation of all Town department heads and staff that report directly to them and for enforcing Town policies and regulations.


C.
TYPES OF DISCIPLINARY ACTION
The type of disciplinary action taken will vary with the severity of the situation and may include the following measures: oral or written reprimand, suspension and discharge.

D.
REASONS FOR DISCIPLINARY ACTION
  From time to time, it may be necessary for the Town to invoke disciplinary action in instances of inappropriate conduct or conduct which interferes with or threatens to obstruct, the effective and efficient performance of job duties and acceptable relations with the public.  Although it would be impossible to forecast and list all those situations in which disciplinary action may be imposed, the following examples should be illustrative:
1. Neglect of or negligence in performance of assigned duties.

2. Violations of Town ordinances or State laws.

3. Violations of Town or department policies and regulations.

4. Violations of Safety Policies and not attending mandatory trainings.

5. Misuse, misappropriation, negligence or destruction of Town property or conversion of Town property to personal use or gain.
6. Frequent tardiness or absence from duty without prior approval.

7. Failure or refusal to carry out an official order or directions of a supervisor.
8. Use of intoxicating beverages, narcotics, drugs or other controlled substances on the job, on Town property or in such a manner as to interfere with job performance or bring the Town into disrepute.

9. Criminal or dishonest conduct or conduct which interferes with effective job performance or has an adverse effect on the efficiency of the Town service.

9.2
REPRIMAND PROCEDURE
    Where the department head determines that a reprimand is an appropriate disciplinary measure, either an oral or written reprimand may be issued.  The reprimand, whether verbal or written must be documented in the personnel file and should state the reasons for the action and an offer of assistance on the part of the department head in correcting the situation which lead to the reprimand.  Generally, discussions concerning discipline will be held in private so as to maintain confidentiality.
9.3
DISCIPLINARY PROBATION PROCEDURE
The department head may place an employee on disciplinary probation for a period up to three months.  The employee will receive a written notice stating the reasons for the disciplinary probation and the effective starting and ending date of such action.  At the expiration of the disciplinary probation period, the department head will notify the employee, in writing, that the probation has been lifted or that further disciplinary action will be taken.
9.4
SUSPENSION PROCEDURES         At the discretion of the department head, an employee may be suspended with or without pay for a period not to exceed one week.  With the approval of the Selectboard, a department head may suspend an employee without pay for a period not to exceed two weeks.  The employee will receive a written notice stating the reasons for the suspension period and the effective date. 

9.5
DISMISSAL PROCEDURES
    If, after remedial and/or disciplinary measures have been tried, an employee’s performance, conduct or other unsatisfactory behavior does not improve, it may be necessary to discharge the employee.  From time to time, certain offenses or circumstances may occur which are of such seriousness that immediate dismissal of an employee may be necessary.


The department head may, with the approval of the Selectboard, dismiss an employee giving the employee written notice of the reasons for the discharge and the effective date.  A copy of the notice will also be placed in the employees personnel file located at the Town office.

9.6
BRADFORD’S OPEN DOOR POLICY
An employee may request a review of any disciplinary action taken against him/her in accordance with Chapter 10 of this handbook.

9.7
REMOVAL OF DISCIPLINARY ACTION RECORD
     Records of disciplinary actions which have been in an employee’s personnel file for five years may be reviewed by the department head and, upon recommendation of the department head and approval of the Selectboard, such records may be removed from the file.
CHAPTER 10 – Bradford’s Open Door Policy
10.1
TALKING THROUGH PROBLEMS
     Employees who are upset with some aspect of their job, feel they have not been treated fairly or think a personnel policy or department regulation should be changed are encouraged to discuss their concerns with Town representatives.  So as to provide for an orderly process of discussion, it is suggested that employees utilize the channels and sequence of steps set forth in this chapter.

