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PERSONNEL POLICY

(Effective: February 11, 2013)
(As Amended: April 8, 2013)
(As Amended: November 1, 2014)



ARTICLE |

SCOPE AND PURPOSE

1.1 Purpose: It is the purpose of the City Council, in prescribing this Personnel
Policy, to establish and set forth a uniform and equitable system of personnel
administration for the City of Hallowell. These rules and subsequent modifications shall
supersede the previous policy.

In order to assure that the most appropriate rules and guidelines are established
for the particular circumstances in which the City is operating, the rules and benefits set
forth in this manual may be changed at any time when the City Council determines
changes are advisable. The Personnel Policy is not an employment contract and should
not be construed as such.

1.2  Administration: Insuring the day-to-day administration of these and any different
or subsequent rules and personnel procedures developed pursuant to these rules shall
be the function of the City Manager. These rules shall be administered in conformity to
the City of Hallowell Charter, City Ordinances and the provisions of state and federal
statutes. It is recognized that there may be a need to establish and maintain
departmental rules of conduct and procedures, especially in the public safety area. In
the case of conflict between the Personnel Policy and those of a specific department,
the Personnel Policy shall be controlling unless the department rules have received the
approval of the City Council.

1.3  Scope: Subject to the conditions set forth in the City Charter the Hallowell Code
of Ordinances, these rules and regulations shall cover all employees. Provisions of the
current collective bargaining agreement between the City and its organized employees
take precedence over this Personnel Policy for the employees covered by the
agreement. Where the collective bargaining agreement is silent on a matter or where
there is no established past practice, the provisions of this Personnel Policy apply to
both union and non-union employees.



ARTICLE Il

RECRUITMENT AND EMPLOYMENT, TRANSFER, PROMOTION

Article VI, Section 1 of the Hallowell City Charter determines the appointing authority for
City employees. The Mayor or the City Manager is the appointing authority for all
employees as specified in this section of the Charter. All appointments must be
confirmed by the City Council

2.1  Eliqgibility: It is the policy of the City Council that all positions in the City of
Hallowell be filled by fully qualified people based upon job related criteria. Eligibility for
appointment, promotion, or transfer shall therefore be based on such qualifications. It is
also the policy of the City Council that persons serving as employees of the City of
Hallowell be given a maximum opportunity for advancement.

2.2  Announcement of Vacancies: Recruitment notices when appropriate shall be
prepared setting forth a basic description of the position, any minimum qualification
requirements or education, skill, and experience preferences, application steps to
follow, and closing date for submitting materials. Such notices shall affirm City to be an
equal employment opportunity employer. Various media may be used as might be
expected to bring notice of vacancies to an adequate number of qualified applicants and
to further the City’s Affirmative Action objectives. The media used may include, but are
not limited to, newspapers of general circulation, professional journals, and online
employment sites. All recruitment notices shall be posted on the City Hall bulletin board.

2.3 Application for Employment: Applications for employment with the City shall be
made on a standard application form or by the submission of a resume, and completing
other such forms as may be prescribed. Applications and resumes shall be accepted
only during the time period set forth in the recruitment notices, except when extended
by the City Manager.

2.4  Probationary Period: All persons appointed, promoted, or transferred within the
City, except police officers, shall serve a probationary period of six (6) months. The
probationary period for police officers shall be one (1) year. The probationary period
shall be considered an extension of the selection process. Probationary employees may
be removed at any time during the probationary period without cause without the right to
file a grievance as set forth in Article XVII.

An employee shall be retained beyond the end of the probationary period and
granted permanent status only if the department head affirms that the services of the
employee have been found to be satisfactory and recommends that the employee be
given permanent status.

A full-time employee who is transferred or promoted and does not meet or
otherwise comply with the work standards of the new position shall be transferred to the
previous position held, if possible, or to another position to which he or she is deemed
to qualify, if one is available. Reasonable efforts shall be made to schedule such
transfers so as to protect the employee’s job security.

2.5 Affirmative Action: The City of Hallowell is committed to providing equal
employment opportunities for all persons making application to the City and for equity of




treatment and advancement opportunities for its employees. The City of Hallowell
therefore sets forth a policy of nondiscrimination in hiring, employment, and personnel
actions based upon religion, age, sex, marital status, race, color, ancestry, national
origin, physical or mental disability, except as a bona fide occupational qualification.

2.6  Beginning Rate of Pay: The beginning rate of pay for a new employee of the City
will normally be between the low and mid-range for the employee’s classification. Prior
experience and education of the new employee will be evaluated to determine the
appropriate beginning rate of pay. For the City Manager to authorize a rate above the
mid range for the new employee, it would require approval from the City Council’s
Personnel Committee.

2.7 Salary Increases: Salary increases will be granted to City employees at the
beginning of the City’s fiscal year. Union employees will receive an increase based on
the effective collective bargaining agreement. The salary increases to non-union
employees will be determined by the City Manager and City Council during the annual
budget process.

2.8 Promotions to Fill Vacancy Considerations: Vacancies in positions within a
department above the entrance level shall be filled by promotion whenever, in the
judgment of the City Manager, it is in the best interests of the City to do so. When
promoting, appropriate consideration shall be given to the applicant’s qualifications,
record of performance and seniority.

