BOARD OF SELECTMEN MEETING
May 27, 2025
MINUTES

Present: Shawn Talbot (Chair), Jason Somero, Debbie Deaton (Town Administrator)
Also present: Alan Doyle, Dee Dale (PB Chair), Steven Satterfield (PB Admin), Anthony Aho, Ray Aho

5:00 Open Meeting with the Pledge of Allegiance

Below is the link to view the meeting on YouTube:
https://youtu.be/0vnGtgribnU?list=PLzGryVtWOBk8maGIwV0C7-10gfqwrdijQ

5:05 Aho Driveway & Building Permit;:

Anthony Aho stated they are in the process of doing a subdivision with the Planning Board on
Turnpike Road. There was conversation at the Planning Board regarding needing permission from
the Selectboard to obtain a Driveway Permit as well as a Building Permit because one of the lots will
be on Old Rindge Road which is a Class VI Road. The lot has frontage on Turnpike Road but the house
will be on Old Rindge.

He is hoping for a conditional approval from the Selectboard to bring back to the Planning Board.
Dee said the Planning Board has not approved the subdivision, as of yet. She added she sees value
in them having a dialogue with other residents on Old Rindge Road regarding maintenance. The
Assistant Fire Chief is also concerned about water access in case of a fire. Ray stated there is a small
pond across the street. This is still being reviewed by the Assistant Fire Chief.

Anthony said he realizes he can’t get an official decision tonight from the Board but is hoping for a
conditional decision.

Shawn said he appreciates them coming in to discuss this. They will need to have a signed Waiver
of Liability because of the Class VI road aspect.

Dee added the Board should discuss building on Class VI roads at a future meeting.

Shawn added as long as they go through the process with the Planning Board, he is not opposed to
the driveway or building a house on the proposed lot. Jason agreed.

5:30 Social Media Policy:

The Board reviewed the updated Social Media Policy.

& Shawn made a motion to adopt the Social Media Policy as presented. Jason seconded the motion
and it passed unanimously.
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5:36 Employee Handbook Draft:

The Board discussed the donation of sick time from one employee to another if someone is out for
an extended period of time. Jason would like the verbiage changed.

Jason said it seems all of the edits that were done in 2021 don’t appear to be in this version. Shawn
will email the 2021 version with edits to Debbie & Evelyn for comparison.

6:00 Round Table Discussion:

¢ Shawn would like to update the meeting dates for the summer because there are a couple of
issues that need to be discussed on June 10" and that would have been the off week. They agreed
to start meeting every other week on June 10%™ and revisit as August gets closer and the Finance
Advisory Committee starts budget discussions.

« The topics on June 10" will be as follows: School payment discussion with Rachel Anderson and
Mitch Gluck, Fire Department discussing the full time position job description and the SVAS MOU.
On June 24", the Employee Handbook will be revisited.

» Debbie mentioned that July 4' falls on a Friday and the Town Office is closed as well as the DPW
being on their 4 day summer schedule. Because this is a paid holiday, would the Board like to add a
floating holiday.

@ Shawn made a motion to change the 4™ of July holiday to a floating holiday for all employees
affected. Jason seconded the motion and it passed unanimously.

* Shawn said he had spoken to the other candidate for the SVAS liaison position and that person is
fine with appointing the person who was interviewed but would be more than happy to step in if
needed.

& Jason made a motion to appoint Lindsay Manning as the SVAS liaison. Shawn seconded the
motion and it passed unanimously.

« Debbie will schedule interviews for the Deputy Town Clerk/Tax Collector position on June 10%. So
far there is only 1 application.

e Jason would like a future discussion to see if Old Rindge Road should be brought up to Class V
standards. Shawn said he feels any more development would be under more scrutiny.

¢ Shawn informed Alan Doyle that there isn't a list of road segments in town that also have the
speed limits for those segments. Alan replied he had also checked with the State and they don’t
have anything either.

6:23  Non-public RSA 91-A:3, Il {I}- Shawn made a motion to go into Non-Public under RSA 91-A:3, Il (I).
Jason seconded the motion and it passed unanimously. At 6:33, Shawn made a motion to return to public
session. Jason seconded the motion and it passed unanimously. Shawn made a motion to seal the minutes.
Jason seconded the motion and it passed unanimously. No decisions were made.
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6:34  Non-public RSA 91-A:3, I {I)- Shawn made a motion to go into Non-Public under RSA 91-A:3, I (I).
Jason seconded the motion and it passed unanimously. At 6:44, Jason made a motion to return to public
session. Shawn seconded the motion and it passed unanimously. Shawn made a motion to seal the minutes.
Jason seconded the motion and it passed unanimously. No decisions were made.

At 6:44, Shawn made a motion to adjourn the meeting. Jason seconded the motion and it passed
unanimously.

Respectfully submitted,

Debbie Deaton
Town Administrator

Minutes approved by BOARD OF SELECTMEN

Shawn Talbot, Chairman: QZ——\

Jason Somero: _J/ll&/

Lou Alvarez: /L,/%M/
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# TOWN OF NEW IPSWICH
| 661 Turnpike Rd, New Ipswich, NH 03071
Department of Public Works
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April 3, 2025

To Daniel Barowski:

As the New |pswich DPW Director, Peter Somero, | grant permission
for driveway entrance to be constructed with a driveway permit and permission
from the Board of Selectmen for lot 7-1-8. This driveway entrance would adjoin
onto Old Rindge Rd near the driveway for the cellular tower driveway.

If you have any questions or concerns, please feel free to contact me at
603-878-2447 or email dpw@newipswichnh.gov.

Best regards,

Peter Somero

Titt, Aonts—

New Ipswich DPW Director
dpw(@newipswichnh.gov

603-878-2447

phone:  603-878-2772 www.newipswichnh.gov
Jax: 603-878-3855




CERTIFICATION REFERENCE PLANS:

IG5 OM THE ENTIRE EXISTING. 9‘&‘-5'- 1 "SUBOIVISION PLAMN OF LAND IN NEW IPSMCH NH. = PREFARED FOR: — JAMES ALLARD -
TED N ACCORGANCE THE OWNER OF RECORD: - RICHARD & VIRGMMIA ALLARD", SCALE: 1'=50', DATED: OCTOBER 24.
1989, PREPARED BY: STEVEN J PATRICK ASSOCIATES. RECORDED M THE HHLLSBOROUGH
COUNTY REGISTRY OF DEEDS AS PLAN $24226

ENG RIST CANDA 2 "WALKER LOT OF — JEFFERY L. GRAY & — FRAMCIS L. CAOUETTE =~ HEW IPSWHH, WH",
Igvl“s‘“m mﬂ 4 C b 5Cb\lf ("wi120°, DATCD: 1979, PRCPARED BY: JOHN PRESTON. RECORDED N THE
IOROUGH COUNTY REGISTRY OF DEEDS AS PLAN §20384

3. w000 PASTURE, LANG OF = T. ARCHIBALD EATOM - & RICHARD 5. EATON — NEW
WSWICH, NH.", SCALE: 17=100", DATED: 1979, PREPARED B JOHN PRESTON RECORDED W
THE HILLSBOROUGH REGISTRY OF DEEDS AS PLAN #22133.

4 'BWNOAR\' UNE ADJUSTMENT PLAT — LANDS OF PERKI} — AND MAFFIOLY = HEW WSWICH,
SCALE 1"=100°, DATED: JUNE 27. 1986, PREPARED BY; ROBERT B. TQOD, IMC.
aecmoeo IH THE HILLSBOROUGH COUNTY REGISTRY OF DEEDS AS PLAN N195654.

S TPLAT OF JOHM J & JJUA M. MAFFIOU — SUBDIVISION — NEW IPSWICH, NH.°, SCALE
1°=100°, DATED- DECEMBER 27. 1982, PREPARED BY- ROBERT B. TOOD. RLCORDED N THE
HILLSBOROUCH COUNTY REGISTRY OF DEEDS AS PLAM 5363

6. STATE OF MEW HAMPSHIRE - DEPARTMENT OF PUBLIC WORKS AND MIGHWAYS - MH.
PROVECT MO. S-1091 (NON-FEDERAL PROJECT), DATED 1988

7. “SUBDIVISION PLAN - TAX MAP 7 LOT 1 — {TURNPIE ROAD} NEW (PSWCH, NEW LOCUS
HAMPSHRE", SCALE. 17e100", DATED: JULY 1, 2023, REWSED THROUGH. APRIL 18, 2024, SCALE: 17=1.000'+
PREPARED B\' FELDSTOME (w CONSULTANTS, PULC & RECORDED 1M THE HILLSBDROUGH T oy
COUNTY REGISTRY OF DEEDS AS PLAN 42118

NOTES:

Y. THE OWNER OF RECORD FOR TAX MAP LOT 1—| 5 IS RAYMOND M. AMD, 775 TURHPIKE ROAD,
NE:ﬂI)P?:a-CH,& %2133071 T™E DEED REFERE FOR THE FARGIL 15 BOCK 9018 PAGE 138

CERTIFICATION:
r - T — ; PURPOSE OF THIS PLAN 15 TO SUBDIMOE EXISTING TAX MAP LOT 7-1-5 INTO TWO (2)
75 ) 1 HEREBY CERIFY THAT THIS PLAT IS TrE RN AL LOTS, S SO,

HERD . PLAR " . TR : . . PLAN RESULT OF AN ACTUAL SURVEY MADE ON
e faose . e - ! Hee e THE GRou) PER INE PREGISGN Kb ACRURACY 0SNG FOR THE SITE 15 RURAL (R). LANIUU LOT SZE 15 2 ACRES. MUMUN LOT FRONTAGE
L ' STANDARDS FOR AN URBAN CLASSNICATION FEET WRNUUM BULDIHG S ARE 30 FEET FOR FRONT AND 20 FE
SURVEY AS SPECINED N THE HEW HAMPSHIRE e REARLOY NS 55 SHOWL LOTS ARE ncwsazo 10, Have AT LEAS] O A 7
LAND SURVEYOR'S ADMIMSTRAINE RULES (LAM CONTIGUOUS DRY LAND WTH SLOPES LESS ThAN 138 VELOPUENT IS ALLOWED Ow

503.04) AND HAS A MAXIMUM ERROR OF CLOSURE
OF OHE PART IN TEN THOUSAND (I: 'IDDW) OH . WERE FOUND ON THE SUBJECT LOT AS & RESULT OF A FIELD INPSECTION

PERFO&HEB BY CHRISTOPHER A GUIDA, C.W.S, AUGUST 2020. A 50 FT. SETBACK FROM
DELMEATED WETLANDS 15 REQUIRED FOR ALL STRUCTURES.

TR RSkIbTON Dt WERECH WAVE BEEH
THE TOTAL AREA OF EXISTING TAX MAP LOT 7=1-5 1S 674,842 SOFY. OR 15488 ACRES WM
ACCURATELY PERFORNED" 983.25 FT. OF FRONTAGE ALONG TURNPIKE ROAD (AKA N WM. ROUTE 123/124).

PERIMETER BOUNDARY 1S THE RESIAT OF A PRECISE BOUNDARY SURVEY PERFCRMED N
I’HE nzw O THI5 OFFICE DURING THE MONTH OF AUGUST 2020.

: Ensmc LT 71— s ommns 25,436 SOFT. OF CONMGUOUS AREA WTHOUT WETLANDS,
'IERS OPES GREATER TH. 15% MORE THMAN ONE ACRE OF CONTGUOUS
DATU BENCHUARK: umn FLATIER THAN 15: SLOPE AMD c.oumnmc NO WETLANDS SMALL
DH.(5) IN_STOHE B2 CONTANED WTHIN EAGH OF THE PROPOSED LOTS.
CENTERUM

'ﬂ"'_,'_-'v_us, ,_v,-t . HORIZONTAL ORIENTATION IS BASED ON THE WEW HAWPSHIRE STATE PLANE COORDINATE
. . SYSTEM, NAD B3. VERTICAL DATUM IS HAVD-BB

M ALIGNUENT CF TURNPIKE ROAD (AKA NH ROTE 123/124) IS DETERWINED BY NI,
HIGHWAY DEPARTMEMT PROJ. HO S—1091 (1968). THE RIGHT—OF —WAY WIDTH IS VARIABLE,
TR OETERMINED B¢ EXISTHG PHTSCAL EVIDENCE. HOWEVER. FOR THE WESTERLY S0 LINE
r THRE WAS A TAKMG. FROU THL PC AT SIA Ngr2z 75 10, 5Th 137400 .
RIGHT - OFWAY WAS DETERMINED T0 BE 40 FF. FRGU THE

ON AUGUST 15, 1985, THE HLLSBOROUGH SUPERKR COURT GRANTED 4 RIGHT-GFWAY TO
FRANCIS CACUEITE ANO EFTREY GRAY FRO ROUTE 124 On OLD ANDGE R04D

DISCOMRMUED ROAD) To TNt METON OF b PEIERQROUGH HOAD, Tt ©

: 7 : : ] - D THE NEW PSMOH BOMD OF SELECTWEN 10 ASSESS DAUAGES NG BETLAISE THE
Sa :: : L Rk NOTH OF THE LAYOUT Oh APRIL 9. 1986 THE BOARD OF SELECTMEN COMPLETED THEIR
(711 - - oLl s 5 : i 2 HEAFINGS. AND 1SSUED THEIR FIVINGS. OLD RINDOE ROAD WAS DE [ERMINED TO BE A CLASS
HCRD PLAN - *Ls - ¥ o= z - . 1 rul M HIGHWAY WTH THE FOLLOWHG LAYOUT.

f2s228 - e B --- 1ol gt i : ; o e 3 FROW ROUTE 124, THE DRIVEWA

= £ E . i f ALONG QLD RINDGE ROAD 10 mE

AT T e P o THE FIFTY FOOT WDTH
{5 TWEWTY IVE FEET EITHER SIOE OF A CENTER LINE BETWEEN THE EXISTHG STONE WALLS

ACCESS TO LOT 7-1+8 i§ PROPOSED TO BE FROM OLD RWOGE ROAD. PERMISSION FROM THE
BOARD OF SELECTMEN 15 RLQUIRED

. THE SUBJECT PROPERTY 15 HOT LOCATED WTHIN A 100 YEAR FLOQD MAZARD AREA PER FEMA
FIRM WAP J33011CO4200 DATED SEPTEMBER 25, 2009

5 PER THE USDA NRCS WED SOIL SURVEY, SO TVPL FOR THE ENTIRE SITE IS 770, MARLOW
FIHE SANDY LOAM, VERY STONY. WITH SLOPES BETWEEH 15% AND 33X

5 E)GS'I'ING IMPROVEMEN TS AND UTILMES SHOWN WERE DERIVED FROM REFERENCE PLANS QITED
HEREON TOGETHER WITH AN QN THE GROUND RIELD M\GV PERFORMED BY THIS OFFICE
DURIHG THE WONTH OF AUGUST 2020 AND HAVE BEEN PROPERLY LOCATED 10 THE BEST OF
MY KNCWLEDGE AND BEUEF.

. 30 THE BEST OF MY KNOWMLEDGE ANO BELIEF, ALL EXISTING EASEMENTS HAVE BEEN WEHTIRED
AND LGEATED AS SHOWN PER PLAHS AND EED REFEREWCED HEREON

. THIS. SUBDIISION |5 SUBECT TO THE NEW IPEWMCH DRIVEWAY REGULATHONS. NHDOT DRIVEWAY
APPROVAL NULIBER FOR THE CURB CUT ALONG NH ROUTE 123/124 1S 04~333-0076

. NHOES SUBDIWSION APPROVAL NUMBER FOR PROPOSED LOT 7-1-7 IS PENDING.

. SUBOMISION WL COMPLY WITH UNDERGROUND LINUTES AS OUTLIMED IN THE SUBOIMSON
REGULATIONS

L = w - = I" " e ] . - a . *
) . — 5 -
¥ " — i il : [P JoL P
Oaruu pEnCHuRx || HERD PLA ”PI £ ' I Rt e i e 2 i = (o AN REVISED CUDNT coumerts
OH(E) A1 STONE HCRD PLAN 19634 Class T S T — T - ] x| 4s/s REVISED PER TECHNICAL REVIEW

ELEV.= 141648 Wibry g s s 4 - — = S = o TR / REV DATE DESCRIPTIEN

(Ta58) TOPOGRAPHIC PLAN
HCRD PLAM #1536 TAX MAP 7 LOT 1-5
HCRD FLAN §15363 ( TURNPIKE ROAD )

LEGEND
: NEW IPSWICH, NEW HAMPSHIRE
RCHT-OF -IeAY UNE -nn
PREPARED FOR AND LAND OF,

BOUNDARY LINE —ﬂ_ﬂ_m
e RAYMOND M. AHO
e e e ORLNG SETMK L e O CNERHER) UTUY LPE 778 TURNPIKE ROAD, NEW I[PSWICH, NH 03071
MARCH 14, 2025

HCRD PLAN 153563

—_— e — —— DT OF PAVED ROAD @] wow pei 50 0E ST SCALE: 17=100

EDCE OF CRAVEL ROMD [l DRLL MORE SET Surveying ® Engineering # Land Planning ¢ Permitting @ Septic Designs
oo STONE WAL ot ROH P FOLRID .