10.2
PROCEDURES     Unless special circumstances exist, employees should present concerns, problems and/or complaints according to the following procedures:


Step One:    Generally, the employee should first discuss the issue informally with their department head.  Often, problems can be readily addressed, and solved, at this level.  If the nature of the issue would make initial communication with the department head awkward, the employee may start the process at Step Two.


Step Two:    If a resolution satisfactory to the employee has not been reached after consultation with the department head, the employee may ask the Selectboard or their designee to review it.  The Selectboard should talk with the Department Head to decide whether to review the matter, they will provide a written response within a reasonable period of time.  The Selectboard decision will be final.
10.3
APPLICABILITY OF THESE PROCEDURES      Where there is a conflict between these procedures and a State law or department regulation, the law or regulation will be controlling.  During the period of time an employee is pursuing a concern through this procedure, the decision or action by Town management which gave rise to the concern should be treated as fully effective and should be adhered to unless and until, it is rescinded or modified.
10.4
RIGHTS OF APPLICANTS AND EMPLOYEES
Applicants and employees who believe they have been discriminated against on account of their race, religion, national origin, gender, age or other non-job related factors are strongly encouraged to notify the Selectboard and refer to those sections of this handbook addressed to Equal Opportunity and Harassment.

CHAPTER 11 – Conduct of Employees
11.1
GENERAL POLICY
A Town employee is prohibited from engaging in any conduct which could reflect unfavorably upon Town.  Town employees must avoid any action which might result in or create the impression of, using public office for private gain or giving preferential treatment to a person.

11.2
GIFTS AND GRATUITIES
No employee shall either directly or indirectly give, render, pay or receive any service or other valuable thing for or on account of or in connection with any appointment, proposed appointment, promotion or proposed promotion.  Any employee who receives a gift or is offered a gratuity having a value of $50.00 or more, from any source by virtue of the fact that he or she is a Town employee shall notify their supervisor as soon as possible.

Failure to report such gifts or gratuities, or offer thereof, may present grounds for suspension or dismissal.  The supervisor shall inform the Selectboard or its authorized representative of all gifts and/pro gratuities offered.  The Selectboard will decide whether or not such gifts and/or gratuities may be accepted.  

11.3
OUTSIDE EMPLOYMENT
Any employee who engages in employment outside of his/her regular working hours shall be subject to call to perform his regular Town duties first; the only exception being is when a Town emergency occurs an employee may leave at the discretion of his/her Department Head. Employees may not engage in any outside business activities during their normal working hours.  Employees are prohibited from undertaking outside employment that interferes with their job performance or constitutes a conflict of interest.
Prior to accepting any outside employment, employees must disclose their intent to the Selectboard in writing and obtain clearance from the Town that such employment does not constitute a conflict of interest.

11.4
POLITICAL ACTIVITY
No employee may use his or her official authority for the purpose of interfering with or affecting the nomination or election of any candidate for public office, or demand or solicit from any individual or direct or indirect participation in any political party, political organization or support of any political candidate.  Employees are prohibited from using Town facilities, equipment or resources for political purposes and from pursuing political activities while working.


This policy is not to be construed to prevent employees from becoming or continuing to be members of any political party or organization, from attending political organization meetings or events, or from expressing their views on political matters, so long as these views are clearly articulated as being those of the individual and not the Town, and these activities do not interfere with the individual’s ability to effectively perform his or her duties and take place or are expressed during non-working hours.  Nor is this policy to be construed as prohibiting, restraining or in any manner limiting an individual’s right to vote with complete freedom in election. 

11.5
ALCOHOL AND DRUG USE
 AND TESTING      Reporting to work or working under the influence of alcohol or drugs is strictly prohibited, unless the drug is prescribed and used in the manner prescribed by a duly licensed physician or dentist.


In accordance with the Omnibus Transportation Employee Testing Act of 1991 all Town employees who are required to hold commercial drivers licenses shall be subject to pre-employment and normal random drug and alcohol testing in accordance with the Department of Transportation rules and procedures.  Employees who are found to be using illegal drugs or alcohol on the job will be subject to immediate dismissal. 