2.9 Filling Vacancies Other Than Promotion: If a vacancy exists which cannot be
appropriately filled by promotion, the department head, with approval of City Manager,
may fill such position as will be of the best interest of the City.




ARTICLE Il
POSITION CLASSIFICATIONS

3.1 Position Classifications and Pay Grades: Position classifications and pay grades
for established positions are as follows:

Position Title Pay Grade
City Manager 20
Chief of Police 19
Public Works Foreman 15
City Treasurer 15
Patrol Sergeant 14
City Clerk 13
Police Officer 1 13
Code Enforcement Officer 13
Public Works 1 12
Police Officer 2 12
Police Officer 3 11
Public Works 2 11
Public Works 3 10
Deputy Clerk/Deputy Tax Collector 9
Asst. City Clerk/Deputy Tax Collector 7
Custodian 4
Cemetery Superintendent 3

3.2  Job Descriptions: The City Manager shall prepare and maintain job descriptions
for each position listed in section 3.1.

3.3 Pay Ranges: The low to high pay ranges in the Compensation Schedule are
used to reflect the market wages paid to employees with varying degrees of experience
and education in the paygrades. These paygrades are updated annually to reflect
inflationary changes in market wages.



ARTICLE IV

COMPENSATION SCHEDULE
(based on 3% increase 1992-2012)

PAYGRADE LOW MID HIGH
20 $43,584 $52,468 $59,341
19 $41,740 $49,786 $57,665
18 $38,728 $47,104 $54,481
17 $37,885 $44,757 $51,462
16 $35,705 $42,244 $48,613
15 $34,196 $40,064 $45,763
14 $32,520 $37,885 $43,248
13 $30,844 $35,873 $40,734
12 $29,336 $33,693 $38,388
11 $27,827 $32,017 $36,209
10 $26,485 $30,173 $34,196
9 $25,145 $28,497 $32,017
8 $23,886 $27,157 $30,173
7 $22,798 $25,648 $28,497
6 $21,625 $24,307 $26,988
5 $20,452 $22,965 $25,312
4 $19,445 $22,795 $25,145

PAYGRADE LOW MID HIGH
3 $18,439 $20,452 $24,138
2 $17,602 $19,445 $21,289

1 $16,679 $18,272 $19,949



ARTICLE V

TYPES OF APPOINTMENTS

5.1 The following types of appointments may be made to the City service in
conformity with the rules established:

A. Reqular Full Time: A regular full-time employee works the standard work week of
40 hours on a continuing basis (indefinite). He/she is subject to all personnel rules and
regulations and receives all benefits and rights as provided by these rules, and State or
federal law.

B. Reqular Part Time: An employee in this classification works less than the
standard work week but more than 20 hours per week, on a continuing basis
(indefinite). He/she is subject to all personnel rules and regulations and receives all
benefits and rights in proportion to the average hours worked per week as provided by
these rules. This classification shall only be assigned at the City Manager’s discretion.
Additional benefits may be granted by the City Council.

C. Temporary Employees: Temporary employees work on a non-permanent basis
usually within a limited time frame. They are not entitled to benefits such as retirement,
health insurance, holiday pay, accrual of sick leave and vacation time, or seniority and
may be terminated for any reason at any time,

D. Student: These appointments are on an “internship basis” and afford students
majoring in fields of value to the City an opportunity to gain work experience. Such
appointments are for a definite period of time, typically less than four months.
Compensation and conditions of employment are typically worked out in accordance
with the internship program of the student’s college or university and applicable portions
of the City’s personnel rules. Student employees have the same status as probationary
employees and can be terminated for any reason at any time.

E. Limited Term Employment: Limited-term appointments are made when a special
project requires the addition of employees for a specific time, or to fill a position of an
employee on a leave of absence.

F. Seasonal Employment. An appointment to work for a specific season (may work
standard work week or less) and with the expectation of being laid off at the end of the
season for which appointed; by definition, a seasonal appointment is for a period of less
than six months.

G. On-Call Employment. An appointment that renders a specific type of service to
the City (such as fire fighting or snowplowing) on an irregular basis and only in response
to a specific call to service from the City. Periods of service normally involve only a few
hours.

H. Contractual Employment.  An appointment that by agreement or contract
identifies the provision of a specific service or function that is limited in quantity or length




of time. The terms of the employment arrangement shall be embodied in the agreement
or contract.



ARTICLE VI

STANDARD WORK WEEK/OVERTIME

6.1 Standard Work Week: The standard work week shall be forty (40) hours per
week, 12:01 a.m. Monday to midnight on the following Sunday, and shall normally occur
between 8:00 a.m. and 5:00 p.m. Monday through Friday. Some employees due to their
responsibilities or requirement to attend night or weekend meetings shall work a flexible
schedule, but mostly averaging the standard number of work hours.

6.2 Rest and Meal Breaks: Each employee shall be entitled to a rest break of fifteen
(15) minutes duration in the morning and afternoon and a lunch break (non-paid) of one
hour. Police and Highway employees shall be entitled to the same two breaks of fifteen
(15) minutes duration and a lunch break of %2 hour per shift.

6.3 Overtime: This section does not apply to salaried employees. For purposes of
this section “hours worked” shall include hours actually worked and vacation, comp time
or personal leave time.