< P FIELDSTS®NE
} L CATH BASH (ROUWD) . E [LAND CONSULTANTS, PLLC |

TOET PIT LGCATOH & AT ) ) )
GRAPHIC SCALE b2 204 Eln Street, Miltord, NH 03055
45 Roxbury 5 347
Phione: (GO3) G72 5450 Frox, 1603) A L4 54506
100" 3 www FleldstoncLandConsultant s com

MPERIAL: 17= 1007

FILE: 26245801 DWG PROJ. ND. 262400 SHEET MO, TP-1 PAGL WO, 2 OF 2




CERTIFICATION:

ALL WETLANDS OH THE ENNRE EXISTING PARCEL
7—1-5 WERE DELINCATED (W ACCORDANCE WITH
THE US. M cORFS OF ENGINEERS 1987
WETLANDS DELINEATION WAHUAL Y-8T-1 Nm

REFERENCE PLANS:

“SUBDIVISION PLAN OF LAND N NEW IPSWICH NH. — PREPARED FOR: — JAMES ALLARD -
CORD: - RICHARD & VRGINIA ALLARD", SCALE: 1™=50, DATED: OCTOBER 24,
1989 PR(PARED BY. STEVEM J. PATRICK ASSOCIATES. RECORDED N THE HILLSOOROUGH
Tr REGISTRY OF DEEDS AS PLAN 24224,

2. "WALKER LOT OF — JEFFERY L. GRAY & — FRAKCIS L. CADUETTE - HEW IPSMCH, NH.",

SCALE: 1"=120', DAFLD: 1579, PREPARED BY JOHN PRESTON. RECORDED IN THE
HILLSBOROUGH COUNTY REGISTRY OF DEEDS AS PLAN F20384

REGIONAL IJE,NT FOR HORTHEAST AN
HORTHCENTRAL REGION AND FIELD NMA‘I’O‘?S FOR
HYDRIC SOILS IN WEW EMGLAND, BY CHRISTOPHER
A GUWDA, CW.S, 1N APRL, 2020,

3. "WOOD PASTURE, LAMO OF = T, ARCHIBALD EATON = & RICHARD S. EATON = NEW
PSWMCH, NH.", SCALE: 17=100", DATED: 1979, PREPARED BY: JOHN PRESTON RECORDEC MW
THE HILLSBORQUCH COUNTY REGISTRY OF DEEDS AS PLAN 22135,

i 'BWNDMY LNE ADJAISTMEMT PLAT - LANDS OF PERKIO — AND WASTIOL = NEW IPSWICH,
SCALE 1°w100', DATED: JunE 27, 1986, PREPARED BY. ROBERT B. TOOD, INC
REC(RQED N THE HRLSBOROUGH COUNTY REGISTRY OF DEEDS AS PLAN 19854,

HCRD PLAN 20384 5. "PLAT OF JOHN J. & JUUA W WAFFIOU - SUBDIVISION — NEW IPSWMCH. NH.", SCALE:
1 300", DATEO: DECEWBER 27, 1982, PREPARED BY: ROBERT B. ¥ODO RECORDED IN THE
HILLSBOROUCH COUNTY REGISTRY OF DEEDS AS PLAN 15363,

8. STATE OF WEW HAMPSHIRE - DEPARTMENT OF PYUBLIC WORKS AMD HIGHWATS — HH.
PROVECT NO. 5-1090 (NON-FEDERAL PROVECT), DATED 1968

7. waumslon PLAN ~ TAX MAP 7 LOT 1| ~ (FURNPIKE ROAD] NEW tPSWHCH. NEW
HAWPSHIRE ALE: 1701007, DATED: JULY 11, 2023, REVSED THROUGH: APRIL 18, 2024,
FREPARED a’rv FELDSTONE LAND CONSULTANTS, PLLC & RECOROED N THE HALSAOROUGH
COUNTY REGISTRY OF DECDS AS PLAN J421E

NSZ'15°23"W
45.39"

N NST31'S2W
5\ 67.11"

\ NIG'36°58™W

11.68"
Ay

LoOCuUs
| SCALE: 17=1,000"%

NOTES:

hY - : a 1. THE OWNER OF RECORD FOR TAX MAP LOT 7-1=5 IS RATMOND U, AMD, 775 TURNPIKE ROAD,
SN HEW IPSWMCH, NH 0307t THE DEEC REFERENCE FOR THE PARCEL (S BOOK 9318 PAGE 138

DATED Y
CERTIFICATION: LTSS Bt

THIS PLAN IS TO SUBDIVIDE EXISTING TAX WAP LOT T-1-3 INTO TWO (2}
"I HEREBY CERTEY THAT TS PLAT IS THE

THE PURPOSE OF
RESIDENTIAL LOTS, AS SHOWW.

REFULT OF AN ACTUAL RELD SURVEY MADE OM

THE GROUND PER THE PRECISICN AND ACCURACY zcmm mt THE SITE IS RURAL &%Eumuuu LOT SI7E IS 7 ACRES, MINMUM LOT FRONTAGE
STANDARDS FOR AN URBAN CLASSIFICATION IS 200 FEET. MMIMUM BUILDING ARE 30 FEEY FOR FRONT AND 20 FEET FOR 90(
i O SRR IR S S SR e Pt S

i
YOR'S ADMIMSTRATWE RULES (LAN sn.ons CREATER PAAN 7

S03.04) AND HAS A MAXIMUL ERROR OF CLOSURE
HO WETLANDS WERE FOUND N THE SUBJECT LOT A5 A4 RESIAT OF A FIELD MPSECTION

ALL PROPERTY LINES WTH) D BMDC PERFORUED BY CHRISTOPHER A, GUADA, C WS, AUGJSI’ 2020 A 30 FT. SETBACK FROM
N ANI
DELWEATED WETLANGS 15 REGUIRED FOR ALL $TRUC

SUBJECT PROPERTY AND THAT 50U
s " Ll Gl LS L THE TOTAL AREA OF EXISTING TAX MAP LOT 7-1-35 (S 674,642 SOFT. OR 15.488 ACRES WTH
OB5.25 FI. OF FRONTAGE ALONG TURNPIKE ROAD {(AKA HH ROUTE 123/124).

ACCURATELY PERFORMED®,
M PERIIIEI'[R BCINDARY IS THE RISULT OF A PRECQISE BOUNDARY SURVEY PERFORMED IN
OFFICE DURMG THE WONTH OF AUGUST 2020.

EXIS'I'ING LOT 7-1-5 OON!A.INS 45438 SGFI. OF CONDGUOUS AREA WITHOUT WETLARDS,
ACE WATERS OR SLOPES CREATER THAN 15X MORE THAN ONE ACRE OF CONTI
ARE»\ CONSISTING OF LAND ﬂ.AﬂER THAH 15% SLW AND CONTAIHING NO WETLANDS SHALL
BE CONTAINED WItHIN EACH OF THE PROPOSED
. HORIZONTAL ORENTATION 1S BASED ON THE NEW HAMPSHIRE STATE PLANE COORDWATE
SYSTEM, NAD 83 VERNCAL DATUM IS NAVD-

THE ALIGHMENT OF TURNPIKE ROAD (AXA WM ROUTE 123/124) IS DETERMINED BY HH
HGHWAY DEPARTMENT PRN NO S—1091 (1968}, THE RIGHT—0F=WAY WIDTH IS VARIABLE,
BEIERMINED B‘r EXSTING PHYSICAL EVDENCE. MOWEVER, FOR THE WESTERLY SIOE I.I E,
THERE W) AK| THE PC AT ST ileo2275 TO SIA 1JJ'+(X) WHERE
RIGHT~ W-\VAY WAS DETERMINED TO BE 40 FV. FROM TH

. ON AUGUST 15, 1985, THE HILLSBOROUGH SUPERIOR COURT GRANTED A mcm-o: —waY 10

S62°44'487C
6-13-1
HCRD PLAN §20384 A=r12°20"
L=59.74"
R=475.00"
MEL'57°08" W

HCRD PLAN §22135

A=22°42°46"

L=ios.01"

N R=275.00°

A=i535'47"7
t=7482"

FORMER
75 1

HCRD PLAN 22135

11.385 ACRES
495,948 SQFT
217.61 FT. FROMIAGE

43,812 SOFT CONTIG. BAMLDABLE e S0
NGS. OLD RINDGE ROAD WAS DEFERMINED O BC

IEARINGS AND- THEWR
W HIGHWAY DATM THE FOLLOWING LATOUT.

- —

SIPSIPT SR e e

4.102 ACRES
178,694 SOFT,
T62.63 FT. FRONTAGE
45,436 SO FT. CONDIG.

- STATE OF hH
. BI04

~
~

ABUTTERS: \

MAP & LOT 13-1
JAMES A &

WARGARET L. PARISON
40 LD RIMDGE ROAD
HOW IPSWICH, WH 03071
BK.5580 PG.908 9/20/94

NEW Psm:n HH 03071
BK.5282 PG.362 9,13/90

{16 OLD PETERBOROUGH ROAD)

MAP 7 LOT 1=1
BRUM &

SUSANHE KUSTAM

1121 TURKPME ROAD

HEW IPSWICH, NH 03071
BX.3031 PG.2693 12/11 /17
{1121 TURKPIEE ROAD}

WAP 7 LOT 24
KENHETH A LEBLANG
1090 TURNPIKE ROAD
HEW PSWICH, HH 03071
(1090 TURNIIKE ROAD]

{725 3

PR
e

HCRD PLAH J15363
HCRD PLAN F19654

B 8823 PG.2825 1/19/16
(1070 TURNPIKE ROAD)

HAP?LOTS&51
AHDREW ROOK

BK.7536 PG.2910 7/23/05
{11 OLD PETERBORDUGH

MAP 6 LOT 10

GRACE M. MORTON

72 WINTER STREET
ARUHCTON, Ma 02474
BK.8196 PG.2648 42272010
{24 OLD RINDGE ROAD)

WAP & LOTS 22-A & 22-C
WILFRED J. €GGERS

21 WAPACK ROAD

HEW IPSWICH, MH 03071
BX.6368 PC.A&0 3/2/2001

(20 WAPACK ROAD & TURNPKE
ROAD}

ROAD}

VARMBLE

—

<,
Hibo r,,R
DTH

R S oz
I,rgJJ.
P

Y. S-109,

-0,
r-uvm 25 “g'sfcr NOTE yo)

RGHT -OF - BAY LUME
BOUHDARY LN

—— TG LY

BULDING SITRACY LW

—_— — —— —— £ OF P RO

- — — — — EDGE OF GROVEL ROAD

O STONE WML

EOCE OF TREE uNE

E' wm— TGV ELL

N22D9’ J '

HLRD PLAN
HCR{ PLAN

—if PROPOSED DRMWAY LOCATON

1534%
TEESH

HCRD PLAN 15383

APPROVED BY NEW IPSWICH PLANNING BOARD

ON:

CHAIRMAN;

CERTIFIED BY
AND

SECRETARY: _
BOARD MEMBER:

BOARD MEMBER:

BOARD MEMBER

7-27A-1-1

FROM ROUTE 124, THE DRIVEWAY USED BY RATMOND SOLMONOYF TG OLD RIHDGE ROAD AND
ALONG G&D RINDGE ROAD TO THE JNCTION OF OLD [ZRIOGC AND OLD PEFERBOROUGH
#OADS. THE WDTH OF THE teGHWAY IS FIETY FECT ON_OF THE FIFTY FOOT WOTH
S TENT, FIVE FEET EIER SIOE OF & CENTEA LINE BETWSeH THE EOSTHG. STOUE WALS

ACCESS TO LOT 7=i=8 IS PROPOSED TO BE FROM OLD FNDGE ROAD PERMISSION FROMW THE
BRARD OF SELECTUEN IS REQUIRED,

. THE SUBUECT PROPERTY IS5 NOT LOCATED M'ININ A |00 ﬁAR FLOOD HAZARD AREA PER FEMA
FLRU. MAP §33011C04200 DATED SEPTEMBER 2

. PER THE USOA NRCS WEE SOIL SURVEY, SOIL TYPE FOR THE ENRRE SITE IS 770. WMARLOW
FINE SANDY LOAL, YERY STOMY, WATH S0PES BETWEEN 13% AND 33%
5 E)CISI\NG IMPROVEMENTS AND UTILIMES SHOWN WERE DERIVED FROM REFERI'.NCE PLANS OTED
OH TOCETHER WITH AM OH GROUND PIELD SURVEY PERFORMED BY THIS OFFICE
DUWN OH“:ED:EMTH OF, AUGUST 2020 AMD HAVE BEEN PROPERLY LOCATED FD TeE BEST OF
MY KN

TO THE BEST OF WY KHOWLEDGE AMD BEUEF, ALL EXISTING EASEMENTS HAVE BEEN OENTRNED
AND LOCATED AS SHOWN PER PLANG AMD DEED REFEREMCED HEREON.

THIS SUBDIVISION 15 SUBXECT TO THE KEW IPSWMICH DRIVEWAY REGULATIONS. NHDOT DRIVEWAY
APPROVAL MUMBER FOR THE CURE CUT ALOWG HH ROUTE 123/124 1S 04-313-0076.

. NHDES SUBDIMSION APPROVAL MUMBER FOR PROPOSED LOT 7-1-7 IS PENDING.
. SUBDIVISION WiLL COMPLY WATH UNDERGROUND UTILIMES AL CRITUNED IN THE SUBDIMISION
REGUL ATIONS.

HCRD PLAN §15363

GRAPHIC SCALE

e T T e e
REVISED CLIENT COUMENTS
REVISED FER TECHMICAL REVIEW

TR
[] 5/7/2%
a 4/15/75

REV. DATE DESCRIPTION

SCALE: 1

SUBDIVISION PLAN
TAX MAP 7 LOT 1-5
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TOWN OF NEW IPSWICH

661 Turnpike Rd, New Ipswich, NH 03071
Board of Selectmen

SOCIAL MEDIA POLICY
Purpose

The Town of New Ipswich supports the use of social media to enhance communication, collaboration, and
exchange of information to best meet the needs of the Town and its inhabitants. This social media Policy is
intended to establish guidelines for the creation and use of social media accounts/sites by the Town of New
Ipswich and its staff.

This policy shall apply to:

All staff of the Town of New Ipswich, where “staff” is defined as:
o Regular full-time employees

Part-time employees

Interns

Temporary/ Seasonal employees

Appointed officials

Volunteers

00 0o

*Elected officials of the Town are still subject to all State and Federal laws and regulations*
Definitions

s 'Social media/ sites/ socials': Refers to a network, website, application, platform, or some combination in
which content is created and shared by individuals or groups to facilitate user participation, networking,
collaboration, or dissemination of information.

+ ‘Town social media sites’. Refers to web-based sites and accounts established and maintained by the Town
and over which the Town has control over all postings, except for advertisements or messaging by the media
site's owners or vendors. The Town social media sites will supplement and not replace the Town's standard
methods of communication and disbursement of information.

¢ “Post” or "posting” refers to information, images, articles, videos and any other communication shared by a
social media account.

e “Account managers” refers to a designated Town employee trusted and tasked with the management of the
Town'’s online presence across various social media or web-based sites platforms. An account manager may
be responsible for one or all Town accounts.

General Policy

The Town's official website shall remain the Town's primary means of web-based communication and
disbursement of information. Town social media accounts serve the primary purpose of providing information to
constituents related to town updates, events, services, and local initiatives. Employees and volunteers
representing the Town or acting in their capacity for the Town are expected to conduct themselves in a
professional manner in online spaces and in accordance with State and Federal laws regarding web-based
interactions. The Town reserves the right to deny access to Town social media sites to any individual who violates
the Town's Social Media Policy at any time and without prior notice.

phone:  603-878-2772 www.newipswichnh.gov
Sfax: 603-878-3855



Recommended Protocols and Procedures
Account ownership and management:

o No social media sites or accounts shall be created to represent the Town or its subsequent departments
without the prior approval of the Board of Selectmen or their designee(s). Any such sites are considered
property of the Town.

e Town social media sites will be maintained and operated by an assigned individual or designated few
employees, referred to as ‘account managers.’ These individuals, designated by the Board of Selectmen or
their designee(s), will have access to all account credentials (including usernames and passwords). Account
managers are expected to keep this information in a secure location and are not permitted for any reason to
store Town account credentials on personal devices.

Account Credentials and Security:

» All Town social media accounts and sites shall utilize authorized Town contact information and devices for
account set-up, monitoring, and access.

e Allusernames and passwords should be stored in a secure location and shared with the Town Administrator
along with answers to security questions, if applicable, to the account so that at least two Town employees
have access to the account at any given time.