11.6
ELECTRONIC COMMUNITCATIONS
All Town employees should limit their personal communications to break periods.  

CHAPTER 12 – Personnel Records
12.1
PERSONNEL RECORDS
These records will be maintained for each employee of the Town.  In accordance with Vermont Public Records Law, any employee or the employee’s designated representative may inspect or copy his or her personnel file at a mutually agreeable time during regular office hours.  The Town reserves the right to have its representative present at the time its files are examined or copied.





CHAPTER 13 – Smoking Policy
13.1
TOBACCO USE
In recognition of the hazards that tobacco poses to the health of employees, and in accordance with 18 V.S.A. § § 1421 et seq. and § § 1721 et seq., the Town hereby prohibits employees’ use of tobacco in any form in all publicly owned buildings, offices and closed areas, and in all Town vehicles.  Smoking is allowed ONLY in designated areas assigned by the Selectboard.  




CHAPTER 14 – Safety & Health
14.1
SAFETY AND HEALTH
The Town of Bradford agrees to provide the highest possible standards of safety and health in all town departments in order to minimize to the extent possible: accidents, deaths, injuries and illness.

14.2
SAFETY PROGRAMS AND POLICIES
Each department will develop and implement written safety policies and procedures.


A.
SEAT BELTS
       Employees are required to wear seat belts while in the employ of the Town on Town business and in all Town vehicles.

B.
SAFETY GEAR
Employees may be required to wear safety gear, i.e. vests while directing traffic, bullet proof vests, helmets, protective eye wear, leather chaps while using chainsaws, etc., in regular performance of their duties.

C. USE OF TOWN VEHICLES
  
1. Employees are not allowed to transport friends, family members or acquaintances in Town vehicles while on Town business without permission from department head or Selectboard.  
2. All staff required to drive the Town’s heavy equipment must have a medical card and must obtain a CDL within thirty (30) days of employment.
It will be mandatory for the employee to maintain a valid medical card; the Town will reimburse existing employees for this expense.  A CDL will also be mandatory.  It is the employee’s responsibility to obtain a CDL with no reimbursement from the Town.  
CHAPTER 15 – Exposure Control Plan
15.1
PURPOSE
To minimize the risk associated with exposure to potentially infectious or hazardous materials.

A.
All human blood and bodily fluids shall be treated as if known to be infectious for HIV, HBV, and other blood-borne pathogens.

B.
Universal precautions shall be observed in all situations where there is potential for contact with blood or other potentially infectious material.

C.
Employees responding to an emergency or situation where blood or bodily fluids are present shall wear single use disposable gloves, such as surgical or examination gloves, wash hands after removal of gloves, and wear eye protection when blood, wastewater or other potentially infectious materials might be splashed.

D.
Work procedures shall include safe handling and disposal of needles and sharps, used bandages and gauze, linens and all other emergency items that come in contact with blood or other potentially infectious materials.

E. Any employee who handles hazardous materials need to be in accordance with commonly accepted procedures and practices.  

15.2
REPORTING AND REVIEW OF EXPOSURE INCIDENTS

A.
All exposure incidents must be reported on:

1. The Notice of Accidental Injury or Occupational Disease
2. The Employer’s First Report of Occupational Injury or Disease

B.
The Selectboard or their designated representative will review all incidents.

15.3
JOBS AT RISK OF EXPOSURE

1. Police Officer
2. Water and Wastewater Technicians
3. Wastewater Superintendent
4. Custodian
5. Highway Foreman
6. Highway Worker
7. Firefighter 
8. Emergency Service & Personnel
15.4
HEPATITIS B VACCINATION PROCEDURES
A.
The Hepatitis B vaccine and vaccination series shall be available to all employees, who have or may have occupational exposure, within ten working days of being assigned to his or her position unless:

1. The employee has previously received the complete Hepatitis B vaccination series;

2. Antibody testing has revealed that the employee is immune; or

3. The vaccine is contraindicated for medical reasons.

B.
Employees will be asked to sign a Hepatitis B Vaccination Form indicating either:

1. They have already been vaccinated for Hepatitis B;

2. they want to be vaccinated at no charge; or

3. They decline to receive the vaccination.

C.
Employees who decline to be vaccinated can request and receive the vaccination free of charge at a later date if they remain occupationally at risk for Hepatitis B.
D.
A copy of the vaccination record will be kept in the employees personnel file.
CHAPTER 16 – Use of Town Vehicles
If an employee is authorized to operate a vehicle owned by the Town of Bradford in the course of his/her assigned work, or if employees operate their own vehicle in performing their job the following requirements apply:
· Town employees will be strictly prohibited for using Town vehicles for personal use.

· Employees must be a licensed driver with a good driving record.

· Although the town provides insurance on Town vehicles, the employee will be completely responsible for any fines, moving or parking violations incurred.

· Accidents will be treated like any other town infraction.  They will be documented and a copy of the accident report will go into the employees personnel file.  Depending on the circumstances, accidents could be the cause of disciplinary action.

· Persons not authorized or employed by the Town cannot operate or ride in a Town vehicle. 

· If an employee uses their personal vehicle for Town business, the employee must document their miles and the Town may reimburse the employee at the current rate with approval from the department head or Selectboard.
· The Selectboard reserves the right to review an employee’s driving record at anytime.
CHAPTER 17 – Use of Town Computer System
The Town computer system is to be used by employees for the purpose of conducting Town business.  Occasional, brief and appropriate personal use of the Town computer system is permitted, provided it is consistent with this policy and does not interfere with an employee’s job duties and responsibilities.

Employees should have no expectation of privacy regarding anything created, sent or received on the Town computer system.  The Town may monitor any and all computer transactions, communications and transmissions to ensure compliance with this policy and to evaluate the use of its computer system.  All files, documents, date and other electronic messages created, received or stored on the Town computer system are open to review and regulation by the Town and may be subject to the provisions of Vermont’s Public Records Law.
Employees may not introduce software from any outside source on the Town’s computer system without explicit prior authorization from the Selectboard.  Employees may be held responsible for any damages caused by using unauthorized software or viruses they introduce into the Town computer system.


Employees who have a confidential password to access the town’s operating system should be aware this does not mean the computer system is for personal confidential communication, nor does it suggest that the computer system is the property of that person.

Transmission of electronic messages on the Town computer system shall be treated with the same degree of propriety, professionalism and confidentially as written correspondence. 
Email messages that are intended to be temporary, non-substantive communications may be routinely discarded.  However, employees must recognize that emails sent, received or stored on the Town computer system are subject to Vermont’s Public Record Law and may be covered by the State of Vermont’s retention schedule for municipal records.  All work products that are used and stored on a town computer are the property of the Town of Bradford.  

For purposes of this section, computer system means all computer-related components and equipment including, but not limited to, host computers, file servers, workstation terminals, laptops, software, internal or external communication networks, the world wide web (www), the Internet, commercial online services, bulletin board systems, back up systems and the internal and external email systems accessed via the Town’s computer equipment.

CHAPTER 18 – Anti Discrimination & Harassment Policies
18.1
EQUAL OPPORTUNITY EMPLOYER
The Town of Bradford provides employment opportunities without regard to race, color, religion, national origin, gender, sexual orientation, ancestry, place of birth, age, or disability, or any other basis protected by state or federal law.  This policy of equal opportunities applies to all terms and conditions of employment, including, but not limited to: recruitment, hiring, training, professional development, promotion, transfer, termination, layoff, recall or rehire, leaves of absence, compensation and benefits, and all other conditions and privileges of employment. 