A. All hours worked after forty hours of the work per week shall be compensated at
a monetary rate of one and one-half (1%2) times the base hourly rate of the affected
employee; or with compensatory time at one and one-half times the overtime hours at
the request of the employee and with the approval of the City Manager. Compensatory
time earned under this section shall be a maximum of one hundred and sixty (160)
hours. Compensatory time may not be used except to fill out a standard 40 hour work
week.

B. Overtime work must be authorized by an appropriate supervisor or by the City
Manager.
C. Salaried, FLSA (Fair Labor Standards Act) exempt employees shall not receive

overtime compensation either in the form of pay or compensatory time off. The City
Manager may, however, grant reasonable periods of time off to such personnel
whenever he feels such time is warranted.



ARTICLE VI

BENEFITS

7.1 Retirement: The City provides the option of participation in the Maine Public
Employees Retirement System (MPERS) and/or in a City-sponsored deferred
compensation plan with a maximum employer contribution of 8.5% in one plan or a
combination of both plans. Participation in either plan is optional. Participation in the
MPERS currently requires an employee contribution of 6.5% of gross salary and an
employer contribution of 5.3%, with vesting occurring after five (5) years of participation.
City contributions to the deferred compensation plan will match what the employer
contributes up to the maximum level described above.

7.2  Social Security: In addition to the Maine State Retirement System or deferred
compensation plan, the City participates jointly with employees in Social Security
payments. Participation is mandatory.

7.3  Health Insurance: The City participates in a comprehensive health insurance plan
for both individual and family coverage. The City pays 100% of the employee insurance
coverage and 50% of the family coverage.

7.4  Workers’ Compensation: The City provides Workers’ Compensation coverage
which provides income and other benefits covering occupationally incurred disabilities to
all employees.

7.5 Group Life Insurance: The City provides group term life insurance to eligible
employees as part of the health insurance policy. Option for insuring spouse or family is
available at the employee’s expense.

7.6  Unemployment Compensation: The City participates in an unemployment
compensation system through which eligible employees may receive unemployment
benefits.

7.7  Carrier/Benefit Levels: Nothing in this Article is intended to restrict the City in its
selection of carriers or benefit levels.

7.8 Dental: The City participates in a comprehensive dental plan for employees and
their families. The City pays 100% for the employee’s coverage and 50% of the family
coverage.



ARTICLE VllI

HOLIDAYS

8.1  Subject to these rules, the following holidays shall be paid holidays for regular
employees. Regular part-time and seasonal employees shall receive a prorating on their
holiday pay in accordance with the employee’s regularly schedulec work week hours.

New Years Day Labor Day

Martin Luther King Day Columbus Day

Washington’s Birthday Veteran’s Day

Patriot’'s Day Thanksgiving & following Friday
Memorial Day Christmas Day

Independence Day

8.2 The City’s holiday observances coincide with those identified by Maine State
Government for its employees.

8.3 A person on a leave of absence without pay shall not be entitled to holiday pay.

8.4 Holiday pay shall be in addition to regular pay for hours/time actually worked.
Employees working on a holiday shall receive regular hourly pay plus their applicable
holiday pay, except that employees who are required to work on Thanksgiving Day
(midnight Wednesday to midnight Thursday) and Christmas Day (midnight Christmas
Eve to midnight Christmas) shall be compensated at one and one-half times their
regular hourly pay for time worked on those days, in addition to their holiday pay.



ARTICLE IX

VACATION

9.1 Vacation privileges are available to regular full-time and part-time employees
only. Regular full-time employee shall earn vacation with pay as described below.
Regular part-time employees shall receive a prorating of the schedule below to be
calculated in accordance with the employee’s regularly scheduled work week hours.

Continuous Years of Service Vacation Time Off
One (1) to Five (5) Years Ten (10) Days
Six (6) to Ten (10) Years Fifteen (15) Days
Eleven (11) to Sixteen (16) Years Twenty (20) Days
Seventeen (17) or more years Twenty-five (25)

9.2  Vacations shall be granted at such time or times as shall be mutually agreeable
to the employees and their department heads. Vacation shall not be accrued in excess
of 240 hours as of December 31 for Public Works employees and July 1 for all other
employees, except by specific authorization by the City Manager.



ARTICLE X

SICK LEAVE AND DISABILITY

10.1 The City provides a sick leave benefit, as set forth below, for regular full-time
employees unable to work due to physical illness or incapacity. Regular part-time
employees shall have their sick leave benefit prorated to conform to their workweek.

10.2 Sick Leave: Sick leave may be used for personal iliness or physical incapacity of
such a degree as to render the employee unable to perform the duties of his/her
position, and for personal medical or dental appointments.

Employees may be eligible for paid sick leave when there is a sickness or
disability involving a member of the immediate family which requires the employee’s
personal care and attendance, provided that requiring the employee to report to work
could cause a serious hardship on the member of the immediate family suffering from
the illness or disability. The determination as to whether or not there exists a hardship
and the amount of sick leave that may be used for this purpose shall be at the sole
discretion of the City Manager.

If requested, the employee shall furnish the City Manager with a statement from
his/her attending physician validating the reason for the absence.