Guidelines of Engagement:

Employees representing the Town on official Town social media sites shall conduct themselves in a professional
manner and in accordance with all Town policies. Town social media sites must clearly state they are maintained
and operated by the Town and thus operate in compliance with the Town’s Social Media Policy. Social media
sites representing the Town and its subsequent departments shall link back to the Town’s website for forms,
documents, online services, and other information needed to conduct business with the Town whenever possible.

Town social media sites are expected to comply with the user terms and conditions of each respective site as
required by the provider, including its privacy policies. Town media sites shall adhere to applicable state, local,
and federal laws. All Town social media sites are subject to the New Hampshire Right to Know Law {NH RSA 91-
A).

Content of Town social media is subject to oversight by the Board of Selectmen or their designee(s).

Town of New Ipswich staff, whether operating under the Town'’s social media account or their personal account,
are prohibited from sharing any data or information they may have access to due to their employment with the
Town that is confidential, private, or otherwise not for public distribution. Town of New Ipswich staff shall not use
the Town of New Ipswich's social media sites for personal use or to express their personal views. Any questions
related to the status of information should be directed to the employee’s supervisor, Board of Selectmen or their
designee(s). All communications related to their role shall be conducted through designated, official Town
accounts (email, social media, etc.) to maintain credibility and avoid confusion.

Content Guidelines:
Employees shall refer to the below for guidance about content for posts on Town social media accounts:

e« Accuracy and truthfulness: Information posted should be accurate, verified, and consistent with official
Town data and messaging.

¢ Professionalism: Posts must remain professional and respectful in tone. Employees will refrain from the use
of inflammatory or explicit language on Town accounts.

e Topic: Posts should focus on information related to town services, events, and initiatives. Use of Town
accounts to express personal opinions or promote ideological or political agendas is prohibited.

e« Compliance with laws and policies: Adhere to all relevant iaws and regulations regarding privacy,
copyright, trademark protections, data protection, and open records.

s Public Comment: All public comments must be turned off for any posts made upon adoption of this policy.

phone:  603-878-2772 www.newipswichnh.gov
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Any existing comments cannot be deleted.

Personal use of social media:

The Town recognizes and shall not infringe on an employee’s right to have and manage personal social media
accounts. However, employees should exercise caution when engaging online. Employees should keep in mind
that posts, once shared, are public and may remain as such for a long period of time or forever. Any posts or
comments made or shared by a Town of New Ipswich employee to their personal account are personal
expressions and not reflective of the opinions or policies of the Town.

If a personal email, posting, or other electronic message could be construed to be an official communication of
the Town, the following disclaimer is required: “The views and opinions expressed are my own and do not
reflect those of the Town of New Ipswich.”

Employees are prohibited from utilizing personal accounts for professional matters related to the Town.

Employees should refrain from reference ta their position, role, or employment with the Town when commenting
or acting in a personal capacity on social media.

Disclaimer

The Town does not collect, maintain, or otherwise use the personal infarmation of individuals stored on any third-
party application or site in any way other than to communicate town-related information to users on that respective
site. Users may at any time remove themselves from the Town’s “friends”, “follow", or “fan” list, or any other group
associated with the town or ask that the Town remove them. Users should be aware that each third-party website and
application has its own privacy policies outside of the Town'’s control. Users are subject to the site’s terms and
conditions when they create their accounts and are encouraged to do their own research into protecting their privacy.
Users are further encouraged to protect their privacy by not posting on publicly accessible sites information such as
first and last name, school, age, phone number, email, or phone number.

The Town reserves the right to terminate any Town social media site/ account at any time and without notice.

Approved on , 2025

Shawn Talbot, Chair:

Jason Somero:

Lou Alvarez:
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INTRODUCTION

Section 1.01 Changes and Revisions in Policy

The Town reserves the right to modify, suspend, or terminate any of the policies, procedures, and/or
benefits described in the Handbook with or without prior notice to employees.

This Town of New Ipswich Employment Handbook dated June 1, 2025 supersedes all other Handbooks
previously issued. Updates to the Handbook will be distributed on an item-by-item basis. It will be the
responsibility of the employee to update this Handbook with any items approved and distributed from the
office of the Board of Selectmen. The Employee Handbook applies only to employees as defined in Article
.

This Handbook is designed to acquaint you with the Town of New Ipswich (Town) employment guidelines
and to provide information about working conditions, employee benefits, and policies affecting your
employment. You should read, understand, and comply with all provisions of the Handbook. It describes
many of your responsibilities as an employee and outlines the programs developed by the Town to benefit
employees. One of the objectives is to provide a work environment that is conducive to both personal and
professional growth.

The policies, procedures and benefits described in this Handbook are not terms or conditions of
employment but are only guidelines. This Handbook is not an offer of employment and does not create an
employment contractor in any way alter an employee’s at-will status. The State of New Hampshire is an at-
will employment state, meaning that either employer or employee may terminate the employment at any
time and for any reason that is not in violation of local, state, or federal law, without advance knowledge.

Employees with questions or concerns regarding violations of policies and procedures outlined in this
Handbook are encouraged to bring the issue to the attention of their immediate supervisor or the Board of
Selectmen.

No employee handbook can anticipate every circumstance or question related to policy. As the Town
continues to grow, the need may arise and the Town reserves the right to revise, supplement, or rescind
any policies or portion of the Handbook from as it deems appropriate in its sole and absclute discretion.
Employees will, of course, be notified of such changes to the handbook as they occur.
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Article ll. EMPLOYMENT DEFINITION AND STATUS

All employees in the state of New Hampshire are considered at will {see Section 3.09 At Will Employment
for more.)

REGULAR FULL-TIME HOURLY EMPLOYEE (NON-EXEMPT)

Non-elected hourly employees who are assigned to a regular work week of at least thirty-
two (32) hours on a continuous basis shall be considered full-time employees and shall be
eligible for benefits. Hourly employees are paid on an hourly basis. Time in excess of forty
{40) hours worked in a single week will be paid at the rate of time and one-half (1.5). No
compensatory time or benefits will be provided for overtime worked.

REGULAR PART-TIME HOURLY EMPLOYEE (NON-EXEMPT)

Employees who are assigned a regular work week of less than thirty-two (32) hours on a
continuous basis shall be considered part-time employees. Hourly employees are paid on
an hourly basis. Time in which exceeds forty (40} hours will be paid at the rate of time and
one-half. No compensatory time or benefits will be provided for overtime worked.

TEMPORARY EMPLOYEE

Employees who are assigned to either full-time or part-time hours for a predefined period
of time shall be considered temporary employees. The period of appointment shall be
contingent on funding for the position and/or duration of the assignment. No benefits will
be provided to such an employee.

SALARIED EMPLOYEE (EXEMPT)

Full-time employees who receive a fixed amount of compensation each pay period
regardless of the number of hours worked. Exempt salaried employees often represent
management or professional positions in the Town. It is expected that these individuals will
be required from time to time to work additional hours and are paid a fixed salary. If a
salaried employee is required to work a significant amount of hours, the Board of
Selectmen may grant the employee some time off with pay but not necessarily at a ratio of
1 - 1. Extra time worked by management employees is not accruable for purposes of
monetary compensation and will not be paid for.

Salaried Employees are not required to be paid overtime, in accordance with applicable
federal wage and hour laws, for work performed beyond forty hours in a workweek. Exempt
employees are generally executives, professional employees, and certain employees in
administrative positions as defined by law.

CONTRACT EMPLOYEE
A contract employee, also known as an independent contractor, is a self-employed person

hired by the Town to complete a specific job and often for a set period of time. Contract
employees are not considered Town employees and are not eligible for benefits or time.

STIPEND POSITION

A stipend position is one that is paid a set fee for periodic job performance. A financial
stipend is set to cover miscellaneous incidental out of pocket expenses including but not
limited to postage, mileage and other supplies. Stipend positions are not eligible for
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benefits or cost-of living adjustments,
VOLUNTEER

A volunteer is an individual who performs hours of service for the Town without promise,
expectation, or receipt of compensation for services rendered. Volunteers may be
reimbursed for out-of-pocket expenses. The Town may pay a nominal fee for service as a
volunteer provided the fee is not tied to productivity or as a substitute for compensation.
Volunteers are not employees and are not eligible for benefits.

ELIGIBLE SERVICE

One {1) Month of eligible service is 30 days of active service from an employee’s date of
hire.

Six (6) Months of eligible service is 180 days of active service from an employee’s date of
hire.

A year of eligible service is 365 days of active service from an employee’s date of hire.

Any time spent on leave, other than leave for Military Service, will not count towards eligible
service.

BENEFIT YEAR

Refers to the 12-month period, beginning on the first day of each calendar year, during
which an employee’s health insurance or other benefits are considered active. The benefit
year for the Town runs from the first day of January until the last day of December for any
respective year. Employee benefits are renewable on the first day (January 1%} of each
calendar year.
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Article lll. EMPLOYMENT POLICIES

Section 3.01 Probationary Period

All new employees and employees in new positions (including promotions, transfers, and demotions) are
subject to a probationary period of six months. During such time, Department Managers will monitor and
evaluate the performance of each employee to determine whether further employment in the designated
position and/ or with the Town is appropriate and should continue.

The probationary period for employees of the police department is one year (365 days).

A probationary period does not guarantee continued employment and shall be considered a trial period for
both employee and the Town. The Town of New Ipswich reserves the right to terminate an employee at
any time (see Section 3.09 Employment at Will.)

Section 3.02 Equal Employment Opportunity (EEO)

The Town of New Ipswich is an equal employment cpportunity employer. Employment decisions are made
on the basis of merit, qualifications, and administrative/ town needs and without regard to race, color,
religion, age, sex, national origin, disability status, veteran status, sexual orientation, gender identity or
expression, or any other characteristic protected by federal, state, or local law, EEO policy applies to all
employment actions including hiring, promotions, transfers, demotions, layoffs, terminations,
compensation, benefits, training, and work assignments.

Section 3.03 Fair Labor Standards Act (FLSA)

Employees of State and local governments are covered by the FLSA section 3(s) (1) (C). The FLSA requires
employers to:

s Pay all covered nonexempt employees, for all hours worked, at least the Federal minimum
wage of $7.25 per hour effective July 24, 2009; pay at least one and one-half times the
employees' regular rates of pay for all hours worked over 40 in the workweek; comply with the
youth employment standards; and comply with recordkeeping requirements.

Section 3.04 Americans with Disabilities Act (ADA)

The Town is committed to complying fully with the Americans with Disabilities Act (ADA) and providing
equal employment opportunities for qualified individuals with disabilities. Employment decisions are made
based on the merits of the situation and in accordance with defined requirements of the position.

Reasonable Accommodation

Reasonable accommodation is available to any employee with a known disability when such
accommodation would assist in their ability to perform essenttal job duties. It is the responsibility of the
employee to notify their supervisor or Department Head of the need for accommodation related to any
physical or mental disability. Persons with disabilities are defined by the ADA as individuals who have a
physical or mental impairment that substantially limits one or more major life activities, have records of such
impairment, or are regarded as having such an impairment. This definition encompasses a wide range of
conditions, including but not limited to, mobility issues, sensory disabilities, chronic illnesses, mental health
disorders, and intellectual disabilities. It can also include individuals with temporary disabilities or
impairments, such as injury or pregnancy.

When appropriate, the Town may 1) ask that the employee provide or 2) request the employee’s permission
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to obtain additional information from a health provider for the purposes of documenting the disability and
assisting in the assessment of any functional limitations for which reasonable accommodation may be
needed. All medical information will be treated as confidential in accordance with the American with
Disabilities Act (ADA).

The Town takes all requests for accommodation seriously and will promptly determine whether the
employee is a qualified individual with a disability and whether reasonable accommodation exists. The
Town is committed to providing accommodation which would allow the employee to perform the essential
functions of the job so long as doing so would not cause undue hardship on its operations or other
employees.

Any employee seeking accommodation should speak to the Town Administrator or their direct supervisor
regarding the process.

Section 3.05 Immigration Law Compliance (IRCA)

The Town is committed to employing only those who are authorized to work in the United States and does
not unlawfully discriminate based on citizenship or national origin.

All offers of employment are contingent on verification of the candidate’s right to work in the United States.
In compliance with Federal Law, each new employee, as a condition of employment, must complete the
Employment Eligibility Verification Form 1-9 and present documentation establishing identity and
employment eligibility. Former employees who are rehired must also complete the form.

Employees who are rehired must complete Supplement B on a new I-9 form. Employees should refer to
their supervisor and to the U.S. Citizenship and Immigration Services website for additional information on
Supplement B.
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Section 3.06 Youth Employment

The Town is in compliance with State (see RSA 276-A on Youth Employment) and Federal (see Fair Labor
Standards Act’s Child Labor Provisions) laws with respect to youth employment When federal and state
standards differ, the rules that provide the most protection to young workers will apply. Note that federal
and state employment laws on safety, health, discrimination, benefits, etc. apply to youth in addition to adult
workers.

Fire Department:

Except when enrolled in an explorer program approved by the New Hampshire Department of Labor under
rules adopted by the commissioner, no youth less than 16 years of age shall volunteer or be permitted to
work in firefighting.

Youth shall not be assigned any task or duty in support of firefighting prior to completing training pursuant
to RSA 276-A:24. Fire organizations shall follow the requirements of RSA 276-A and rules adopted by the
Department of Labor when permitting 16- or 17-year-old youths to work in support of firefighting.

Lifeguarding:

New Hampshire requires a person be fifteen vears old or older to serve as a lifeguard at a public swimming
pool. Lifeguards must be trained and certified by the American Red Cross, or a similar certifying
organization, in aquatics and water safety. Lifeguards must be employed in compliance with all the other
applicable provisions of the youth employment laws, including the restrictions on the hours and times of
day that 15-year-olds may be employed.

Section 3.07 Employee Background Check

Prior to making an offer of employment, the Town may conduct a job-related background check. A
comprehensive background check may consist of prior employment verification, professional reference
checks, education confirmation, and credit check. For the purposes of this policy, police officers,
firefighters, EMTs, and lifeguards are included under Public Safety positions.

The following table is guidance as to when an employee may be subject to a specific type of test or
investigation:

Medical Examinations All Public Safety positions including On-Call firefighters

Criminal Investigation All full-time and part-time employees, Public Safety, exposure to Town
funds, or direct contact with children.

Motor Vehicle Record When position requires driving or transport of minors.

Credit History Exposure to Town funds.

Drug & Alcohol May be applicable for employees whose position requires a
Commercial Driver's License {CDL) and Public Safety positions

After a conditional offer of employment has been made to an applicant entering a designated job
category, a health professional of the Town choice and expense, will perform a medical examination. In
addition, one or more of the above investigations may be conducted. The offer of employment and
assignment to duties is contingent upon satisfactory completion of the exam and investigations.

Information obtained during employment testing and investigations will be kept separate from other
employee information and maintained confidentially. Access to this information will be limited to those
within the Town who have a legitimate need to know. An employee may request a copy of the results of a
credit report, if conducted.

Page - 11 -



Employee Handbook

Section 3.08 Criminal History Records

The Fair Chance Act of 2019 prohibits federal agencies from asking about criminal history prior to a
conditional job offer. A criminal record, with some exceptions, does not preclude an individual from applying
for most government jobs. However, when appropriate, employees may be subject to a criminal record
check that is reasonably job related and consistent with business necessity to protect the Town's interest
and that of its employees and citizens. In such case, employees will be required to authorize both a
background criminal check and a Release of Motor Vehicle Records (DSMV 505.) If either a Criminal History
Record/ Background Check or a release of Motor Vehicles Records is required, the Town shall incur the
cost of such request.

if a Criminal History Record Request is required, the employee will complete a Criminal History Record
Information Release Authorization Form. The request can be made via mail through the Town or in-person.
Should the employee decide to submit via mail, the completed form will be submitted to the Town
Administrator or employee's supervisor and will be subject to a turnaround period of two to three weeks.
Should the employee wish to start sooner and is approved by the Town to do so, the employee may go in
person to the Criminal Records Unit in Concord, NH for same-day turnaround. If the employee chooses to
complete the request in-person, the employee will be required to pay the processing fee at the time of
request and will be reimbursed by the Town. In this case, employees must obtain a receipt from the Criminal
Records Unit.

Section 3.09 Employment at Will

Unless otherwise provided by statute or contract approved and signed by the Board of Selectmen,
employment relationships with the Town are “at-will." At-will employment means that the employee and
employer are equally free to terminate the employment relationship at any time with or without cause, with
or without notice.