Management is primarily responsible for assuring that equal employment opportunity policies are implemented, but all employees are asked to share in that responsibility.  Any employee determined to be involved in discriminatory practices will be subject to discipline, up to and including termination of employment.

If an employee perceives any discriminatory actions or practices, it must be reported them in accordance with the harassment policy stated in section 18.3.

18.2
HARASSMENT 

A. 
The Town of Bradford strives to maintain a work environment that is free of discrimination, intimidation, hostility or other offences that might interfere with work performance.  In keeping with this goal, unlawful harassment of employees by anyone, including any supervisor, co-worker, vendor, or customer will not be tolerated.

B. 
Harassment is a form of discrimination, which consists of unwelcome conduct, whether verbal, physical or visual, that is based upon a person’s protected status, such as race, color, religion, national origin, gender, sexual orientation, ancestry, place of birth, age, or disability, or any other basis protected by state or federal law.  

C. 
The Town of Bradford will not tolerate harassing conduct that affects tangible job benefits, that interferes with an individual’s work performance, or that creates an intimidating, hostile or offensive working environment.  Harassment can take many forms, including but not limited to:  words, signs, jokes, pranks, intimidation, physical contact or violence.
18.3
SEXUAL HARASSMENT
It is against policy and illegal under state and federal law, for any employee, male or female, to sexually harass another employee. The Town of Bradford is committed to providing a workplace free from this unlawful conduct. It is a violation of this policy for an employee to engage in sexual harassment.

A.
What is Sexual Harassment?

Sexual harassment is a form of sex discrimination and means unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

(1) submission to that conduct is made either explicitly or implicitly a term or condition of employment;

(2) submission to or rejection of such conduct by an individual is used as a component of the basis for employment decisions affecting that individual; or

(3) the 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 the following, when such acts or behavior come within one of the above definitions: 

· Either explicitly or implicitly conditioning any term of employment (e.g. continued employment, wages, evaluation, advancement, assigned duties or shifts) on the provision of sexual favors; 

· Touching or grabbing a sexual part of an employee's body; 

· Touching or grabbing any part of an employee's body after that person has indicated, or it is known, that such physical contact was unwelcome; 

· Continuing to ask an employee to socialize on or off-duty when that person has indicated s/he is not interested; 

· Displaying or transmitting sexually suggestive pictures, objects, cartoons, or posters if it is known or should be known that the behavior is unwelcome; 

· Continuing to write sexually suggestive notes or letters if it is known or should be known that the person does not welcome such behavior; 

· Referring to or calling a person a sexualized name if it is known or should be known that the person does not welcome such behavior; 

· Regularly telling sexual jokes or using sexually vulgar or explicit language in the presence of a person if it is known or should be known that the person does not welcome such behavior; 

· Retaliation of any kind for having filed or supported a complaint of sexual harassment (e.g. ostracizing the person, pressuring the person to drop or not support the complaint, adversely altering that person's duties or work environment, etc.); 

· Derogatory or provoking remarks about or relating to an employee's sex or sexual orientation; 

· Harassing acts or behavior directed against a person on the basis of his or her sex or sexual orientation; 

· Off-duty conduct which falls within the above definition and affects the work environment. 

B.
What the Town of Bradford will do if it learns of possible harassment?
In the event the Town of Bradford receives a complaint of harassment, or otherwise has reason to believe that harassment is occurring, it will take all necessary steps to ensure that the matter is promptly investigated and addressed. Bradford is committed, and required by law, to take action if it learns of potential harassment, even if the aggrieved employee does not wish to formally file a complaint. Every supervisor is responsible for promptly responding to, or reporting, any complaint or suspected acts of harassment. Supervisors should report all such complaints or suspected acts to the Chair of the Selectboard.  Failure by a supervisor to appropriately report or address such harassment complaints or suspected acts shall be considered to be in violation of this policy.