Sick leave may be used in increments not smaller than one hour nor greater than
eight (8) consecutive days. Accumulated sick leave in increments greater than eight (8)
days may be used for legitimate (non-job related) iliness or injury.

Sick leave shall accrue at the rate of one (1) work day for each calendar month of
service accumulative to a maximum of 240 hours. For the purpose of this section, the
first month of an employee’s service shall be counted as a full month of service if
employment begins on or before the 15th day of the month. There shall be no
compensation for accrued sick time upon separation.

Sick leave usage shall be recorded regularly on the payroll. The City Manager
shall review all sick leave records periodically and shall investigate any cases which
indicate abuse of the privilege.



ARTICLE Xl

LEAVES OF ABSENCE

11.1 Bereavement Leave: An employee may be excused from work for up to five (5)
work days because of death in his/her immediate family and shall be paid his/her
regular rate of pay for the scheduled work hours missed. It is intended that this time off
be used for the purpose of handling necessary arrangements and attendance at the
funeral.

Leave for one (1) work day may be granted to employees at the sole discretion of
the City Manager for attendance at funerals of persons other than immediate family.

11.2 Leave Without Pay: A regular employee may be granted a leave of absence
without pay by the City Manager for a period deemed necessary by the employee for
the purpose of the leave, but not in excess of six (6) months. The employee is expected
to return to work upon the expiration of a granted leave or to have arranged an
extension of a granted leave, at the discretion of the City Manager. Continued absence
without having arranged for an extension of leave may be deemed a resignation from
the service. Employees may choose to continue City benefits for the duration of the
leave by assuming the employer’s contribution. Vacation and sick leave will not continue
to accrue during the leave.

11.3 Child Care Leave: Upon request, the City Manager may grant a non-paid leave to
employees for purpose of child care.

11.4 Military Leave: City employees who are members of the National Guard/Military
Reserve and who are required to perform active duty for training will be granted active
duty training leave. This leave shall apply to temporary duty orders, or to active duty
orders, recall or any other activating orders issued by the military to Military Reservists
or National Guard personnel. The City shall extend the rights and benefits of military
leave for not less than six (6) months, however, periods in excess of six (6) months may
be granted if circumstances warrant. Upon ending military leave, an employee will be
restored to the position occupied by the employee immediately prior to the
commencement of the leave, or an equivalent position with the same employee benefits
and pay as existed prior to the commencement of said leave. When, in the instance of
military leave the total pay received for the duty period shall equal or exceed that which
would be earned by the employee in the service to the City, such leave shall be without
pay. When, in instances of any such leave, the total pay received for such duty is less
than that which would be earned by the employee in service to the City, the City shall
pay the difference between the military pay and the employee’s regular earnings with
the City. In such cases, the employee shall furnish the City Manager with a statement
by the employee’s commanding officer specifying the employee’s rank, pay and housing
allowance, if any.

11.5 Jury Duty: An employee summoned to jury duty will be excused from his/her
work for the required period necessary to perform this duty. If the jury is excused
prematurely from duty during the time of service, the employee is expected to report for



work as usual. While on jury duty, an employee shall receive his/her full regular pay
and benefits and shall turn over to the City any jury pay received.



ARTICLE Xl

SEPARATION

12.1 Layoff: Regular full-time and part-time employees may be laid off at any time,
without recourse to the grievance procedures, by the City Manager, for lack of work,
elimination of the position, or lack of funds. All employees must be furnished a
statement, in writing, setting forth the reasons for the layoff no less than two weeks prior
to the effective date of the layoff. Laid-off employees who are brought back to work
within one year do not lose their continuous service benefits.

12.2 Separation: Any employee wishing to leave City employment in good standing,
shall provide the department head with written notice of intent to terminate employment
ten (10) working days prior to such termination. Upon separation the City shall pay all
wages owed as well as earned vacation pay due to the employee, if any, on the next
regular pay day.

12.3 Benefits by Termination, Separation: Benefits accrued from length of service are
forfeited when an employee is terminated for cause or voluntarily leaves City
employment. If any employee who voluntarily leaves City employment is re-employed at
a later date, length of service rights begin to accrue from the date he/she is re-
employed.

Separation from service because of sickness or does not affect accrued rights, if
an employee returns to work when recuperated.



ARTICLE XllI

EMPLOYEE CONDUCT

13.1 Employees to be Courteous, Polite: All City employees shall be responsible for
providing municipal services to the public in a courteous and polite manner.

13.2 Acceptance of Gifts Regulated: Acceptance of money or gifts by an employee
when given under circumstances indicating the hope or expectation of receiving better
treatment than that accorded to the public in general is prohibited and may result in
immediate dismissal.

13.3 Appearance: Wearing apparel shall be that which will maintain the dignity of a
public office. All employees are required to be clean, hair properly and reasonably
groomed, and clothes neat and clean.

13.4 Secondary Employment Requlated: All City employees who engage in secondary
employment shall do so only with the understanding and acceptance that their primary
duty, obligation and responsibility is to the City.

All City policemen, fire fighters and public works employees are subject to call at
any time for emergencies, special assignment for overtime duty, and no secondary
employment may infringe on this obligation.