Exception: Full-time police officers are not considered at-will employees and have certain protections under
New Hampshire laws that require “just cause” for termination. RSA 41:48 Tenure of Office; Any permanent
constable or police officer who is either elected under the provisions of RSA 41:47 or appointed for full-time duty under
the provisions of RSA 105:1, and who is in compliance with the requirements of RSA 188-F: 27, shall continue to hold
such office during good behavior, unless sconer removed for cause by the selectmen, after notice and hearing, or unless
the Town has rescinded its action as provided in RSA 41:47. Any such elected permanent constable or police officer
shall be deemed to be a permanent policeman, and entitled to benefits under the provisions of RSA 103 if otherwise
qualified.
[Note: RSA 41:48 applies to full-time police officers.

Section 3.10 Job Postings

The Town is committed to promoting and hiring from within whenever possible. Job postings are a way to
inform employees of openings and to identify qualified and interested applicants who might not otherwise
be known to the hiring manager. Other recruiting sources may also be used to fill open positions in the best
interest of the Town.

To be eligible to apply for a posted job, employees must be in good standing and have acted in their current
position for at least 90 calendar days. Employees who have a written warning on file or are on probation or
suspension are not eligible to apply for posted jobs. Eligible employees can only apply for those posted
jobs for which they possess the required skills, competencies, and qualifications.

To apply for an open position, employees should submit a job application to the Town Administrator along
with either a resume or a CV. Employees are encouraged but not required to submit a cover letter for the
position, outlining how their experience with the Town and prior work andfor educational background
qualifies them for the position.

Page - 12 -



Employee Handbook

The Town recognizes the benefit of developmental experiences and encourages employees to talk with
their supervisors about their career plans. Supervisors are encouraged to support employee efforts to gain
experience and advance within the Town.

An applicant's supervisor may be contacted to verify performance, skills, and attendance. Any staffing
limitations or other circumstances that might affect a prospective transfer may also be discussed. Applicants
may be asked to provide additional references depending on the amount of time they have worked with the
Town and/or relevancy of their current and previous positions held to the position they are applying to.

Section 3.11 Employment Application

The Town relies upon the accuracy of information contained in the employment application as well as the
accuracy of other data presented throughout the hiring process and employment. Any misrepresentations,
falsifications, or material omissions in any of this information or data may result in the exclusion of the
individual from further consideration for employment or if the person has been hired, termination of

employment.

Section 3.12 Reference Checks

As part of the hiring process, the Town conducts reference checks for all applicants while complying with
relevant state and federal privacy laws. To be considered for an available position, employee applicants
must provide 2-3 references and in doing so are consenting to the Town contacting such references for the
purpose of employment verification. Reference checks will be conducted by the Town Administrator, or
other staff as deemed appropriate, for the purpose of verifying employment history, job title, duties,
performance, and work ethic.

The Town will respond in writing only to external reference check inquiries that are submitted in writing. No
employment data will be released without written authorization and release signed by the individual who is
the subject of such inquiry.

Section 3.14 New Employee Orientation

The formal welcoming process, or “employee orientation,” is conducted by the Department Supervisor and
the Town Administrator. During the orientation period, employees are expected to read through and
understand the Employee Handbook in full and clarify anything as needed with their immediate supervisor.

Section 3.15 Personnel Records and Administration

The task of handling personnel records and related administration functions at the Town has been assigned
to the Town Administrator. Due to the sensitive nature and potential for Court review under New Hampshire
RSA 105:13-b, personnel files of police department employees are maintained in the office of the Chief of
Police. Personnel files of any employee of the Town may include the following documents:

Application

Form W4 Employee's Withholding Allowance Certificate
Form 19 Employment Eligibility Verification
Emergency Contact Form

Health Application

Retirement Application

Performance Evaluations

Pay Change Forms

Certificates of Accomplishment

Written Disciplinary Documentation

Court Orders

Page - 13 -



Employee Handbook

Medical records, if any, will be kept in a separate confidential file.

Section 3.16 Change of Personal Data for Personnel Record

It is the responsibility of each employee to ensure that their information is accurate and up to date. Any
change in an employee’s name, address, telephone number, marital status, emergency contacts,
dependents, or insurance beneficiaries or a change in the number of tax withholding exemptions must be
reported in writing as soon as possible to the Town Administrator.

Section 3.17 Access to Personnel Files

The Town maintains a personnel file on each of its employees. Personnel files are the property of the Town
and access to them is restricted. With reasonable advance notice, employees may review their own
personnel files in the Town Office and in the presence of an individual appointed by the Town Administrator.
Former employees may, with reasonable advance notice, review their files by contacting the Town
Administrator.

Section 3.18 Employment of Relatives - (Nepotism)

For the purposes of this policy, the Town defines family members as: any person related by blood or by
marriage, or whose relationship with the employee is equivalent to that of persons related by blood or
marriage.

The employment of relatives in the same area of an organization may result in serious challenges impacting
employee morale and productivity. To avoid this, the Town asserts that full-time employment of relatives
shall not be approved if another family member would have the practical authority to appoint, evaluate,
supervise, discipline, or in any way influence the employment status of the other.

¢ If a family member of a current employee is hired, the new hire may not be supervised or in
any way managed by their relative.

¢ Employees may not participate in any hiring decisions, evaluations, or disciplinary
discussions related to relatives.

» Employees must disclose any family relationships to the Town Administrator or Board of
Selectman

» Such policy is not to discourage family members from seeking employment with the Town
but to prevent favoritism and conflicts of interest in Town business. If a need arises for part-
time or seasonal employment by a departiment, then any proposal to employ a member of
the Department Manager's immediate family shall be subject to prior approval by the Board
of Selectmen. The Selectmen and Department Manager shall ensure that the interests of the
community and fairness to all seeking employment are the primary considerations.

Article V. STANDARDS OF CONDUCT

Section 4.01 General Guidelines for Standards of Conduct

All employees are urged to become familiar with the Town rules and standards of conduct and are expected
to follow these rules and standards faithfully in doing their jobs and conducting Town business.

To ensure orderly operations and provide the best possible work environment, the Town expects employees
to follow rules of conduct that will protect the interests and safety of all employees and the Town.

It is not possible to list all forms of behavior that are considered unacceptable in the workplace. The
following are examples of infractions of rules of conduct that may result in disciplinary action, up to and
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including termination of employment;

a

Theft or inappropriate removal or possession of property

Falsification of timekeeping records

Not being truthful with supervisors, town officials, other town employees, and the public
Working under the influence of alcohol or illegal drugs

Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the
workplace, while on duty, or while operating employer-owned vehicles or equipment

Fighting or threatening viclence

Boisterous or disruptive activity

Negligence or improper conduct leading to damage of Town property
Insubordination or other disrespectful conduct

Violation of safety or health rules

Sexual or other unlawful or unwelcome harassment

Possession of dangerous or unauthorized materials, such as explosives or firearms
Excessive absenteeism or any absence without notice

Violation of personnel policies

Unsatisfactory performance or conduct

o o I o |
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Section 4.02 Attendance and Punctuality

The Town and its functions rely on the reliability and work of Town employees. Regular attendance is crucial
to the ability of the Town to function smoothly. The Town expects employees to be ready to work at the
beginning of their assigned work hours, and to reasanably complete their projects by the end of assigned
work hours or a timeline predetermined by the employee and their supervisor.

Employees who are absent from their assigned work for more than two consecutive days without notifying
their Supervisor or Town Administrator, will be assumed to have voluntarily resigned their position.
Excessive tardiness, absenteeism, or failure to report to work is cause for discipline up to and including
termination.

Section 4.03 Work Schedule

At the start of their role, employees (part-time, full-time, etc.) have agreed to a set number of hours per
week and/ or a set schedule. Employees are expected to adhere to such schedule unless otherwise
discussed between them and their supervisor or Department Head. Town operations depend on adherence
to such schedules and ongoing inability to adhere to their predetermined schedule must be reported to a
supervisor as soon as possible, failure to do so or to make attempt to remedy such may result in disciplinary
action up to and including termination.

Section 4.04 Absence and Lateness

From time to time, it may be necessary for an employee to be late or absent from work. The Town is aware
that emergencies, illnesses, or pressing personal business that cannot be scheduled outside work hours
may arise. It is the responsibility of an employee to contact their supervisor if they are going to be absent
or late. Excessive absenteeism or failure to report to work may be cause for disciplinary action up to and
including employee termination.

Section 4.05 Unscheduled/ Unexcused Absence
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Unscheduled or unexcused absence refers to a time when an employee misses work without prior
notification provided to or approval from a supervisor. In other words, the employee in such case has missed
their scheduled work without providing valid reason and is considered a "no-show™. If an employee is absent
from work for three (3) consecutive days of scheduled work, without notifying the employee’s supervisor or
the Town Administrator, the employee may be considered to have voluntarily resigned.

Section 4.06 Meal and Break Periods

New Hampshire law requires that all employees who work five or more consecutive hours are entitled to
a meal break of at least 30 minutes. Town Employees are allowed a one-hour unpaid lunch break generally
taken between the hours of 11:00 a.m. and 2:00 p.m.

The Town encourages employees to take a rest period and provides a paid rest period of fifteen minutes in
the morning work period and fifteen minutes in the afternoon work period. This is in addition to the hour
lunch-break allotted.

Section 4.07 Anti-Harassment and Non-Discrimination Policy
Equal Employment Opportunity

The Town asserts that every individual has the right to employment free from illegal discrimination or
harassment on the basis of national origin, religion, creed, race, color, sex (including pregnancy and
medical conditions which result from pregnancy), age, marital status, sexual orientation, gender
identity, genetic information, veteran status, or physical or mental disability, or any other status
protected by law. All employees should be able to work in an environment free from all forms of
discrimination, intimidation, and harassment, including sexual harassment. All employees must treat each
other with courtesy, consideration and professionalism.

Objective: The Town will not discriminate against any employee or applicant for employment because of
national origin, religion, creed, race, color, sex {including pregnancy and medical conditions which result
from pregnancy), age, marital status, sexual orientation, gender identity, genetic information, veteran
status, or physical or mental disability, or any other status protected by law.

Details: The Town has established the following Complaint Procedures to address all types of
discrimination complaints. Employees have the right to use these procedures without jeopardizing their
current or prospective employment status.

To achieve our goal of providing a workplace free from harassment and discrimination, the conduct
described in this policy will not be tolerated and we have provided a procedure by which inappropriate
conduct will be dealt with. Where inappropriate conduct is found, The Town will act promptly to eliminate
the conduct and impose such corrective actions as are necessary including disciplinary action or termination
where appropriate.

Please note that while this policy sets forth The Town's goals of promoting a workplace free of harassment
and discrimination, the policy is not designed or intended to limit our authority to discipline or take remedial
action for workplace conduct which we deem unacceptable, regardless of whether that conduct satisfies
the legal definitions of harassment or discrimination.

Definitions

Harassment is a form of employment discrimination in violation of Title VIi of the Civil Rights Act of
1964, the Age Discrimination in Employment Act of 1967, and the Americans with Disabilities Act of
1990. Harassment of any form will not be tolerated
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Harassment refers to unwelcome conduct or behavior which is personally offensive or threatening, impairs
morale, or interferes with the work effectiveness of employees. Examples of harassment include conduct
or comments that threaten physical violence; offensive, unsolicited remarks; unwelcome gestures or
physical contact, display or circulation of written materials, items or pictures degrading to members of a
protected class; and verbal abuse or insults about or directed at any employee, or group of employees
because of their relationship in any of the groups listed above.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and verbal or
physical conduct of a sexual nature:

* submission to or rejection of such advances, requests or conduct is made either explicitly or
implicitly a term or condition of employment or as a basis for employment decisions; or,

» such advances, requests or conduct have the purpose or effect of unreasonably interfering
with an individual's work performance by creating an intimidating, hostile, humiliating or
sexually offensive work environment.

Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange for actual
or promised job benefits such as favorable reviews, salary increases, prometions, increased benefits,
adjustments to scheduled work hours, or continued employment constitutes sexual harassment.

The legal definition of sexual harassment is broad and in addition to the above examples, other sexually
oriented conduct, whether it is intended or not, that is unwelcome and has the effect of creating a workplace
environment that is hostile, offensive, intimidating, or humiliating to employees may also constitute sexual
harassment.

While it is not possible to list all those additional circumstances that may constitute sexual harassment, the
following are some examples of conduct which, if unwelcome, may constitute sexual harassment depending
upon the totality of the circumstances including the severity of the conduct and/or its pervasiveness:

o Verbal; sexual innuendoes, racial or sexual epithets, derogatory slurs, off-color jokes,
propositions, threats or suggestive or insulting sounds;

» Visual/Non-verbal: derogatory posters, cartoons, or drawings; suggestive objects or pictures;
graphic commentaries; leering; or obscene gestures;

¢ Physical: unwanted physical contact including touching, interference with an individual’s normal
work movement or assault; and

* Retaliation: making or threatening reprisals as a result of a negative response to harassment.

Each employee must exercise his or her good judgment to avoid engaging in conduct that may be perceived
by others as harassment.

Harassment can come from superiors, fellow employees, residents, visitors, or vendors. Men as well as
women can be victims of sexual or other harassment. It cannot be stressed enough that the Town will
not tolerate any form of illegal discrimination or harassment. Violations of this policy, whether
intended or not, will not be permitted.

All employees should take special note that retaliation against an individual who has complained about
sexual or other harassment or discrimination, and retaliation against individuals for cooperating with an
investigation of a sexual or other harassment or discrimination complaint is unlawful and will not be
tolerated.
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Harassment/Discrimination Grievance Procedure

Should you feel that you are being harassed or discriminated against or that you have observed harassment
or discrimination, please follow these guidelines to help us remedy the problem.

Harassment or discrimination by other employees or by clients or vendors of the Town should immediately
be brought to the attention of the employee's supervisor, the Town Administrator, or the Board of
Selectmen. These individuals are also available to discuss any questions or concerns you may have and
to provide information to you about policies and procedures related to harassment in the workplace and to
guide you through the complaint process.

Do not allow an inappropriate situation to continue by not reporting it, regardless of who is creating the
problem. No employee in this organization is exempt from this policy.

If, at any point in the process, a complaining employee is dissatisfied with the investigation being conducted,
the employee should bring it to the attention of the individuals listed above.

Please note that this policy in no way is meant to replace legal investigations or recourse should an
employee choose to report the experience externally. In such case that an employee chooses to engage in
legal proceedings of their own accord, The Town shall comply with all that is legally required of them in
such proceedings.

Harassment/Discrimination Investigation

When a complaint of harassment or discrimination is received, The Town will work promptly to investigate
the allegation. The Town will make every effort to protect the confidentiality of employees who report
harassment or who participate in harassment investigations or proceedings. Complaints will be kept
confidential to the extent possible and consistent with the Town’s obligation to thoroughly investigate and
remedy any harassment or discrimination.

For most matters, the investigation will include an interview with the person filing the complaint, an interview
with the person alleged to have committed the harassment, and to the extent necessary, interviews with
co-employees or other witnesses. All employees are expected to be truthful, forthcoming and cooperative
in cannection with a complaint investigation.

Once the investigation is complete, we will, to the extent possible, inform the person filing the complaint
and the person alleged to have committed the conduct of the results of the investigation.

If it is determined that inappropriate conduct occurred, we will act promptly to eliminate the offending
conduct, and where it is appropriate, we will impose disciplinary action.

There may be instances when, depending upon the nature of the allegations of harassment or
discrimination, an alleged wrongdoer will be suspended, with pay, pending investigation. A suspension
pending investigation should not be considered as a conclusion of wrongdoing.

Disciplinary Action

The Town does not condone, permit or toterate harassment or discrimination of any kind. Any employee
who is found to have engaged in harassment or discrimination will be subject to disciplinary action, up to
and including suspension or termination, depending, among other things, on the nature of the conduct. As
stated previously, this sexual and anti-harassment and discrimination policy is not designed or intended to
limit our authority to discipline or take remedial action for workplace conduct which we deem unacceptable,
regardless of whether that conduct satisfies the definition of ilegal or sexual harassment or discrimination.

Retaliation
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The Town prohibits any form of retaliation against an employee for filing a good faith complaint under this
policy or for assisting in an investigation. Anyone found to have engaged in such retaliation will be subject
to disciplinary action up to and including suspension or termination. Any employee who believes they are
being retaliated against should bring it to the attention of the Town Administrator or the Board of Selectmen,
so that appropriate action may be taken.

Section 4.08 Violence in the Workplace

The Town does not tolerate workplace violence of any kind. Acts or threats of physical violence, including
intimidation, harassment, and/or coercion are strictly prohibited and may result in disciplinary action up to
and including immediate termination,

Section 4.09 Workplace Search

Employees have a reasonable expectation of privacy as it relates to their personal items, even in the
workplace. However, in the event The Town has reason to believe an employee is involved in policy
violation, misconduct, or illegal activity at work or while acting in their role, The Town reserves the right to
conduct a search of that employee’s belongings, work area, and equipment. To protect the safety and
property of our employees, residents, and the Town, the Town reserves the right to inspect andfor search
through any packages, parcels, purses, handbags, briefcases, lunch boxes, or any other possessions or
articles carried onto Town property by its employees. In addition, the Town reserves the right to search
through any employee’s office, desk, files, locker, or any other area or article on its premises.

