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Personnel Policy
Town of Alexandria

Welcome to the Town of Alexandria. This Personnel Policy has been established as a guide to the policies
of the Town of Alexandria for its employees and supervisors in their relationship to each other and the Town
of Alexandria. This manual generally describes the policies and practices that the Town follows and the
benefits that are currently provided or made available to employees. The policy is available to guide and
assist you in performing to the best of your abilities and developing and realizing your potential as one of
the Town’s valued employees.

The polices are intended as guidelines only and are subject to change at the discretion of the Board of
Selectmen. This policy should not be construed as and does not constitute a contract guaranteeing
employment for any specific duration. To the extent permitted by law, employment at the Town of
Alexandria is on at at-will basis. This means that employment at the Town is for no set period of time and:
can be ended by either the employee or the Town, at any time and for any reason or no reason and with or
without notice, so long as there is no violation of applicable Federal or State law. All employee benefit
programs, salaries, policies, classifications and pay plans are subject to change and should not be considered
as contractual. When specific benefit plans conflict with this policy, the benefit document will prevail.

This policy supersedes any handbook or policy statements, whether written or oral, issued prior to the
effective date of this version of the policy. All employment related policies, whether written or oral, that
existed prior to the issuance of this policy are null and void. Policies set forth in this document can be
modified, revoked, or added to any time at the sole discretion of the Board of Selectmen. Any revisions
will substitute and replace priory policy or procedure statements and become part of this policy.

Please read this policy carefully and keep it for reference in the future. If you have questions about any of
these policies, you are encouraged to ask your Department Head or call the Selectmen’s Office at 603-744-
3220.

Notwithstanding herein to the contrary, temporary policies adopted by the Board of Selectmen in response
to an emergency, including any declared pandemic or epidemic, shall continue in place in accordance with
their terms and until such time that they expire or are terminated by the Board of Selectmen.

By majority vote, the Board of Selectmen is the sole authority for amending this policy or Town policies.
No supervisor, administrator or representative of the Town has the authority to make any promises,
commitments, or changes which supersede the policies in this document unless agreed to by the employee
and approved by the Board of Selectmen.

Nothing in this policy is intended to supersede explicit provisions of the NH Revised Statues Annotated
pertaining to specific employees or specific departments, for example the Police and Fire Departments.
However, this policy shall apply to the extent that it is not inconsistent with any such statue, or policy
properly adopted under such statute.
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TOWN OF ALEXANDRIA, NH
PERSONNEL POLICY

Section 1 — General Provisions

1:1 Types of Employees

Elected employees are those who are employed by virtue of election to Town office. In particular, this
includes the Town’s Clerk/Tax Collector and the Road Agent.

Appointed employees are those whose employment by the Town takes place through a regular hiring
process rather than through election to office.

Appointed employees may be full-time or part-time.

Part-time employees may either be permanent - that is, in a position with no time limit specified - or
temporary.

REGULAR FULL-TIME EMPLOYEES: Individuals who are regularly scheduled to work 37 % or more
hours per week.

PERMANENT PART-TIME EMPLOYEES: Individuals who are regularly scheduled to work more than
20 hours per week but less than 37 2 hours per week.

PART-TIME, TEMPRARY OR SEASONAL EMPLOYEES: Individuals are hired for specific time
periods and/or are scheduled for less than 20 hours per week are not eligible for benefits described in this
manual except to the extend required by state or federal law.

NON-EXEMPT AND EXEMPT EMPLOYEES: All employees will be classified as either “exempt” or
“non-exempt.” Exempt employees are paid on a salary basis and their duties and responsibilities allow
them to be considered exempt from the overtime requirements of the Fair Labor Standards Act (“FLSA™).
Therefore, these employees are not eligible to receive overtime pay regardless of how many hours they
work in a workweek. Non-exempt employees do not meet the requirements necessary to be considered
exempt from the overtime provisions of the FLSA. Therefore, these employees are eligible for overtime
pay in accordance with the FLSA and Town of Alexandria’s policy.

Upon hiring, employees are told whether they are classified as exempt or non-exempt from the overtime
provisions of the FLSA. If you have questions about whether you are classified as exempt or non-exempt
under the FLSA, please contact the Selectmen’s Office.




1:2 Right to Employ

Unless otherwise provided in a written contract signed by the Selectmen, all appointed employees are
employed at will. Employment at-will status enables both the Town of Alexandria and the employee to
terminate the employment relationship with or without cause or notice, at any time, for no reason or for
any reason not prohibited by law. Neither the policies contained in this Manual, nor any other written or
verbal communication by a supervisor or official, are intended to change the at-will relationship or create
a contract of employment.