Care will be taken to protect the identity of the person with the complaint and of the accused party or parties, except as may be reasonably necessary to successfully complete the investigation. It shall be a violation of this policy for any employee or elected official who learns of the investigation or complaint to take any retaliatory action, which affects the working environment of any person involved in this investigation.

If the allegation of harassment is found to be credible, Bradford will take appropriate corrective action. The complaining person and the accused person will be informed of the results of the investigation and what actions will be taken to ensure that the harassment will cease and that no retaliation will occur. Any employee, supervisor, or agent who has been found by the employer to have harassed another employee will be subject to sanctions appropriate to the circumstances, ranging from a verbal warning up to and including dismissal.

If the allegation is not found to be credible, the person with the complaint and the accused person shall be so informed, with appropriate instruction provided to each, including the right of the complainant to contact any of the state or federal agencies identified in this policy notice. 
C.
What you should do if you believe you have been harassed?
Any employee who believes that she or he has been the target of harassment, or who believes she or he has been subjected to retaliation for having brought or supported a complaint of harassment, is encouraged to directly inform the offending person or persons that such conduct is offensive and must stop. If the employee does not wish to communicate directly with the alleged harasser or harassers, or if direct communication has been ineffective, then the person with the complaint is encouraged to report the situation as soon as possible to her or his supervisor, or to a member of the Selectboard.  It is helpful to an investigation if the employee keeps a diary of events and the names of people who witnessed or were told of the harassment, if possible.

If the complainant is dissatisfied with The Town of Bradford’s action, or is otherwise interested in doing so, she or he may file a complaint by writing or calling any of the following state or federal agencies: 

· Vermont Attorney General's Office, Civil Rights Unit, 109 State Street, Montpelier, VT 05609, tel: (802) 828-3171 (voice/TDD). Complaints should be filed within 300 days of the adverse action.

· Equal Employment Opportunity Commission, 1 Congress Street, Boston, MA 02114, tel: (617) 565-3200 (voice), (617) 565-3204 (TDD). Complaints must be filed within 300 days of the adverse action.

Each of these agencies can conduct impartial investigations, facilitate conciliation, and if it finds that there is probable cause or reasonable grounds to believe harassment occurred, it may take the case to court. Although employees are encouraged to file their complaint of harassment through The Town of Bradford’s complaint procedure, an employee is not required to do so before filing a charge with these agencies.

D.
Where can I get copies of this policy?
A copy of this policy will be provided to every employee, and extra copies will be available in the Town office.

18.4
REQUESTS FOR ACCOMODATION
A. 
It is against policy, and prohibited by law, to discriminate against an employee on the basis of a disability. We will not discriminate against any qualified employee or job applicant with respect to any terms, privileges or conditions of employment because of a person’s physical or mental disability.

B.  
If a potential or current employee believes that they will need an accommodation for a disability in order to perform the essential functions of their job, they must inform their supervisor or Town representative of the Selectboard of that need and suggest a reasonable accommodation that will allow them to carry out the affected duties and responsibilities.  Bradford will make all reasonable efforts to accommodate the physical or mental limitations of an individual with a disability of which they are aware in accordance with state and federal laws.
Adopted: June 27, 2013
Addendum A: Personal Acknowledgement
I, ___________________________________, acknowledge that:

A. 
I have received a copy of the Town’s personnel policy on: __________________.

B. 
I have been given an opportunity to ask questions about the said policy and I have been provided with satisfactory information in response to my questions;

C.
I understand that the language used in this personnel handbook is not intended to create, nor should it be construed to create, a contract of employment between myself and the Town of Bradford.

D.
I acknowledge that the Town reserves the right to add, amend or discontinue any of the provisions of this policy for any reason or none at all, in whole or in part, at anytime, with or without notice;

E.
I acknowledge that I understand the Town of Bradford’s Employee Handbook and I will comply with all of its provisions.

_______________________________________

____________________



Employee’s Signature




      Date
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