Town-issued devices may be subject to search at any point as they are the property of the Town.

Inspections and/or searches of all Town property and items brought to the workplace by employees may
be conducted at any time at the discretion of the Town. Employees who refuse inspection and/or search
may be subject to disciplinary action, up to and including termination.

Employees who do not wish certain items to be searched should not bring those items to the workplace.

Section 4.10 Confidential Information and Nondisclosure

The Town complies with RSA 91-A (Right to Know Law). Information shall be disclosed as required by law.
If an employee receives a right to know request, the employee should forward the request to the Town
Administrator.

No public official or employee shall disclose any confidential information regarding any other official,
employee, board member, commission member, person, property or governmental affairs of the Town
unless and until prior approval by the public body having jurisdiction or the Board of Selectmen permits
disclosure. Regardless of whether disclosure is involved, no official or employee shall allow or use
confidential information to advance his own personal gain or that of any other person.

Section 4.11 Dress Code

Unless otherwise specified for those in positions required by either safety regulations or collective
bargaining agreements, employees of the Town are expected to present a clean and professional
appearance while at work or representing the town. Dressing in a fashion that is clearly unprofessional, that
is deemed unsafe or that negatively affects the Town's reputation or image is not acceptable may result in
disciplinary action. Employees are expected to dress appropriately for their respective roles. Employees
will refrain from wearing clothing with overtly political, graphic, pornographic, or in other ways explicit
imaging or language.

Any Town employee who meets with or may be observed by the public or otherwise represents the Town
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to the public, while performing their regular duties may not wear or display any button, badge or sticker
relevant to any candidate or ballot issue during working hours. For questions or concerns related to
appropriate attire, employees should speak with their direct supervisor.

Section 4.12 Use of Equipment

The Town will provide employees with the equipment needed to complete their work. Equipment should not
be used for personal use, nor removed from the workplace unless it is approved by the Board of Selectmen
for a job that specifically requires use of Town equipment outside the physical facility. Any issued equipment
remains the property of the Town and must be returned upon demand or upon separation from employment.

Section 4.13 Use of Computer, Phone, and Mail

All Town property, including computers, phones (land-based and cellular), electronic mail, and voice mail,
and standard mail services should be used only for conducting Town business. Incidental and occasional
personal use of Town computers, phones, or electronic mail and voice mail systems is permitted, but
information and messages stored in these systems will not be treated differently from other Town related
information and messages and may be subject to disclosure under RSA 91-A. All computer network
passwords shall be assigned and maintained by the Department Managers with a copy maintained by the
Town Administrator.

Section 4.14 Use of Internet

Employees are responsible for using the internet in 2 manner that is ethical and lawful. Use of the internet
must be for Town purposes; incidental and occasional personal use is permitted but must not interfere with
the employee’s ability to effectively do their work. Employees should refrain from using Town devices to
access personal accounts, particularly social media accounts, for the security of Town information.
Employees should exhibit caution when using the internet and should not click on internet or email ads or
pop-ups which are often are often tools used by scammers and those seeking to gain access to personal
or private information. Information surrounding the use of the internet will be treated no differently from
other business-related information and may be subject to disclosure under RSA 91-A.

Section 4.15 Use of Social Media Addendum (see....)

Section 4.16 Use of Computer Software

Employees are not permitted to install any software to Town devices without prior authorization by the Town
Administrator or Board of Selectmen. Employees are expected to keep their equipment software up to date
and follow guidance for password security and updates.

Section 4.17 Smoking Policy

In keeping with the Town's intent to provide a safe and healthful work environment, smoking {including
vaping) in the workplace and in Town vehicles is prohibited.

Section 4.18 Alcohol, Drug and Substance Abuse

It is the Town's desire to provide a drug-free, healthful, and safe workplace. To promote this goal,
employees are required to report to work in appropriate mental and physical condition to perform their jobs
in a satisfactory manner.

While on Town premises and conducting business-related activities off Town premises, no empioyee may
use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal use of
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prescribed drugs is permitted on the job only if it does not impair an employee's ability to perform the
essential functions of their job effectively and in a safe manner that does in not endanger other individuals
in the workplace. Please also see the Town’s Americans with Disabilities Act (ADA) policy.

Violations of this policy may lead to disciplinary action, up to and including immediate termination of
employment, and/or required participation in a substance abuse rehabilitation or treatment program.
Employees should be aware, such violations may also have legal consequences.

Under the Drug-Free Workplace Act, an employee who performs work for a government contract or grant
must notify the Town of a criminal conviction for drug-related activity occurring in the workplace. The report
must be made within five days of the conviction.

All employees who operate a vehicle requiring a CDL license are subject to random drug testing. Employees
in “safety-sensitive” positions such as police officers, firefighters, EMTs, and lifeguards may also be subject
to random drug testing. Employees in such positions who do not pass their drug test may be subject to
discipline up to and including termination.

Section 4.19 Gifts and Favors

Consistent with the Code of Ethics stated in Appendix | no gifts, whether in the form of money, favors,
intangible objects, loans or promises, are to be accepted by any employee while acting in their capacity as
a public servant of the Town,

Exceptions:
' Unsolicited advertising or promotional materials of nominal value
0 Awards for meritorious civic service contributions;
0 Unsolicited consumable (excluding alcoholic beverages items) that are donated to an entire work
group during holidays;
{0 Election contributions; and

O Any discounts provided to a group of employees which has been appropriately authorized by the
Board of Selectmen.

Section 4.20 Solicitations and Distributions

Solicitation for non-Town activities is not permitted on Town property without prior written approval. No
private business activity may be conducted on Town property without prior written approval of the Board of
Selectmen. Employees shail not solicit, on town property or Town time (while acting in their role), a
contribution for a partisan political cause of any kind.

Section 4.21 Problem Resolution

The Town is committed to providing the best possible working conditions for its employees. Part of this
commitment is encouraging an open atmosphere in which all issues brought to the attention of Town
supervisors and management receive a timely response.

If an employee disagrees with or has questions related to established rules of conduct, policies, or practices,
they are encouraged to voice these to their supervisor or Town Administrator. No employee who raises
concerns or questions in good faith shall be penalized for doing so.

If a situation should arise in which an employee helieves that the condition of their employment or a decision
affecting them is unjust or inequitable for any reason, they are encouraged to take the following steps:
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1. Employee presents the problem to the Department Manager within seven calendar days of the
incident. If the Department Manager is unavailable or the employee believes it would be
inappropriate to contact that person, the employee may present the problem to a member of
the Board of Selectmen or the Town Administrator.

2. The Department Manager shall respond to the problem during the initial discussion or within
seven calendar days. The Department Manager must document the discussion.

3. The Department Manager counsels and advises the employee, assists in putting the problem
in writing, visits with employee's manager(s), and if necessary directs employee to the Board
of Selectmen for review of problem.

4. Employee presents the problem to the Board of Selectmen in writing. The Board of Sefectmen
will review and consider the problem and render a written decision within seven days. A copy
of the decision will be provided to the employee and the Department Manager for placement in
the employee's file. The Board of Selectmen has full authority to make any adjustment deemed
appropriate to resolve the problem.

The employee may discontinue the above procedures at any step by notifying the appropriate parties.

Section 4.22 Progressive Discipline

The Town is committed to administering equitable and consistent discipline for unsatisfactory conduct in
the workplace. The Town's best interest lies in ensuring fair treatment of all employees and in making
certain that disciplinary actions are prompt, uniform, and impartial. The major purpose of any disciplinary
action is to correct the problem and prevent recurrence.

Disciplinary action may call for any of four steps depending on the severity of the conduct and the number
of occurrences. There may be circumstances when one or more steps are bypassed. Progressive discipline
means that, with respect to most disciplinary problems, these steps will normally be followed:

verbal warning

written warning

suspension with or without pay
termination of employment

LN

There are certain types of employee conduct serious enough to justify termination of employment, without
progressive discipline.

By using progressive discipline, most employee problems can be corrected at an early stage, benefiting
both the employee and the Town.

Section 4.22 Employment Termination/Resignation

Termination of employment can occur for a variety of reasons. Some of the more commen
reasons are listed below:

b. Resignation is a voluntary act initiated by the employee to terminate employment with the Town.
Although advance nctice is not required, the Town requests at least 2 weeks' written resignation
notice from all employees.

c. Upon termination of any employee, be it voluntary or involuntary, the final pay of said employee
shall be in the form of an actual paycheck and not processed through Direct Deposit, if applicable.

d. Discharge - involuntary employment termination initiated by the Town.
e. Layoff - involuntary employment termination initiated by the Town for non-disciplinary reasons.

f. Retirement - voluntary employment termination initiated by the employee meeting age, length of
service,
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All accrued, vested benefits that are due and payable at termination will be paid. COBRA benefits may be
continued at the employee's expense if the employee so chooses.

Section 4.22 Exit Interview

The Town will generally schedule an exit interview at termination. If an employee has given their notice or
received notice of termination and not received the option for an exit interview, they may contact the Town
Administrator about scheduling one.

Section 4.23 Return of Town Property

All Town property issued to employees, such as computer equipment, keys, pagers, cell phones or credit
cards shall be returned to the Town Administrator or Department Manager at the time of termination.

Employees may be financially responsible for any lost or damaged items. This does not apply to clothing
purchased via the Town'’s clothing allowance (See 8.05 Clothing Allowance).

Section 4.24 Building Security
Each and every employee must follow the building security rules and regulations listed here:

Keys or fobs will be assigned to employees who are required to access buildings during non-
posted hours.

L]

s Each employee will be assigned an access code/ alarm code. Employees who are the first or
last cnes in the building are expected to ensure proper disabling and setting of alarms.

¢ Buildings may only be used for Town purposes, unless otherwise authorized in writing by the
Board of Selectmen.

e Employees are not permitted on Town property after hours without prior authorization from their
supervisor or Town Administrator.

Section 4.25 Community Relations
Interaction with residents/vendors/officials is an integral part of the duties of a Town employee. All

employees must be sensitive to the importance of providing courteous treatment in all working relationships
and always strive to provide the best service,

Article V. COMPENSATION POLICIES

Section 5.01 Base Compensation

Subject to budget limitations, the Town desires to pay all employees wages or salaries that are competitive,
motivational, and equitable. Compensation may vary based on rotes and responsibilities, individual and
departmental performance, and in compliance with all applicable laws.

Section 5.02 Timekeeping Procedures
Accurately recording time worked is the responsibility of every hourly employee. Federal and state laws

require the Town to keep an accurate record of time worked in order to calculate employee pay and benefits.
Time worked is all the time actually spent on the job performing assigned duties.
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Hourly employees should accurately record the time they begin and end their work, as well as the beginning
and ending time of each meal period. They should also record the beginning and ending time of any split
shift or departure from work for personal reasons. Overtime work must always be approved before it is
performed.

Altering, falsifying, tampering with time records, or recording time on another employee's time record may
result in disciplinary action up to and including termination of employment.

It is the responsibility of the employee to sign their time records to certify the accuracy of all time recorded.
The supervisor will review and then initial the time record before submitting it for payroll processing. In
addition, if corrections or modifications are made to the time record, both the employee and the supervisor
must verify the accuracy of the changes by initialing the time record.

it is the responsibility of the Department Manager or employee where no Department Manager is involved,
to be sure that all time cards are turned in to the Town Office ne later than 9:00 a.m. Monday. Failure to
have time cards submitted in a timely fashion will result in pay checks being issued the following week.

Section 5.03 Overtime Pay

When operating requirements or other needs cannot be met during regular working hours, employees may
be scheduled to work overtime hours. When possible, advance notification of these mandatory assignments
will be provided. All overtime work must receive the supervisor's prior authorization.

Overtime compensation is paid to all Non-exempt employees in accordance with federal and state wage
and hour regulations. Non-Exempt employees will be paid overtime at the rate of 1.5 times their regular
hourly rate for every hour that worked that exceeds forty (40) hours in a week. Employees must obtain
permission from their supervisor before working overtime. Employees who work overtime without prior
authorization are expected to record their hours accurately. Employees who work unauthorized overtime
may be subject to discipline.

Exempt employees are not eligible for overtime pay. However, in the event that an exempt employee is
required to work a significant number of hours, the Board of Selectmen may grant the employee time off
with pay but not necessarily at a ratio of 1 - 1. Extra time worked by management employees is not
accruable for purposes of monetary compensation and will not be paid for.

Section 5.04 Payroll and Paydays

The frequency of the Town payroll distribution is dependent upon an employee's employment status.
Regular full-time and regular part-time employees (exempt or nonexempt) are paid weekly on Wednesday
by check or through direct deposit with written authorization. Employees are provided a direct deposit form
along with the rest of their new-hire paperwork. For any changes to payroll such as enrollment in direct
deposit or changes to personnel information that impacts payroll, employees should speak to the Town
Administrator.

Section 5.05 Performance Evaluations and Salary Reviews

A new hire must work at least six months before receiving a pay increase, unless otherwise approved by
the Board of Selectmen.

Reviews/evaluations will be done by immediate supervisors on an annual basis. Wage increases and
promotion considerations will be based primarily on employee reviews and evaluations.

Section 5.06 Opportunities for Promotion and Raises
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The Town recognizes the benefit of developmental experiences and encourages employees to talk with
their supervisors about their career plans. Supervisors are encouraged to support employee efforts to gain
experience and advance within the Town. Note that the Town does not provide automatic pay raises and
that raises are based on merit and performance on a case-by-case basis.

The Town would like to provide employees with opportunity for advancing to other positions. Approval of
pragression moves or promotions depends largely upon training, experience, work record, and need.
However, the Town reserves the right to look outside for potential employees as well.

Temporary changes to position

The Town reserves the right, in the case that no other viable options are available, to request that an
employee temporarily work in another position until a more suitable candidate or solution is available.

Pay Rates upon Promotion, Demotion or Transfer

- Employees who are promoted or transferred shall be paid a weekly salary or hourly wage as set
forth on the pay scale (grade) for that classification.

- For employees who are heing promoted, the Town shall generally provide a pay rate increase
that is equivalent to:

o (1) the step 1 pay rate on the pay scale (grade) for the applicable classification; or

o (2) some other amount to be determined by the Board of Selectmen, taking into account
(i) the request of the employee; (ii) the recommendation of the Department Manager; {iii)
the availability of budgeted funds; (iv) the wages paid to subordinate employees — if
applicable; and (v) any other factors that may be worthy of consideration.

¢« Employees who have their pay rates changed as the result of a promotion or transfer shall
thereafter be assigned a new anniversary date for annual job performance evaluations and merit
pay increases {if applicable) as of the effective date of promotion or transfer.

s+ Employees who are promoted from part-time to full-time shall not otherwise be eligible for a pay
rate increase due to the value of the new benefits that will be received by the employee, unless
they are being reclassified with additional job responsibilities. In addition, there shall be no
change in that employee’'s anniversary date for job performance evaluations and merit
disbursements.

Article VI. GROUP HEALTH AND RELATED BENEFITS

Section 6.01 Employee Benefits

Eligible employees of the Town are provided with a wide range of benefits. A number of the programs (such
as Social Security, Workers' Compensation, and Unemployment Insurance) cover all employees in the
manner prescribed by law.

Benefit eligibility is dependent upon a variety of factors, including employee classification and number of
years of service. It should be noted that while some employee benefits are fully paid by the Town some
others require employee contributions.

The Town reserves the right to change or eliminate benefits, insurance carriers and benefit providers. The
following benefit programs are available to eligible employees:
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Health Insurance

Dental Insurance

Life Insurance

Professional Development
Holidays

Vacation Time

Personal Time Off

Sick Leave

Bereavement Leave

Jury Duty Leave

Military Reserve Leave

Family Medical Leave

Personal Leave

Crime Victim Leave

New Hampshire Retirement System
Direct Deposit

457 Retirement Plan

FSA — MRA (Flexible Spending Account — Medical Reimbursement Account)

* Do0o0DD0DO0OO0OO0DODOODDOOCCOGC OO0

Section 6.02 Benefits Summaries and Eligibility

Where this Handbook varies from information provided by a benefit provider (ex. insurer), the benefit
provider's information controls. The Town sponsors a comprehensive medical benefits program for eligible
employees, and each benefit plan has specific eligibility conditions. The benefits are summarized in
separate booklets provided by the insurance carrier, which are provided to all eligible employees.

All full-time employees may participate in the benefits described as soon as they meet all of the eligibility
requirements for each particular benefit. Part-time employees are not eligible for paid benefits. Employees
should refer to benefit provider and plan documents for most updated information regarding available
benefits.