13.5 Sickness, Injuries Incurred While Moonlighting: Upon employment by the City,
each employee waives and releases the City from any labor expense or costs because
of any injury or sickness incurred by reason of employment accepted by such employee
other than as an employee of the City. Also upon employment by the City, the employee
releases the City from any claim for salaries, wages or other benefits during any
absence caused by such injury or sickness.

13.6 Employees Used in Emergency Work to Live Near City: No member of the police
department, fire department or those members of the highway department who do
emergency work shall live more than twenty (20) miles, by the nearest highway, from
the City Hall.

13.7 Attendance: Employees shall be at their respective places of work at the
appointed starting time. All employees shall keep daily attendance records to be
submitted weekly to the accounting department and furnish to the City Manager such
periodic reports as he/she shall request. Time cards must be approved and signed by
the employee’s immediate supervisor.

It is the responsibility of employees to see that their immediate supervisor is
advised of the reason for absence, not previously arranged for, within two (2) hours of
the beginning of the unexpected absence.

13.8 Absence Without Leave: No employee may absent himself/herself from duty
without the permission of his/her supervisor or department head. Any employee
absenting himself/herself without the permission of his/her supervisor may be subject to




disciplinary action for the first offense and may be discharged from the service for the
second offense. After three (3) consecutive days of absence without leave, the City
Manager may declare the position vacant and the employee automatically waives all
rights to his/her position.

13.9 Confidentiality Policy: During the course of their duties, employees for the City of
Hallowell are privy to information about citizens, clients and other individuals and
entities which is sensitive and should be kept confidential. Examples include, but are not
limited to, information about labor relations, personnel actions, and welfare recipients.
City employees are expected to respect the confidential nature of such information. At
no time may an employee disseminate confidential information or use it for his or her
own or a third party’s competitive advantage.

This prohibition applies not only during City employment but at any time after
termination as well.

13.10 Smoking Policy: The City of Hallowell’s smoking policy mirrors the current rules
of the Maine Center for Disease Control and Prevention authorized under 22 MRSA,
section 1541 et seq. City employees must comply with these “Rules Relating to
Smoking in Public Places” adopted by the Maine Department of Health and Human
Services and the Maine Center for Disease Control and Prevention.

13.11 Off-Duty Conduct: Employee off-duty conduct is generally regarded as private,
as long as such conduct does not create problems with the workplace. An exception to
this principle, however, is romantic or sexual relationships between supervisors and
subordinates.




ARTICLE XIV

POLICY ON HARASSMENT

14.1 Itis the policy of the City of Hallowell that all employees should be able to work in
an environment free from all forms of harassment. Harassment, as defined by this
policy, is prohibited. This policy refers not only to supervisor-subordinate actions but
also to actions between co-workers. Any complaints of harassment will be investigated
promptly. There will be no intimidation, discrimination or retaliation against any
employee who makes a report of harassment.

A. Sexual Harassment:

(1) Sexual harassment is the attempt to control, influence or affect the career,
salary or job of an individual in exchange for sexual favors. Sexual harassment can also
be conduct which creates a hostile or offensive work environment or unreasonably
interferes with a person’s ability to perform his or her job. Sexual harassment is an
extremely serious matter. It is prohibited in the workplace by any person and in any
form.

(2) Specific conduct which is prohibited includes, but is not limited to:

(@) threats or insinuations, implicit or explicit, that any employee’s
refusal to submit to sexual advances will adversely affect the employee’s
retention, evaluation, wages, promotion, duties or any other condition of
employment;

(b) unwelcome sexual flirtations, advances or propositions;

(c) verbal or written abuse of a sexual nature;

(d)  graphic verbal comments about an individual’s body;

(e)  sexually degrading words used to describe an individual; and

)] the display in the workplace of sexually suggestive objects or
pictures; and

(9) any romantic or sexual relationships between supervisors and
subordinates.

(3) Any employee who believes he or she has been the subject of sexual
harassment should report the alleged act to the City Manager.

(4)  Any supervisor or employee who is found, after appropriate investigation,
to have engaged in sexual harassment will be subject to discipline, up to and including
discharge.



B. Verbal Harassment:

Derogatory or vulgar comments regarding a person’s sex, religion, age, ethnic
origins, physical appearance, or the distribution of written or graphic material having
such an effect, are prohibited. Any employee who believes he or she has been the
subject of such harassment should report the alleged conduct to the City Manager or
other appropriate management. Any supervisor or employee who is found, after
appropriate investigation, to have engaged in any harassment will be subject to
discipline, including discharge.

C. Mandatory Training

Regular full and part-time employees, including reserve officers of the Police
Department and on-call employees of the Fire Department, are required to have annual
sexual harassment training. New employees are required to have sexual harassment
training within the first six months of their employment. The City Manager will provide
information to employees regarding how to complete this training requirement.



ARTICLE XV

DISCIPLINARY ACTION

15.1 Whenever, in the supervisor’s judgment, employee performance, attitude, work
habits, or personal conduct at any time falls below a suitable level, the supervisor shall
inform the employee promptly and specifically of such lapses and give counsel and
assistance. If appropriate and justified, a reasonable period of time for improvement
may be allowed before initiating disciplinary action. In some instances, a specific
incident may justify severe disciplinary action including discharge in and of itself;
however, the action to be taken depends on the seriousness of the incident and of the
employee’s past performance and conduct. Regular employees shall be disciplined for
cause. Cause to be determined by the City Manager.