1:3 Equal Employment Opportunity Policy

The Town of Alexandria is committed to a policy of equal employment opportunity to all persons based
on individual merit, competence and need. The Town of Alexandria will not discriminate against
employees or applicants for employment based on any legally-protected status, including, but not limited
to: veteran or military status, marital status, physical or mental disability, age, race, color, religion, sex,
sexual orientation, pregnancy, national origin, genetic information or ancestry. This policy applies to all
terms and conditions of employment including, but not limited to, hiring, placement, promotion,
termination, layoff, recall, transfer, leaves of absence, compensation, benefits and training.

In support of our commitment to equal employment opportunities, the Town of Alexandria prohibits any
and all discrimination or harassment on any of the bases discussed above. This policy prohibits all of the
activities discussed herein, whether engaged in by a supervisor, employee, co-worker, agent or non-
employee who is on Town of Alexandria premises or who comes into contact with Town of Alexandria
employees.

Any employee who harasses or discriminates against another employee, citizen, or visitor on any of the
bases discussed above will be subject to discipline, up to and including discharge. Prohibited conduct
includes:

. epithets, slurs, negative stereotyping, or threatening, intimidating or hostile acts that are
based on or that relate to race, color, religion, gender, national origin, genetic information,
ancestry, pregnancy, age, disability, sexual orientation, marital status, or veteran status;

. written or graphic material that denigrates or shows hostility toward an individual or group
because of race, color, gender, religion, marital status, pregnancy, national origin, genetic
information, ancestry, age, disability, sexual orientation or veteran status; and,

. Offensive comments, jokes, innuendos, and other statements or conduct based on an
individual’s membership in any of the legally protected categories listed above.

Please also refer to the Sexual Harassment policy for more information on prohibited conduct.

The Town of Alexandria prohibits all of the activities discussed above, whether engaged in by a
supervisor, agent, employee, co-worker, or non-employee (such as a vendor) who is on our premises or
who comes in contact with our employees. Any supervisor or employee who harasses or discriminates
against another employee or non-employee on any basis discussed above will be subject to discipline, up
to and including termination of employment.




If you experience or witness what you believe may be harassment and/or discrimination in violation of
this policy, you should immediately report the incident. All reports must be made in accordance with the
Reporting Procedure contained in this Manual. The matter will be promptly investigated and appropriate
action will be taken, depending on the nature and severity of any proven incident.

Retaliation against an employee who complains in good faith about harassment and/or discrimination or
who participates in good faith in an investigation of a complaint is a violation of this policy. Retaliation is
a form of unlawful harassment and will be handled in the same manner as other forms of harassment. If
you believe that you have been subjected to retaliation, you must report the incident in accordance with
the Reporting Procedure contained in this Manual.

1:4 Americans with Disability Act (ADA) Policy

In accordance with the Americans with Disabilities Act of 1990 (“ADA”), as amended, and RSA 354-A,
the Town of Alexandria prohibits any form of discrimination in hiring as well as in all terms and
conditions of employment against individuals with physical or mental disabilities. We will make every
effort to make reasonable accommodations to ensure equal opportunity for qualified individuals with
disabilities in the application process and in performing essential job functions, so as to afford enjoyment
of the same benefits and privileges of employment as are enjoyed by employees without disabilities.

Please notify the Selectmen’s Office if, because of a disability, you require an accommodation to perform
the essential functions of your job. You may be asked to provide medical information regarding your
disability and possible accommodations, and we expect that you will engage in this interactive process in
good faith so that we may determine eligibility for accommodation and identify reasonable
accommodations. We will maintain all medical information in a confidential manner in accordance with
the ADA, and will provide reasonable accommodations as required by law. The Town of Alexandria may
decline to provide accommodations to individuals who are not qualified individuals within the meaning of
the law, and may also decline to provide accommodations that are not reasonable or that cause an undue
hardship.

1:5 Personnel Files

Personnel files are the responsibility of the Selectmen and are stored and maintained by the Administrative
Assistant to the Selectmen. Police Department personnel files are in the custody of the Chief of Police.
However, the Selectmen will maintain a partial file for the Police Department which will contain the
application, certification from NH Police Standards and Training, benefits information, W-4 and I-9.
Authorized individuals permitted access to personnel files are the employee’s supervisor and the employee
himself/herself, under the direct supervision of the Administrative Assistant to the Selectmen. The Town
will take steps to keep personnel files confidential from unauthorized individuals, to the extent permitted
by law. Town employees who breach this confidentiality standard may be disciplined.

Employee personnel files cannot leave the custody of the Selectmen. Authorized individuals must request
access to an employee’s personnel file in writing. A mutually agreed upon date and time for review of the
file will be set. The file will be reviewed under the supervision of the Selectmen and the Administrative
Assistant to the Selectmen. After the review has taken place, the individual reviewing the file will sign a




statement that the review is complete. This statement will be filed in the personnel file together with the
original request for file review.