Section 6.03 Health Insurance

The Town health insurance plan provides regular full-time employees and their dependents access to
medical insurance benefits. Please refer to plan documents for more information about the Town's health
insurance plans. The Town covers 85% of the cost of health and dental insurance and the employee pays
the remaining 15% of the cost associated with those pians.

Eligible employees may participate in the health insurance plan subject to all terms and conditions of the
agreement between the Town and the insurance carrier.

Coverage will begin on the first of the month foliowing a 30-day probationary period; deductions are prepaid
and begin immediately.

Part-Time employees who regularly work a minimum of twenty hours per week may participate in the Health
insurance program provided they pay in advance of the month of coverage the full premium amount due.

A change in employment classification that would result in loss of eligibility to participate in the health

insurance plan may qualify an employee for benefits continuation under the Consolidated Omnibus Budget
Reconciliation Act (COBRA). Refer to 6.6 COBRA Notification for more information.

Section 6.04 Dental Insurance
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Dental insurance is provided to regular full-time employees and their dependents. Please refer to plan
documents for more information about the Town's health insurance plans and enroliment.

Eligible employees may participate in the dental insurance plan subject to all terms and conditions of the
agreement between the Town and the insurance carrier.

Coverage will begin on the first of the month following a 30-day probationary period; prepaid deductions
begin immediately.

Part-Time employees who regularly work a minimum of twenty hours per week may participate in Dental
insurance coverage provided they pay in advance of the month of coverage the full premium amount due.

Section 6.05 Life Insurance

The Town offers a basic life insurance plan for regular full-time eligible employees. Eligible employees may
voluntarily participate in the life insurance plan subject to all terms and conditions of the agreement between
the Town and the insurance carrier. Please refer to plan documents for more information about the Town's
health insurance plans and enroliment.

Section 6.06 COBRA Notification

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their
qualified beneficiaries the opportunity to continue health insurance coverage under the Town's health plan
when a "qualifying event” would normally result in the loss of eligibility. Some common qualifying events
are resignation, termination of employment, death of an employee, a reduction in an employee’s hours, a
leave of absence, a divorce or legal separation and a dependent child no longer meeting eligibility
requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at the Town's group rate plus an
administration fee. Eligible employees will be given written notice describing rights granted under COBRA
when the employee becomes eligible for coverage under the Town's health insurance plan. The notice
contains important information about the employee's rights and obligations.

Section 6.07 Workers’ Compensation

The Town shall provide workers' compensation insurance for all employees in accordance with the
provisions of RSA 281-A. This coverage is automatic and protects employees from loss caused by work-
related injury or illness. Employees involved in an accident at work or while performing their work duties,
after attending to their immediate safety and heaith needs, should notify their supervisor and the Town
Administrator immediately. When seeking medical treatment, employees seeking workers’ compensation
should notify their provider that the illness or injury they are seeking treatment for is related to a workplace
injury. For more information on medical or legal support related to workers’ compensation, employees
should refer to the website for New Hampshire Department of Labor.

Injuries, no matter how minor, must be immediately reported to the employee's Supervisor. Supervisors
must notify the Department Manager or Town Administrator of all injuries in writing as soon as possible
after the occurrence and in all cases within twenty-four (24) hours of receiving notice themselves. This will
enable an eligible employee to qualify for coverage as quickly as possible. (NOTE: the Town is legally
required to report all injuries to the New Hampshire Department of Labor within 5 days of occurrence.
Therefore, Supervisors may be held responsible for any late filing penalties that are the result of untimely
reports.)

If injured, after notifying their supervisor or Town Administrator, employees should fill out an incident report
(form 8aWCA) right away. This form will be provided by the Town Administrator. Employees should keep a
copy of their own records. While employees have up to two years to file a report related to workplace injuries
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or illnesses, it is in their best interest to report as soon as possible.

Neither the Town nor the insurance carrier will he liable for the payment of workers’ compensation benefits
for injuries that occur during an employee's voluntary participation in any off-duty recreational, social,
athletic or other activities, even if sponsored by the Town.

The amount of weekly workers’ compensation benefit is set by the New Hampshire Department of Labor.
(The weekly benefit is currently based upon 60% of an employee's average weekly wages after that
employee has missed more than three days of work due to the injury. The Town’s workers’ compensation
carrier pays these benefits to eligible employees.)

During such time as an employee is unable to work due to a worker’s compensation claim, the injured
employee shall be allowed to use their accumulated leave (if available) in order to receive their regular
weekly pay, upon written request to be noted on the weekly timesheet; provided, however, that when an
employee receives worker's compensation insurance payments, leave time must then be bought back to
ensure the cumulative weekly compensation does not exceed the gross wages normally paid during a
regular work week in accordance with the rules of the insurance carrier. (In most cases, this means the
employee will be “made whole” by being paid 60% of their regular weekly wages from the insurance carrier
and 40% through the use of accumulated leave.) In addition, employees will be required to use available
leave to make-up the difference in gross wages normally paid during a regular work week whenever they
are not eligible for FMLA. (NOTE: Leave time must be used in the following order, until each category is
depleted: comp time, sick leave, vacation leave, personal day, banked holiday pay.)

An employee injured at work who fails to immediately report back to work (in accordance with the work
schedule in effect at that time) upon medical clearance or an employee found to be working for someone
other than the Town while on paid administrative leave due to a worker's compensation injury is subject to
immediate termination.

The Town reserves the right to have any employee who is out of work due to a workers’ compensation
claim evaluated by medical professional(s) of its choice at Town expense ({including mileage
reimbursement) at mutually convenient times.

The Town shall, as required by RSA 281-A, provide temporary “light duty” assignments if such work is
approved by a health care provider, as otherwise set forth in the Town’s Safety Program Manual. Hourly
employees who work “light duty” shall be paid by the Town at their customary pay rate for the actual hours
worked and worker's compensation will then pay 60% of the difference between the average weekly wage
and any Town wage payments. Salaried (FLSA exempt) employees who are working light duty shall be
paid their regular weekly pay, but they shall be required to reimburse the Town for any payments received
by the worker's compensation insurance carrier. Employees who refuse temporary “light duty” may be
subject to disciplinary action, up to and including termination.

[Note: RSA 281-A:31 allows the insurance carrier to treat leave pay that is used to make-
up the difference in lost wages as part of the earnings to be deducted from the average
weekly wage when determining the amount of temporary partial benefits. Example: if an
employee's average weekly wage is $400 (=510 per hour) and if they work 20 hours per
week on light-duty while recovering from a workplace injury, and if they also request the
use of 8 hours of leave pay for a total town payment of $280, the amount to be paid by
worker's compensation may be 60% of 400-200-80 (=$72).]

An employee out of work due to an undisputed workptace injury shall be considered as on administrative
leave for a period of up to eighteen (18} months from the date of injury. During this period, they shall
continue to be eligible for insurance benefits as set forth in these Personnel Policies and such leave time
shall count towards length of service, but the employee shall not be eligible for paid holidays or leave
accumulation or pay increases upon the expiration of twelve (12) weeks of FMLA, if applicable, and the
depletion of all other forms of leave. A regular full-time employee will be reinstated to their former position
upon request within eighteen (18) months of the date of initial injury if the position still exists and is available
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and the employee is still able to perform the duties of that position. If an employee is unable to return to
their normal duties within eighteen {18) months from the date of the injury, the Town shall have the right to
discharge the employee for medical reasons. However, an employee may not be eligible for eighteen (18)
months of administrative leave (or any other benefits) if the injury:

a. (1) occurs while in the employ of someone other than the Town;

b. (2)is the result of the employee’s own gross negligence or horseplay
c. (3)is a condition that existed prior to being employed by the Town;
d. (4)is not reported to a Supervisor within twenty-four (24) hours.

The Town shall not be liable for any injury to an employee that is the result of the employee being intoxicated
{as defined by RSA 281-A:2,Xll-a), or by the serious and willful misconduct of the employee (as set forth in
RSA 281-A:14).

Section 6.08 Unemployment Compensation

Depending upon the circumstances, employees may be eligible for Unemployment Compensation upon
termination of employment with Town. The Department of Employment Security determines eligibility for
Unemployment Compensation. Employees with questions regarding eligibility for this program should refer
to the State of New Hampshire's website.

Section 6.09 Social Security

Certain employees are required by law to contribute a set amount of their weekly wages to the trust fund
from which benefits are paid. As employer, the Town is required to deduct Social Security contributions
from each paycheck an applicable employee receives. In addition, the Town matches employee contribution
at a rate set by the Federal Government.

Section 6.10 Medicare

Medicare is a social insurance program administered by the United States government, providing health
insurance coverage to people who are aged 65 and over; to those who are under 65 and are permanently
physically disabled or who have a congenital physical disability or to those who meet other special criteria.
Medicare is financed by a portion of the payroll tax deductions paid by workers and matched by the Town.

Section 6.11 Retirement Plan

The Town participates in the New Hampshire Retirement System (NHRS), a public employee pension plan
which offers benefits to its eligible members. As a defined benefit plan that is governed by statute (NH RSA
100-A), benefits are based on salary and service credit. Pursuant to RSA-100:16 the Town and the
employee contribute to the fund a percentage of wage that is mandated by law. Employees who work 35
hours per week or more on a continuous basis are eligible for New Hampshire Retirement System plans.
Employees with questions regarding their retirement plan should speak to the Town Administrator.

Section 6.12 Training and Professional Development

The Town encourages employees to take advantage of continuing job specific training through seminars
and conferences. All courses must be approved in writing by the employee’s supervisor and the Town
Administrator and be funded through a department budget line item. The Town will net provide funding or
reimbursement for education or professional development that is not pre-approved by the Town
Administrator and employee’s supervisor.
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Section 6.13 Temporary Alternative Duty

Policy - The Town will provide alternativeftransitional work opportunities to all employees temporarily

disabled by a work-related injury or illness, as required by RSA 281-A:23-b.

Purpose — Temporary Alternative/Transitional duty is meant to provide meaningful work during the time of

healing and strengthening following a work-related illness or injury.

This program will last as long as the employee continues to transition back to the position at full duty, but
no longer than 6 months. Once the transition stops, the supervisor will reevaluate the temporary program
the employee is participating in. This program is not intended to address those situations in which an

employee has been deemed t¢ be permanently disabled and unable to resume their previous position.

Procedure

a.

The injured employee shall have the treating physician complete the NH Workers' Compensation
Medical Form (75 WCA-01). Upon completion, the injured employee will be responsible for
returning the form to the Town Administrator.

The Town Administrator will work with the employee’s supervisor to facilitate a safe return to work
program with limitations listed by the freating physician. The Town Administrator may contact the
treating physician if additional information is needed regarding the employee's limitations.

The emptoyee will be responsible for obtaining an updated medical form completed by the
treating physician following every medical appointment but in intervals no longer than 30 days,
and returning the form to the Town Administrator.

Additional modifications will be made te the temporaryfiransitional alternate duty program as
necessitated by the treating physician's New Hampshire Workers Compensation Medical Form.
Steps a) through d) may be repeated until such time as the employee is able to return to his/her
normal position or has been deemed to be permanently disabled.

To the extent that this policy is ambiguous or contradicts the RSA or DOL regulations, the
language of the RSA or DOL regulations controls.

Article VIl. TIME-OFF BENEFITS

Section 7.01 Holiday Policy

The Town provides paid holiday time off to all full-time eligible employees on the holidays listed below:

Holiday pay will be calculated based on the employee’s straight-time pay rate (as of the date of the holiday)

New Year's Day (January 1)

Presidents' Day (third Monday in February)
Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day (first Monday in September)

Veterans' Day (November 11)

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

Two Floating Holidays

DDoDoDDoDDOoOoo

times the number of hours the employee would otherwise have worked on that day.

Arecognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized holiday

that falls on a Sunday will be observed on the following Manday.

If eligible non-exempt employees work on a recognized holiday, they will receive holiday pay plus wages at
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one and one-half times their straight-time rate for the hours worked on the holiday.

In addition to the above recognized holidays, eligible employees will receive 2 floating holidays each
calendar year. These holidays must be scheduled with the prior approval of the employee's supervisor and
must be used before the end of the calendar year. Any floating holiday not used prior to the end of said
calendar year will be forfeited and will not roll over into the following year. A floating holiday may be used
for the observance of any religious or cultural holiday, a state or federal holiday, or for any other celebration
during which the Town Office remains open.

Paid time off for holidays will be counted as hours worked for the purpose of determining overtime pay.

Exceptions: Non-Exempt full-time Police Officers will be paid 10 hours of Holiday Pay lump sum at the end
of June and December for each holiday within the preceding 6-month period.

Section 7.02 Vacation Time

Vacation time off with pay is available to eligible full-time employees to provide opportunities for rest,
relaxation, and personal pursuits. The amount of paid vacation employees receive each year increases
with the length of employment as shown in the following schedule:

After one year of eligible service the employee is entitled to 5 vacation days (40 hours) or the equivalent of
their normal base work week hours if less than 40.

Employees with two to four years of eligible service are entitled to 10 vacation days (80 hours) each year
or the equivalent of their normal base work week hours if less than 40.

Employees with five to nine years of eligible service are entitled to 15 vacation days {120 hours) each year
or the equivalent of their normal base work week hours if less than 40.

Employees with ten to fourteen years of eligible service are entitled to 20 vacation days (160 hours) each
year or the equivalent of their normal base work week if less than 40.

Employees with fifteen to nineteen years of eligible service are entitled to 25 vacation days (200 hours)
each year or the equivalent of their normal base work week if less than 40.

After twenty years of eligible service the employee is entitled to 30 vacation days (240 hours) each year or
the equivalent of their normal base work week if less than 40.
Eligible service is defined in Article 11,

Paid vacation time can be used in minimum increments of one full day. To take vacation, employees should
request advance approval from their supervisors. Requests will he reviewed based on several factors,
including needs and staffing requirements.

Vacation time off is paid at the employee's base pay rate and hours at the time of vacation. It does not
include overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift
differentials.

In the event that available vacation is not used by the end of the benefit year, employees will forfeit the
unused time.

Upon termination of employment, employees will be paid for any unused vacation time that has been earned
through the last day of work.

Section 7.03 Personal Time Off (PTO)
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Personal Time Off is an all-purpose time-off policy for eligible employees that work more than 28 hours per
week to use for vacation, illness or injury, and other personal business.

After 6 months of eligible service the employee is entitled to 5 PTO days each year. The beginning of each
new benefit year the employee will be given 5 days.

PTO can be used in minimum increments of one half (1/2) hour. Employees who have an unexpected need
to be absent from work shoufd notify their direct supervisor before the scheduled start of their workday, if
possible. The direct supervisor must also be contacted on each additional day of unexpected absence.

To schedule planned PTO, employees should request advance approval from their supervisors. Requests
will be reviewed based on a number of factors, including work needs and staffing requirements.

PTO is paid at the employee's base pay rate at the time of absence. It does not include overtime or any
special forms of compensation such as incentives, commissions, bonuses, or shift differentials.

If available PTO is not used by the end of the benefit year, employees will forfeit the unused PTO.

Upon termination of employment, employees will not be paid for any unused PTO that has been earned
through the last day of work.

Part-time employees, or those who work less than 32 hours weekly are eligible for PTO, the amount of
which shall be calculated based on their average weekly hours worked. So, if an employee works an
average of 20 hours weekly, they are eligible for 20 hours of annual PTO.

See also ADAAA Policy.
Section 7.04 Sick Leave

The Town provides paid sick leave benefits to all full-time eligible employees for periods of temporary
absence due to ilinesses or injuries.

Eligible employees will accrue sick leave benefits at the rate of & days per year. Sick leave benefits are
calculated on the basis of a "benefit year,” the 12-month period that begins on the first day of employment.

Employees can request use of paid sick leave after completing a waiting period of six (6) months from the
first day of full-time employment. Paid sick leave can be used in minimum of one-half hour increments.
Eligible employees may only use sick leave benefits for an absence due to their own ilinessfinjury, the
injury/ illness of a family member/ dependent, or to attend to a health-related appointment for themselves
or a family member/ dependent.

Employees who are unable to report to work due to illness or injury should notify their direct supervisor
before the scheduled start of their workday if possible. The direct supervisor must also be contacted on
each additional day of absence. Sick leave may be taken up to but not exceeding three consecutive working
days. If the employee requires use of additional time, they are expected to utilize any other available
accrued paid time {(PTO or vacation time) first. The use of sick leave will not preclude the employee from
using FMLA or other available medical leave (refer to NH Paid Family Medical Leave Plan and State of

New Hampshire Family Medical Leave Policy for State Employees).

Sick leave benefits will be calculated based on the employee's base pay rate at the time of absence.