15.2 Appeal: An employee who feels that he/she has been treated unfairly shall have
access to the grievance procedure as outlined in Article XVII of these Regulations.

15.3 Alcohol and Drug Abuse: It is the policy of the City to recognize alcohol and drug
abuse as a treatable disease. However, it is not the intent of the City to accept below
standard performance nor to restrict supervisors in dealing with performance problems.

Whenever appropriate, the City shall refer employees to appropriate agencies
and organizations to seek treatment. The possession, sale, or use of illegal drugs on the
employer’s premises is strictly prohibited and is grounds for immediate dismissal. The
use of alcohol on premises is also prohibited.

15.4 Disciplinary Actions: The reasons listed below may be grounds for demotion,
dismissal, suspension without pay or reprimand, but are not intended to be all exclusive.
Disposition of a disciplinary action will be documented:

A. Drinking on the job or arriving to work while under the influence of intoxicating
beverages or drugs or bringing same on the job.

B. Failure to follow the orders of one’s superiors.
C. Being habitually late or tardy.
D. Failure to perform the duties of one’s position properly.

E. Negligent or willful damage to City property.

F. Inability to get along with fellow employees.

G. Conviction or admission of theft or any felony.

H. Failure to comply with these Personnel Rules or departmental safety and work
regulations.

l. Intentional falsification of time records or claims for leave.



J. Material misrepresentation on application for employment.

K. Failure to obtain or maintain certifications or licenses (including motor vehicle
license) necessary to perform job.

15.5 Suspension for Disciplinary Reason; Appeal to City Council: When in the
judgment of the department head an employee’s work performance or conduct justifies
disciplinary action short of dismissal, the employee may be suspended without pay for a
period not exceeding seven (7) days with the approval of the City Manager.

A suspended employee may not request a hearing before the City Council unless
the suspension is for more than seven (7) working days, or unless the employee has
already received a previous suspension within one (1) year immediately prior thereto.

15.6 Dismissal or Demotions Authorized; Notification: A regular employee may be
dismissed or demoted whenever in the judgment of the department head the
employee’s work or misconduct so warrants, providing approval is received from the
City Manager.

When the City Manager approves such action, he shall file with the employee
and City Council a written notification containing a statement of the substantial reasons
for the action.

The employee shall be notified not later than the effective date of the action. The
notice shall inform the employee that he/she shall be allowed five (5) calendar days, not
including Saturdays, Sundays or legal holidays, from the effective date of the action to
file a reply with the City Manager and City Council and to request a hearing before the
City Council under Article XVI.



ARTICLE XVI

APPEALS TO THE CITY COUNCIL

16.1 Recourse of Department Heads Following Dismissal: Department heads with
regular status shall have recourse to the City Council in case of dismissal by the City
Manager.

16.2 Council to Schedule Public Hearing: If an employee files a reply and requests a
hearing within ten (10) days after notice of dismissal, the Mayor or City Council shall
schedule a hearing within ten (10) calendar days from the date of receipt of request. All
hearings shall be open to the public, if requested by the employee.

16.3 Hearing to be Informal: In conducting a hearing authorized by this Article, the
proceedings shall be informal and it shall be assumed that the action complained of was
taken in good faith unless proven otherwise.

16.4 Reinstatement Following Evidence of Improper Dismissals, Demotions: If the City
Council finds the action of the City Manager was based on political, religious or racial
prejudice, or that the City Manager failed to follow the proper procedure outlined for
dismissal or demotion or that the employee was dismissed with prejudice, the employee
shall be reinstated to his/her former position without loss of pay.

16.5 Council Authority to Request Witnesses for Hearings; Action Upon Refusal to
Appear: During the course of any investigation or hearing, the City Council or the City
Manager may request any employee of the City to attend and give witness.

16.6 Council to Keep Records: The City Council shall maintain adequate records of
the proceedings of personnel meetings to provide a written statement of its decision
regarding the appeal.




ARTICLE XVl

GRIEVANCE PROCEDURES

17.1 Policy: A grievance is a dispute between any employee and the City concerning
the interpretation or application of the terms of these Personnel Rules and Regulations.
Excluded for from consideration of grievance are those matters pertaining to
management’s judgments of qualifications and/or performance relating to: hiring,
promotion of personnel, and compensation adjustments, except that regular employees
may appeal performance evaluations.

17.2 Procedures: Any employee who perceives a grievance as defined shall, within
five (5) working days, bring such grievance to the attention of their department head and
they shall attempt to settle or resolve the matter within three (3) working days thereatfter.

If the matter is not resolved to the satisfaction of the employee, the employee
may bring the matter to the attention of the City Manager for his/her consideration by
submitting a written statement setting forth the specific nature and details of the
grievance. The City Manager shall have five (5) working days in which to consider the
matter and render a decision in writing.



ARTICLE XVl

POLITICAL ACTIVITIES

18.1 No employee shall participate in any political activity which would be in conflict or
incompatible with the performance of his or her official functions and duties with the
City. Employees shall comply with relevant state or federal statutes relating to municipal
employees’ political activity.