Unused sick leave benefits will be allowed to accumulate until the employee has accrued a total of 15
calendar days (120 hours) worth of sick leave benefits. Once an employee has reached this amount, the
employee with more than 15 days (120 hours) will be paid for 2 hours, at the employee’ s regular hourly
rate of pay, for each day not taken. Thus, beginning a new year with a maximum of 15 days (120 hours).
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Sick leave benefits are intended solely to provide income protection in the event of iliness or injury, and
may not be used for any other absence. Unused sick leave benefits will not be paid to employees while
they are employed or upon termination of employment. ‘[ b l -~

- 5 ] ‘ap
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Transferred sick time refers to unused sick time which is voluntarily donated to another employee who may
need it. Sick time may be transferred in the case of medical emergency or if an employee has exhausted
all other accrued time (sick, vacation, and personal). To be eligible for use of transferred sick time, an
employee must be in good standing, have exhausted all other accrued time, and no longer in the
probationary period for their respective role. Accumulated sick time that exceeds 15 days (120 hours) may
be donated as well should the employee choose this over payout.

See also ADA Policy.
Section 7.05 Bereavement Leave

Employees who wish to take time off due to the death of an immediate family member should notify their
supervisor immediately.

Up to 3 days of paid bereavement leave will be provided to regular full-time eligible employees.

Bereavement pay is calculated using the base pay rate at the time of absence and will not include any
special forms of compensation, such as incentives, commissions, bonuses, or shift differentials.

Bereavement leave will narmally be granted unless there are unusual needs or staffing requirements.
Employees may, with their supervisors’ approval, use any available paid leave for additional time off as
necessary.

The Town defines “immediate family” as the employee’s spouse, parent, child, sibling, the employee's
spouse's parent, child, or sibling, the employee’s child's spouse, grandparents or grandchildren. Special
consideration will also be given to any other person whose association with the employee was similar to
any of the above relationships.

Section 7.06 Jury Duty

The Town encourages employees to fulfill their civic responsibilities by performing jury duty when required.
Employees must request leave for jury duty through their supervisor as soon as practically possible after
receiving a summaons.

Employees are expected to keep their immediate supervisor up to date on any changes that may impact
their attendance at work. During jury leave, employees are expected to report for work whenever the court
schedule permits.

Jury duty pay will be calculated on the employee's base pay rate times the number of hours the employee
would otherwise have worked on the day of absence.

The Town or the employee may request an excuse from Jury duty if, in the Town’s judgment, the employee's
absence would create serious operational difficulties.

Vacation, sick leave, and holiday benefits will continue to accrue during paid and unpaid jury duty leave,

Section 7.07 Uniformed Services Leaves of Absence
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A military leave of absence will be granted to employees who are absent from work because of
service in the U.S. uniformed services in accordance with the Uniformed Services Employment and
Reemployment Rights Act (USERRA). Advance notice of military service is required, unless military
necessity prevents such notice, or it is otherwise impossible or unreasonable.

Employees may use any available paid time off for an unpaid absence due to service in the United
States uniformed services.

Continuation of health insurance benefits is available as required by USERRA based on the length of
the leave and subject to the terms, conditions and limitations of the applicable plans for which the
employee is otherwise eligible.

Vacation, sick leave, and holiday benefits will continue to accrue during a military leave of absence.
Section 7.08 Family Medical Leave of Absence (FMLA)

The Town of New Ipswich complies with the Federal Family and Medical Leave Act (FMLA) of 1993
and all applicable State laws related to family and medical leave. This means that, in cases where the
law grants you more leave than our leave policies provide, we will give you the leave required by law.

FMLA Leave Eligibility: The FMLA provides up to twelve (12) weeks of unpaid leave every twelve (12)
months to eligible employees for certain family and medical reasons. To be eligible, you must have
worked for the Town for twelve (12) months, and for one thousand two hundred fifty (1250) hours over
the previous twelve (12} months. (See the FMLA regarding exemptions for certain highly compensated
employees). Intermittent leave will be permitted for eligible employees where necessary.

Please note: You are not an eligible employee unless there are at least fifty (50) employees (as
employees are counted under the FMLA) working for your employer within a 75 mile radius of
your work location.

Reasons for Taking Leave: If you are an eligible employee, you are entitled to FMLA leave for any of
the following reasons:

a. To care for a newborn, an adopted child or a foster child within a year of the child's arrival
b. To care for a spouse, child, or parent who has a serious health condition, or
¢. For a serious health condition that makes you unable to perform the functions of your job.

d. Because of any qualifying exigency (as the Department of Labor Regulations shall define that
term) arising out of the fact that the spouse, or a son, daughter, or parent of the employee is on
active duty (or has been notified of an impending call or order to active duty) in the Armed Forces.
Covered active duty for members of a regular component of the Armed Forces means duty during
deployment of the member with the Armed Forces to a foreign country. Covered active duty for
members of the reserve component of the Armed Forces (members of the U.S. National Guard
and Reserves) means duty during deployment of the member with the Armed Forces to a foreign
country under a call or order to active duty in a contingency operation as defined in section
101(a)(13)(B) of title 10, United States Code.

Service Member Family Leave: An eligible employee who is the spouse, son, daughter, parent, or next of
kin of a covered service member who is recovering from a serious illness or injury sustained in the line of
duty on active duty shall be entitled to a total of 26 workweeks of leave during a 12-month period to care
for the service member. The terms in this paragraph shall only be available during a single 12-month period.
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During this 12-month period, an eligible employee shall be entitled to a combined total of 26 workweeks of
leave (including any time taken because of any qualifying exigency arising out of the fact that the spouse,
or a son, daughter, or parent of the employee is on active duty (or has been notified of an impending call
or order to active duty) in the Armed Forces in support of a contingency operation). Covered Service
member includes a veteran who is undergoing medical treatment, recuperation, or therapy for a serious
injury or iliness if the veteran was a member of the Armed Forces at any time during the period of 5 years
preceding the date on which the veteran undergoes that medical treatment, recuperation, or therapy. For
purposes of this type of leave, “serious injury or illness” includes not only a serious injury or illness that was
incurred by the member in the line of duty on active duty but also a serious injury or illness that existed
before the beginning of the member's active duty and was aggravated by service in line of duty on active
duty in the Armed Forces that may render the member medically unfit to perform the duties of the member’'s
office, grated, rank or rating. For a veteran, a "serious injury or illness” is defined as a qualifying injury or
iliness that was incurred by the member in line of duty on active duty in the Armed Forces (or existed before
the beginning of the member’s active duty and was aggravated by service in line of duty on active duty in
the Armed Forces) and that manifested itself before or after the member became a veteran.

Notice: Where your need for FMLA leave is foreseeable, you must provide notice of your need for leave to
the Town Administrator (if you are the Town Administrator to the Board of Selectmen) not less than thirty
(30) days before the leave is scheduled to begin. If your need for FMLA is not foreseeable (for example
where a birth or placement of a child or a need for medical treatment requires leave to begin in less than
thirty (30) days), you must provide notice as soon as practicable.

If your need for leave is foreseeable based on planned medical treatment, you should make a reasonable
effort to schedule the treatment so as not to disrupt unduly the operations of the Town, subject to the
approval of your health care provider.

Certification: The Town requires that you provide a medical certification of your need for leave because of
a serious health condition (whether your own or that of your child, spouse, parent’s, or next of kin's in the
case of Service Member Family Leave) whenever the leave is expected to extend beyond five (5)
consecutive working days or will involve intermittent or part time leave.

The Town requires that you provide a medical certification of your ability to resume work after a FMLA leave
for your own serious health condition that extends beyond ten (10) consecutive working days.

The Town may require that a request for leave due to military service be supported by appropriate
certification if the regulations prescribe such certification.

Substitution of Paid Leave for FMLA Leave: In the case of leave for the birth, foster placement, or adoption
of a child, the serious health condition of a spouse, child or parent, or because of any qualifying exigency
arising out of the fact that the spouse, or a son, daughter, or parent of the employee is on active duty (or
has been notified of an impending call or order to active duty) in the Armed Forces in support of a
contingency operation, an eligible employee must substitute any accrued vacation leave and/or personal
leave for any part of the unpaid leave provided for under the FMLA. In the case of the employee’s own
serious health condition, an eligible employee must substitute any accrued vacation leave, personal leave,
and/or sick leave for any part of the unpaid leave provided for under the FMLA. The substitution of paid
leave time for unpaid leave time does not extend the 12-week leave period. Your family/medical leave will
run concurrently with other types of leave. You will not accrue vacation or holiday benefits while on unpaid
leave.

Periodic Reporting: If you take leave for more than two (2) weeks, The Town requires that you report to
your Department Head at least every two weeks on your status and intent to return to work.

Measurement of 12 Month Period During Which FMLA L.eave May be Taken:

For purposes of this policy the “twelve month period” described in the FMLA will be measured forward from
the date the employee's first FMLA leave begins. Accordingly, you are entitled to twelve weeks of leave
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during the year beginning on the first day you take FMLA leave. The next 12 month period would begin on
the first day on which you take FMLA leave after the completion of any previous 12 month period.

The complete provisions of the FMLA are too lengthy to include in this policy. However, if you have
guestions about the FMLA or would like to review the statute itself, please contact the Town Administrator,
the Board of Selectrmen, or the United States Department of Labor.

Section 7.09 Parental Leave

Employees affected by pregnancy, childbirth or related medical conditions shall be treated in the same
manner as any employee affected by any other temporary disability.

If an employee has exhausted all paid leave benefits (including paid vacation time)} and/or is otherwise
ineligible for paid leave benefits, he or she is still allowed to take an unpaid leave of absence for the period
of temporary physical disability resulting from pregnancy, childbirth or related medical conditions. Parental
leave begins when an employee is medically determined to be disabled and ends when he or she is
medically able to return to work.

Requests for additional time off to care for a new child will be considered under the terms of our FMLA
policy. Employees will be required to take FMLA leave, if they are eligible for such leave, concurrently with
Maternity/Paternity leave, as described in our FMLA policy.

Employees must use their accrued vacation and sick/personal time before taking unpaid leave under this
policy. Employees on Maternity/Paternity leave who are not efigible for FMLA leave or who have exhausted
their FMLA available leave weeks will be allowed to continue to participate in our health insurance benefit
for the calendar month during which the leave begins. When that calendar month expires, the employee
may continue medical insurance coverage by making arrangements with the Town Administrator to pay the
entire amount of the appropriate monthly premium in advance each month.

When the employee is physically able to return to work, his or her original job or a comparable position will
be made available to him or her unless business necessity makes this impossible or unreasonable. An
employee who cannot be returned to his or her original or a comparable position will remain eligible to apply
for any available position within the Town of New Ipswich.

Section 7.10 Personal Leaves of Absence

The Town recognizes that due to personal circumstances, it may be necessary for an employee to request
more time off than is provided under our policies. A personal leave of absence may be granted at the sole
discretion of the Town to employees who have exhausted all other available leave. Personal leaves of
absence are granted only in exceptional circumstances.

To request a perscnal leave of absence, please contact the Town Administrator. You may be asked to
provide a written request for the leave and/or a health care provider's certificate stating the reason for the
leave and the expected date of return to work, I granted, personal leaves typically will not exceed thirty
(30) days. An employee who has taken leave for medical reasons must submit a fitness for duty certificate
from his or her health care provider before reinstated to work.

Requests for leave will be considered on a case-by-case basis, taking into account the Town’s staffing
needs and other factors. If a personal leave is granted, you may not accept other employment of any kind,
including a business of your own, while you are on leave. [f you are granted a personal leave of absence,
you must inform us when you are able to return to work.

Personal leaves of absence will be unpaid, and an employee on an unpaid personal leave of absence is
not entitled to accrue any benefits, including, but not limited to, holidays, vacation time, sick leave, and
personal days. Employees who are granted a personal leave of absence may continue to participate in our
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health insurance benefit for the calendar month during which the leave begins. When that calendar month
expires, the employee may continue health insurance coverage by making arrangements with the Town
Administrator to pay the entire amount of the appropriate monthly premium in advance each month.

Reinstatement cannot be guaranteed to employees returning from personal leaves. However, the Town
will endeavor to place employees returning from personal leave in their former positions or a comparable
position, subject to budgetary restrictions, the Town's need to fill vacancies and the ability of the Town to
find qualified temporary replacements. Any commitment as to reinstatement shall be explicitly stated in the
Town'’s letter approving the leave request.

Please also see the Town Policy Section 3.04 Americans with Disabilities Act (ADAAA).

Section 7.11 Crime Victim Leave

The New Hampshire Crime Victim Employment Leave Act, N.-H. RSA 275:61, became effective on January
1, 2006. The Town complies with this law.

Definitions: For purposes of this policy:
e “Crime"” means an offense designated by law as a felony or a misdemeanor.

¢ “Victim” means any person who suffers direct or threatened physical, emotional, psychological, or
financial harm as a result of the commission or the attempted commission of a crime. “Victim” also
includes the immediate family of any victim who is a mingr or who is incompetent, or the immediate
family of a homicide victim.

¢ ‘“Immediate familty” means the father, mother, stepparent, child, stepchild, sibling, spouse {including
civil union partner), grandparent, or legal guardian of the victim; or any person involved in an intimate
relationship and residing in the same househaold with the victim.

Right to Leave Work: The Town will permit an employee who is a victim of a crime to leave work so that
the employee may attend court, or other legal or investigative proceedings associated with the prosecution
of the crime. This time will be considered an authorized unpaid leave of absence. The employee will not
lose seniority while taking this leave.

Substitution of Paid Leave: The employee must substitute any accrued vacation leave, personal leave
and/or sick leave for any part of the unpaid leave provided for under this policy.

Notice Required: Before taking leave under this policy, the employee must provide the Town with a copy
of the notice of each scheduled hearing, conference, or meeting that is provided to the employee by the
court or agency responsible for providing notice to the employee. The Town will maintain the confidentiality
of any written documents or records submitted by the employee relative to the employee’s request for leave
under this policy.

Limitations on Leave: The Town may limit the leave provided under this policy if the employee’s leave
creates an undue hardship to Town business.

No Discrimination: The Town will not discharge, threaten, or otherwise discriminate against any employee
regarding the employee’s compensation, terms, conditions, location or privileges of employment because
the employee has exercised his or her right to leave work as provided under this policy. Complaints of
discrimination should immediately be brought to the attention of the Town Administrator or the Board of
Selectmen. Complaints of discrimination will be investigated and, if appropriate, remedial action will be
taken.
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Article Vill. EXPENSES

Section 8.01 Introduction

The following is a guide to the Town expense reporting and reimbursement policy. Any manager
responsible for approving expense reports should be familiar with this policy. When authorizing an expense
report, the manager indicates to the Town that the expenses reported are legitimate, reasonable, and
comply with this policy.

Section 8.02 Town Supplies, Other Expenditures

Only authorized persons may make purchases on behalf of the Town. The Town Administrator will maintain
a list of authorized persons.

Section 8.03 Use of Town VehiclesEmployees responsible for operating Town vehicles are
required to have a valid NH driver's license for the respective class of vehicle. Employees should are
responsible for ensuring their licensing is up to date and are responsible for the cost of any renewals or
reissued licenses due to loss. Under no circumstances are employees permitted to operate a Town vehicle
under the influence of any illicit substance OR any substance which may impair their ability to safely operate
such vehicle. Employees operating Town vehicles may be asked to undergo additional training or testing
pricr to authorized use of such vehicles or may be required to show proof of licensure for such operations.
This policy applies to contracted employees as well.

Section 8.03 Use of Private Vehicles

The Town will reimburse employees mileage and tolls whenever it is necessary for them to use their
personal vehicles for Town business. The reimbursement will not exceed the IRS Standard Mileage Rate
in effect at that time.

Employees may not use their own vehicle without prior permission of their Department Manager, and an
expense voucher must be submitted to cover such expenses, indicating where the employee went, why,
the number of miles driven, and the amount of reimbursement due them. Vehicles being used for Town
business are expected to be in safe operating condition and have all appropriate and up to date
documentation such as registration and inspection stickers.

The voucher must be approved by the Department Manager. Use of private vehicles on Town business
should be kept to a minimum, and only authorized use of vehicles will be approved for expense
reimbursements.

Employees who must operate a vehicle while in their role for the Town are expected to adhere to all motor
vehicle laws and regulations for the state of New Hampshire. Employees found in violation of state laws
and regulations while operating a vehicle and acting in their role for the Town may be subject to penalty up
to and including termination, depending on the severity of the violation.

Section 8.04 Travel Reimbursement

Employees traveling on Town business are entitled to transportation, hotel accommodation, meals, and
limited incidentals that meet reasonable and adequate standards for convenience, safety, and comfort. All
travel reimbursement must be preapproved.

Section 8.05 Clothing Allowance
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Police Department: The Chief and each officer shall be fully equipped to department standards with uniform
specifications as determined by the Chief of Police and the Board of Selectmen. All uniforms and equipment
shall remain the property of the Town.

Highway Department: Each full-time employee shall be provided uniforms through the Town's vendor. Each
full-time employee shall be reimbursed, upon submission of a receipt, for the purchase of steel-toed shoes.
A maximum of $175.00 is allowed per year for each employee. This amount is not transferable to another
employee.