A. Solicitations and Handbills: No employee may use his/her official authority or
position for the purpose of influencing or interfering with or affecting the results of any
election, nor shall he/she solicit funds or contributions or accept or receive funds or
contributions from City employees for political purposes. No City employee may
distribute pamphlets or handbills, wear buttons or other indicia of support for any
particular candidate, political party, or political cause during such times while he/she is
performing his/her official functions and duties with the City. Nothing herein shall be
construed to prohibit any City employee from participating in the political process during
off-duty hours and in his/her capacity as a private citizen.

B. Political Office: Any City employee may seek election for political office as a
member of the City Council, or any other elective office. However, such employee shall
be placed on an unpaid leave of absence status from the date candidacy for such
position is announced or nomination papers filed and until completion of the election
process. During his/her leave of absence, the employee shall not use any official City
title in his/her political campaign, or shall such employee’s official authority or influence
be used to affect the results of the election. If elected to any political office and such
office is deemed incompatible with his/her duties as a City employee, such employee
shall terminate his/her employment with the City prior to assumption of the elective
office.

C. Classified Service Employees Restricted in Political Activity: Employees shall be
selected without regard to political consideration and shall not be required to contribute
for any political purpose.




ARTICLE XIX

PERFORMANCE EVALUATION

19.1 Each employee shall be evaluated in accordance with the criteria and procedures
set forth in section 19.2. Employees, at a minimum, will be evaluated and provided with
feedback on their performance immediately prior to the conclusion of their first six (6)
months of employment and every twelve (12) months thereafter.

19.2 Performance Evaluation and Review Plan: (Reserved)




ARTICLE XX

PERSONNEL RECORDS

20.1 Appropriate records will be maintained for each employee of the City. Any
employee may review his/her files, in the presence of the staff member with
responsibility for the files, between the hours of 8:00 a.m. and 5:00 p.m. Monday
through Friday. So as not to cause unnecessary inconvenience, the employee shall set
up an appointment for such a review in advance.



ARTICLE XXI

REIMBURSEMENT OF EXPENSES

21.1 Travel Expenses: Employees shall be reimbursed for reasonable and necessary
expenses incurred while carrying out official City business. Such reimbursement shall
be made in accordance with rates allowed by the IRS for mileage, meals and lodging
upon submission of a standard expense sheet, signed by the employee’s immediate
supervisor. Such reimbursement shall not apply to travel between the employee’s home
and the City office.

Request for reimbursement for meals, parking fees, lodging and registration fees
must be accompanied by receipts of same whenever possible.



ARTICLE XXl

EMPLOYEE TRAINING AND DEVELOPMENT

22.1 Employee Development: The City will attempt to make opportunities available to
employees within the constraints of the City budget for the further development of
specific skills and expertise deemed of mutual benefit to employee and the City.

Reimbursement for costs of required tuition relating to approved academic
course work shall be made retrospectively, upon furnishing proof of satisfactory
completion of the course. The employee must assume the cost for text books, travel
and other related costs.

22.2 Manager to Provide Improvement Training: The City Manager shall encourage
the improvement of service by providing employees with opportunities for training, which
need not be limited to training for specific jobs, but may include training for
advancement and for general fitness for public service.

22.3 Manager Authorized to Allow Compensatory Time to Training Program
Participants: The City Manager may authorize compensatory time to employees who
are required to participate in authorized training programs which take place outside of
the regular work schedule.




ARTICLE XXl

SEVERABILITY

25.1 If any provision of these Rules and Regulations or the application thereof to any
person or circumstance is held invalid, this invalidity does not affect other provisions or
application of these Rules and Regulations which can be given effect without the invalid
provision or application, and for this purpose the provisions of these Rules and
Regulations are severable.



ARTICLE XXIV

COMPUTER USE

24.1 Objective: To provide guidance on appropriate use of electronic mail, Internet,
or other means of access to or use of resources made available to City employees to
communicate with each other, other governmental entities, companies and individuals
for the benefit of the City of Hallowell.

24.1 Policy: The City of Hallowell’'s computer network, Electronic Mail System (e-mail)
and Internet connection are designed to facilitate City business and public
communications, and to provide for communications among employees. Since no
computer system is completely secure, the e-mail/Internet system is not intended to
transmit sensitive materials, such as personnel decisions, and other similar information
which may be more appropriately communicated by written memorandum or personal
conversation.

These computer network, e-mail and Internet systems are the City’s property and
intended for City business. Although some incidental use of the computer e-mail and
Internet access for personal use is expected, it must be understood that such use is a
privilege, which may be limited or removed if the privilege is abused, at the discretion of
the City. Except for incidental personal use, no part of the system is to be used for
employee personal gain or to support or advocate for personal political or social causes.
All data and electronic messages within this system are the property of the City. As
such, no computer files, or communications of any type through the City’s Electronic
Mail System or Internet connection can be considered private. Most electronic
communications within the City’s computer system are public records and are subject to
the freedom of access laws.

While you may have a confidential password, users should be aware that this
does not mean that the system is for personal confidential communication, nor does, it
suggest that e-mail is the property right of the employee.

In addition, consistent with any confidential relationships or obligations with
clients or program participants that may exist, the City reserves the right to review the
contents of the employee’s computer files, or e-mail/Internet communications whenever
it may deem necessary for business or performance purposes. Employees may not
intentionally intercept, eavesdrop, record, read, alter, or receive other person’s e-mail
messages or computer files, without proper authorization.

Employees may not provide or use alternative software to access the systems.
Employees may be held responsible for any damages caused by unauthorized
software, spy ware or viruses they introduce into the system. Please keep note that
messages are also subject to network security procedures and spam filters, which may
inadvertently isolate or delete valid emails since these functions are not foolproof.

Unauthorized software or downloads (free or purchased), hardware, games,
screen savers, toolbars, clipart, music and movie clips, other equipment may
compromise the integrity of the City’s computer systems and are prohibited.

The City, without notice, may remove all unauthorized programs or software,
equipment, downloads, or other resources if they could harm systems of performance. If
there is any question about whether software or hardware, downloads, etc. are
appropriate, it should be forwarded to the City Manager for a determination. The
Internet provides City employees with significant access and dissemination of
information to individuals around the world. The use of the Internet for access and



dissemination is intended to serve City business. Like all e-mail messages, Internet
messages are capable of being forwarded without the express permission of the original
author. Messages are also routinely passed through routers before they reach their
final destination. A message is “touched” many times before it gets to its recipient, and
the message author should be aware of this. Therefore, users must use caution in the
transmission and dissemination of messages outside of the City, and must comply with
all state and federal laws.

The City does not provide employees with resources or tools to communicate by
Instant Messaging (IM) when conducting City business. Employees are not allowed to
use IM as a mechanism for personal communication through the City’s computer
network, and are not allowed to download or install any IM software on City computer
hardware.

City employees should distinguish between the use of social media sites, such as
Facebook and Twitter, for City business versus personal use. Use of social media
should not violate any City policies, such as those on harassment prevention.

24.3 General Prohibitions: The City’s e-mail and Internet systems may be used only
for lawful purposes. The transmission, distribution, or storage of any information, data,
or material in violation of any applicable law or regulation or this policy is prohibited.
Without limitation of the foregoing, it is prohibited to create, transmit, distribute or store
any information, data, or material which:

» s libelous, defamatory, hateful, or constitutes an illegal threat or abuse, or
contains ethnic slurs, racial epithets, or anything that may be construed as
harassment or disparagement of others based on race, national origin, sex, age,
disability, or religious beliefs.

= |s obscene or constitutes child pornography, contains sexually explicit images or
messages, or may be construed as offensive, abusive, or threatening.

= Infringes any copyright, trademark, trade secret, or other intellectual property
right.

= |s solicitation for commercial ventures, religious or political causes, outside
organizations or other non-job-related solicitations except for incidental personal
use.

= |s or encourages conduct that would constitute a criminal offense or give rise to
civil liability.

24.4 Guidelines: Employees are expected to abide by the generally accepted rules of
computing and network etiquette. These include (but are not limited to) the following:
= Be polite.
= Use appropriate language. Do not swear, use vulgarities or any other
inappropriate language.
= Do not reveal address or phone numbers of others. Providing both internal and
your own personal address of phone number is personal choice but be aware
that Internet transmissions can be monitored by others.
= Note that electronic mail (e-mail) is not private. Both internal and Internet
transmissions can be easily intercepted by others and can be altered en route.
= Do not use computers or networks in such a way that you would disrupt their use
by others. This includes being aware that you can create significant network
traffic and consume scarce computing resources by your use of the Internet. Do
not send large files needlessly.
= Use only services you have authorization to access.



= Always represent yourself as yourself — never someone else.

= Do not send un-encrypted confidential or proprietary information over the
Internet.

= Material that would be considered inappropriate, offensive or disrespectful to
others should not be accessed or stored.

= Respect copyrights and licenses.

If you identify a security problem, notify the City Manager immediately.

Any malicious attempt to harm or destroy data of another user over the Internet or
through other networks will result in disciplinary action. Harassment, such as sending
offensive or unwanted e-mail, is prohibited.

Employees should be aware that when they have deleted a message from their
workstation mailbox, it might not have been deleted from the centralized systems. The
message may be residing in the recipient’s mailbox or be forwarded to other recipients.
Furthermore, the message may be stored on the systems backups for an indefinite
period. Employees should delete personal messages as soon as possible after reading.
An accumulation of files will degrade system performance and response times. This
policy applies to all employees, contractors, part-time employees, volunteers, and other
individuals who are provided access to the City’s system. Third parties should only be
provided access to the system as necessary for their business purpose with the City
and only if they abide by all applicable rules.

Individuals who leave employment with the City have no right to the contents of
their network drivers or e-mail messages and are not allowed access to the e-mail
system. Supervisors or management may access an employee’s e-mail if employees
are on leave of absence, vacation, or are transferred from one department to another
department and it is necessary for the association’s business purposes.

The misuse of the Internet or e-mail privileges may be considered sufficient
cause for discipline in accordance with the Personnel Policy, and/or other applicable
rules or laws. In addition, in the event of suspected, alleged or actual illegal activity, the
City may notify or cooperate with applicable law enforcement authorities for potential
civil or criminal investigation or prosecution.