Transfer Station: Each regular employee shall be provided with uniforms through the Town’s vendor. Each
regular employee shall be reimbursed, upon submission of a receipt, for the purchase of safety-toed shoes.
A maximum of $175.00 is allowed per year for each employee. This amount is not transferable to another
employee.

Section 8.06 Call Out Time

Employees who are called out to work will be paid a minimum of 2 hours at their regular hourly rate of pay.
Section 8.07 Responding to Ambulance Calls / Fire Calls

All full-time employees certified as Emergency Medical Technicians, or higher, responding as a Souhegan
Valley Ambulance attendant on an ambulance call during their regularly scheduled time will be
compensated at their regular hourly rate of pay for the following calls: third tone calls, code three calls or
calls in the immediate area of work.

Those employees responding as members of the New Ipswich Fire Department responding on calls during
their regularly scheduled work time will be compensated at their regular rate of pay for the following calls:
confirmed fires, motor vehicle accidents, confirmed cardiac arrest or upon the request of Souhegan Valley
Ambulance Service.

Section 8.08 Travel — Meetings Training Workshops

If the Town requires employees to attend meetings, trainings, or workshops, employees will be paid for
their attendance and travel requirements (see 8.04 Travel Reimbursements)

Article IX. EMPLOYEE COMMUNICATIONS

Section 9.01 Open Door Policy

Employees who are discontent in their role, feel they have been treated unfairly, or think a personnel
policy or department regulation should be changed are encouraged to discuss their concerns with Town
representatives. The Town will not tolerate any retaliation against any employee who raise a good faith
concern regarding legal, ethical, or safety issues. In addition, the Town will not tolerate any retaliation
against any employee who raise a good faith concern about fraud, abuse, or waste in the expenditure of
public funds. This includes an employee's reasonable belief that there is a gross mismanagement or waste
of public funds, property, or manpower, or evidence of an abuse of authority or a danger to the public health
and safety.

The Town encourages employees to discuss any issues they may have with a co-worker with their direct
supervisor. If the concern, problem, or issue is not properly addressed, employees should contact the Town
Administrator. Retaliation against any employee for appropriate usage of open communication channels is
unacceptable,
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Section 9.02 Staff Meetings

In order to keep the communication channels open, the Town implements an annual Town-wide staff
meeting. Other staff meeting frequencies are subject to the discretion of each department.

Section 9.03 Suggestions

The Town encourages all employees to bring forward their suggestions and good ideas about making the
Town a better place to work and enhancing service to residents. Any employee who sees an opportunity
for improvement is encouraged to talk it over with management. Management can help bring ideas to the
attention of the people in the Town that will be responsible for possibly implementing them. All suggestions
are valued.

Article X. APPENDICES
APPENDIX | CODE OF ETHICS

Ethical Standards — Code of Ethics
Aill employees must adhere to the Code of Ethics

All municipal officials, employees and agents shall give each and every person fair and equal treatment.
Ne¢ official, employee or agent shall give any person special consideration, advantage or favor as a result
of public status, wealth, position, religious, family, personal or financial interest.

a) Financial and Personal Interest - No person serving in a public position shall have, for himself, an
immediate family member, or any other person, any personal, financial or pecuniary interest in
any business, contract, or transaction with any public body without the complete prior disclosure
to the Board of Selectmen showing the full extent and nature of his interest.

b) Disclosure and Disqualification - No public official shall advise, deliberate and/or vote on any
matter in which he holds any interest, whether it be personal, financiat or pecuniary, and must
publicly disclose to the public body with jurisdiction the nature and extent of that interest, and must
disqualify himself from advising, deliberating and/or voting on the matter.

¢) Incompatible Employment - No official or employee shall be active in private employment with, or
render services for, any private citizen, immediate family member or household member having
business contracts or transactions with any public body unless and until he publicly and fully
discloses the nature and extent of his interest.

d} Representations of Private Persons - No person serving in public position shall represent any
private citizen other than himself or an immediate family member before any public body of the
Town without disclosure.

e) Gifts and Favors - No gifts, whether they be money, favors, things, loans or promises, are to be
accepted by any public official, employee or board member while acting in his capacity as a public
servant of the Town.

Definitions:

Financial Interest - any interest which, either directly or indirectly, promote or obtains a monetary or material
benefit due to its exercise (other than the authorized salary for public service to the Town) to the official or
employee, the immediate family of the official or employee, or to anyone retaining the services of the official
or employee.
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Personal Interest - any interest created due to blood, marriage, close business relationships, political
associates, or household residence (either relative or live-in - boyfriends or girlfriends) regardless of
whether or not a financial interest is involved.

Pecuniary Interest - any advantage in the form of money, property, commercial interest or anything else,
the primary significance of which is economic gain; it does not include economic advantage applicable to
the public generally, such as tax reduction or increased prosperity generally.

Immediate Family - immediate family encompasses spouses, dependents, anyone residing in the person's
household and anyone who, by virtue of blood or marriage, in such a direct relation as to be a parent, child,
grandparent, grandchild, brother, sister, or in-law.

Disclosure - the revelation of secretly known information that would either bias or change the result of a
municipal decision if not fully admitted. Disclosure must be public and must be confirmed in writing. Where
appropriate and where time permits, disclosure is to be made to the Board of Selectmen, both orally and in
writing, before the public body with jurisdiction meets on the matters

Exceptions: Any discounts provided to a whole class which has been appropriately authorized by the
Board of Selectmen, and three other exceptions:

1. Unsolicited advertising or promotional materials of nominal intrinsic value

2. Awards for meritorious civic service contributions;

3. Unsolicited consumable (excepting alcoholic beverages) items that are donated to an entire work
group during holidays, and are consumed on the premises.

4. Election Contributions. This section shall not apply to election contributions or other gifts given
to any person running for public office in accordance with applicable Federal and State law.

APPENDIX Il SAFETY

The Town makes every effort to comply with all federal and state workplace safety requirements. Only
through the joint commitment on the part of management and employees can workplace accidents and
injuries be reduced or eliminated.

Purpose

Every employee has the right to a work place free from occupational safety and health hazards. This
document provides the framework for safety.

Management Commitment
The safety and health of employees is a priority. The Town maintains the philosophy that:

All injuries are preventable

Working safely is a condition of employment
All operating exposures can be safeguarded
Training employees to work safely is essential
Injury prevention saves money

aRON=

Responsibilities

The responsibilities listed are minimum standards and should be not be construed as limits to individual
initiative to implement mare comprehensive procedures for controlling losses.

Board of Selectmen
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The Board of Selectmen shali:

Provide overall support, direction and commitment to safety
Ensure the personnel responsible for carrying out the provisions of this program understand it,
have a copy of it, and are held accountable for their actions/inactions
Correct unsafe conditions brought to their attention
Provide required resources such as:
o funding - safety equipment, personal protective equipment, training materials
o personnel - outside experts, loss prevention consultants
o lime - review all inspection/investigation reports
o mandate participation in safety training programs

Employees:

The term Employees is intended to include Elected Officials, Paid Employees and Volunteers.
Employees are required, as a condition of employment, to exercise due care in the course of their work
to prevent injuries to themselves and to their fellow workers. It is the responsibility of all employees to
cooperate in making the safety program work. Employees shall:

Attend all mandatory meetings and training.

Take and active role in the safety and health of all

Understand and follow all work rules.

Be informed of and observe established safe practices.

Use and wear required personal protective gear when required including safety hats, gloves, boots,
ear protection, vests and clothing

Inspect all equipment prior to use.

Report all unsafe acts, conditions and equipment to the supervisor.

Operate machines and equipment only if trained and authorized by the supervisor.

Not remove guards of other protective devices from machinery or equipment, replace missing
guards.

Follow all accident reporting procedures.

Assist supervisors in their investigation of any accident, as needed.

Attend required safety training programs.

Participate in the Joint Loss Management Committee.

Department Managers

The Department Manager or designee shall:

Be responsible for the education and training of all employees and/or volunteers within their
department.

Inform employees of and enforce all established safe practices and use of personal protective
equipment.

Take unsafe equipment out of service.

Report and document all incidents, investigations and inspections as well as the record corrective
actions taken, if any.

Participate in the Joint Loss Management Committee.

Safety Equipment

Employees are expected to always use personal protective equipment when performing certain hazardous
tasks or when in unsafe environments.

1.

Safety Equipment: It is the policy of the Town to require employees to wear personal protective

Page - 42 -



Employee Handbook

equipment and to utilize appropriate safety equipment as required by circumstance,
departmental guidelines and/or the law.

Universal Precautions: As there is no practical way to be informed regarding potential
contamination due to an exposure to a given individual’s bodily fluids, employees are expected
to treat all sources of exposures as if they were contaminated. All reasonable precautions shall
be taken by the employee to avoid exposure to injury and/or communicable diseases to
themselves or others. (Blood borne pathogen training may be required by individual departments
and is available to all.)

Seatbelts

It shall be the responsibility of each Town employee to wear a seatbelt while operating or riding in any Town
vehicle so equipped, and while operating or riding in any private vehicle for the purpose of conducting Town
business. There may be special circumstances in which the use of seatbelts may hamper efficient conduct
of Town business functions. In these situations, supervisory personnel may grant exceptions to the seatbelt

requirement. These exceptions should be infrequent and for limited durations.

Penalties

Failure

to comply with or enforce mandatory requirements for wearing safety apparel and/or using safety

equipment may result in disciplinary action, including possible termination

Joint Loss Management Committee (JLMC) — Safety Committee

The purpose of the Joint Loss Management Committee is to bring together employees and management

in a non-adversarial cooperative effort to promote safety and health in the workplace. More specifically:

NoOORWN =

Duties:

Create open lines of communication for the benefit of all.

Investigate accident and injury causes.

Evaluate and suggest steps to prevent recurrence.

Review applicable statutes, rules and standards.

Encourage responsibility and participation for safety and health at all levels.

Educate employees and volunteers in safe work practices.

Reinforce these principals through consistent application, oversight, investigation, discipline and
reeducation as needed.

Accident Review: All accident and subsequent recommendations for prevention will be reviewed
and approved/returned for clarification. Any recommendations made will be followed through to
completion and communicated to other departments with similar exposures. The JLMC may also
provide assistance as needed with departmental investigations of incidents when requested by
supervisor ar employee involved.

Inspection: The commititee may choose to conduct an inspection of a particular location, piece
of machinery or job site. Any recommendations will be communicated to those responsible for
having them completed.

Communication of Relevant Information:

All minutes from the meeting will be distributed to all members and posted at the employer
buildings.

As committee members come across safety information/literature, it should be made available to
others. A bulletin board will be maintained at each Town facility for display of JLMC minutes,
safety posters, and other safety education materials,

Membership and Structure:
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The committee shall have enough members to satisfy the law. The committee shall be equally divided
hetween management and employee representatives.

Membership shall ideally include members from the Fire, Highway, and Police Departments.

The committee shall elect a Chairman and the position will be rotated between employee and employer
representatives.

Meetings:

The committee shall meet a minimum of four times per calendar year, on a date, time and location
determined by the Committee.

Safety Statutes, Rules and Standards

The safety policies are enabled through the State of New Hampshire laws (RSA's) that define the legislation
under which the safety standards are established.

Lab 1400 rules, Administrative Rules for Safety and Health Lab
500 rules, Safety Programs

RSA 277, Safety & Health of Employees RSA

277-A Employees, Right to Know RSA 281-

A:64 Safety Provision

RSA 155-A, State Building Codes

Disciplinary Policy

Disciplinary action may call for any of four steps depending on the severity of the safety problem and the
number of occurrences. There may be circumstances when one or more steps are bypassed. Progressive
discipline means that, with respect to most disciplinary problems, these steps will normally be followed:

1. verbal warning

2. written warning

3. suspension with or without pay
4, termination of employment

Handling Injuries and Accident Reporting and investigation

A workers' compensation injury is defined as an accidental injury, disease or death arising out of and in the
course of employment. There are State requirements for reporting these injuries which are summarized in
this section.

The first thing to do when an accident occurs is to ensure that proper medical treatment is provided.
1. Handling Emergencies

Employees are expected to exercise their best judgment based upon circumstances. The following is a list
of guidelines to follow. However, if there is any question whatsoever about the seriousness of any injury,
call for help (911).

Call the appropriate emergency service {medical, fire police, etc.)
Notify the supervisor

Follow reporting requirements

Accident or Incident Reporting

aoow
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€. Report as soon as practicable to the responsible supervisor

f.  Supervisors will gather enough information to accurately complete the Employer's First
Report of Injury or Occupation Disease (form 8-WC)

g. File the First Report of Injury within 24 hours {(weekends and holidays excluded).

h.  Submit the 8-WC information to the Town Administrator upon completion.

i. Town Administrator will file form with the Workers Compensation carrier.

Accident/Incident Investigation: The immediate supervisor, or other designated individual, will investigate
all accidents and incidents that occur within their span of control. The purpose is to determine what
happened, why it happened, and most importantly, how to prevent it from happening again. An accident
investigation report will be required for all injuries requiring medical treatment. Investigations should be
completed by the department supervisor. If the supervisor involved feels assistance is needed, he should
contact the JLMC.

Inspections

Inspection of the work area and equipment are to be conducted regularly, a minimum of ance pre year. All
employees are expected to constantly be alert for unsafe acts and conditions, and take necessary corrective
actions.

Guidelines for Correcting Unsatisfactory Conditions:

a. Take action to prevent any injury! (Remove the tool from service; post a warning sign, etc.).

b. If within your authority, take steps to permanently correct the hazard. Report all action taken to
your Department Manager/supervisor. Report the problem in writing and your recommended
solution to the person who has to the authority to correct it.

c. Recordkeeping Guidelines. Document the inspection with:

e« date

location

piece of equipment

inspector's name

unsatisfactory conditions noted

actions taken

recommendation

A copy of all inspection reports should be kept on file for a minimum of one year (unless other legal
requirements apply).

Education and Training

Safety education and training raises the employee's level of safety awareness and also provides
management with an opportunity to demonstrate their concern for the welfare of employees.

Orientation

All new or transferred Town employees will receive a safely orientation at the beginning of employment. As
part of their orientation, the employees will be told of their responsibilities, and be given a copy of the
Employee Handbook. When the training is complete, the employee and supervisor will complete and sign
a receipt. The receipt acknowledges possession of and adherence to the guidelines included in the
Handbook. The receipt will be included in the employee's personnel file.

When the supervisor identifies the need, follow-up training will be conducted; this training can be provided
through any approved training facility. Training will occur when a new process or piece of equipment is
introduced.
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Emergency Evacuation
In the event of a major building fire, hazardous spill, or on site violence, the work area shall he evacuated:

1. Get out of the area
2. Call 911 and report the incident
3. Employee will follow reporting requirements

Safety and Health Communication

Employees are required to read and abide to all aspects of the employee Handbook. Employees will be
notified by their immediate supervisor of available training Minutes of the Joint Loss Management
Committee will be posted

Members of the Joint Loss Management Committee will be posted

All required safety & health signs and posters will be displayed openly

Visitors in the Workplace

For safety, insurance, and other business considerations, only authorized visitors are allowed in the
workplace. When making arrangements for visitors, employees should request that visitors enter through
the main reception area and go directly to the appointed location.

Weather-related and Emergency-related Closings

At times, emergencies such as severe weather, fires, or power failures can disrupt operations. In such
instances, the Chairman of the Board of Selectmen, followed by the other Board Members or the Town
Administrator will decide on the closure and Department Managers will provide the official notification to the
employees.
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ACKNOWLEDGMENT

| acknowledge that | have received a copy of the Town of New Ipswich CODE OF ETHICS
POLICY, and | do commit to read and follow these policies. | also am aware that the Town of
New Ipswich, at any time, may on reasonable notice, change, add to, or delete from the
provisions of this policy.

Printed Name Position

Signature Date

| acknowledge that | have received a copy of the Town of New Ipswich SAFETY
REQUIREMENTS, and | do commit to read and follow these policies. | also am aware that the
Town of New Ipswich, at any time, may on reasonable notice, change, add to, or delete from
the provisions of this policies.

Printed Name Position

Signature Date

| acknowledge that | have received a copy of the Town of New Ipswich EMPLOYEE
HANDBOOK, and | do commit to read and follow these policies. | am aware that if, at any time,
| have questions regarding the policies | should direct them to my Manager or the Town
Administrator or the Board of Selectmen.

| know that the policies and other related documents do not form a contract of employment and
are not a guarantee by the Town of New Ipswich of the conditions and benefits that are
described within them. Nevertheless, the provisions of the policies are incorporated into the
acknowledgment, and | agree that | shall abide by its provisions.

| also am aware that the Town of New Ipswich, at any time, may on reasonable notice, change,
add to, or deiete from the provisions of these policies.

Printed Name Position
Employee's Signature Date
Original in file (date) by
Copy returned (date) by
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