A document properly located in the personnel file may be removed from the personnel file only by the
Selectmen when the document specifically indicates removal at a definite time.

Requests for copies of documents in the personnel file must be made in writing by the employee and must
specifically identify the document, if the request is for less than the entire file. One copy of any document
or the entire file will be provided to the employee without charge; the Town is not responsible for
providing the employee with any additional copies. Copies will be provided at a later agree upon time.

Employees may insert rebuttals of any information in their personnel file with which they disagree.
Rebuttals will become a permanent part of the employee’s file.

1:6 Nepotism

While the Town of Alexandria is committed to hiring the most qualified and capable individuals available
for every position, it recognizes the importance of maintaining a collegial and positive work environment.

No employee may make, participate in, or attempt to influence employment or other business decisions
involving a relative or pressure or cause others to do so. Therefore, there can be no direct reporting or
supervisory relationship between relatives, and all employment decisions must be made by others. If an
individual is to be assigned to a position that is under the supervision or control of a relative who has or
may have a direct effect on the individual’s progress or performance, or an individual is to be assigned to
a position with the same immediate supervisor as a relative, the Selectmen or other person designated by
the Selectmen shall have the responsibility of evaluating the individual’s progress or performance.

A relative is defined to include spouse, civil union partner, children, parents, step-parents, step-children,
brothers, sisters, immediate in-laws, grandparents, grandchildren, or other person living in the employee’s
household.

1:7 Licenses and Certifications

Certain positions require the possession and maintenance of licenses and certifications including, but not
limited to, motor vehicle operators’ licenses and professional licensure. Whether or not attainment and/or
maintenance of a particular license or certification is required for a particular position will be specified in
the position description and in the letter offering employment.

1:7.1 Motor Vehicle License Revocations or Suspension

Any employee who operates a Town vehicle is required to notify his/her supervisor or the Selectmen of
license revocation or suspension on the next working day following receipt of the notice of revocation or
suspension. Such notification shall be in writing and shall include a copy of the notice of revocation or
suspension. Failure to make proper notification may be cause for immediate termination.




1:7.2 Operation After Revocation or Suspension

No employee is authorized to operate any vehicle on Town business while his/her motor vehicle license is
under revocation or suspension.

If operation of a Town vehicle is a condition of employment, the employee must, at his/her own expense,
arrange for and provide for transportation so as to continue to fulfill the employee’s job requirements.

1:8 Employee Privacy Rights

Employees shall have no reasonable expectation of privacy in the contents of their desks, files, work areas,
company vehicles, closet, computer files, faxes, and written, computer, and telephone communications.
Employee expectations of privacy shall be limited to personal belongings brought to the workplace except
under the following circumstances: ‘

a. When a supervisor or fellow employee under the explicit direction of a supervisor or the Selectmen-
has a legitimate business need to seek out and use material believed contained therein.

b. When a supervisor or the Selectmen look at such contents or listen to such communications for the
purposes of ascertaining or evaluating the quality or quantity of an employee’s work, status of such work,
or the amount assigned or pending.

c. When an authorized staff person accesses software installed on the Town of Alexandria electronic
data processing resources for the purposes of determining appropriate installation and use of such
software, for programming and testing purposes, or for the repair of the system in some respect.

1:8.1 Personal Use of the Telephone System, Other Office Equipment & Space

Phone: It is understood that some incidental personal use of the telephone system may occur. “Incidental
personal use”, however, is normally considered to be such uses during the workday as making short
telephone calls home to check on children, calling a spouse to coordinate that day’s schedule, or calls to
respond to an urgent situation. It does not include purely “social” calls or extensive calls to arrange
personal or family events or conduct extensive personal business.

Office Equipment: Use of office equipment is limited to Town employees and/or to their subcontractor
such as the appraisal company. The computers and other equipment are not to be used by friends,
relatives, etc.

1:8.2 E-Mail

As there is no absolute way to guarantee e-mail privacy, no employee should have an expectation of
privacy on the e-mail system. The Town’s computer systems and e-mail capacity are for business use,
although it is recognized that, as with the telephone system, some incidental personal use may occur.




Section 2 — Recruitment and Selection

2:1 Recruitment

When a position vacancy occurs, the Department Head shall notify the Town Manager stating the date of
vacancy, position, title and other pertinent facts, which may be necessary. Vacancies will be posted in
house as well as other sources which may include, but not limited to, newspapers, town website, and other
job recruiting/advertising websites.

All candidates applying for employment are encouraged to complete and file an official application and/or
submit a resume if requested. Each applicant shall sign the form, and the signature shall certify the
accuracy of all statements. The Town relies upon the accuracy of information contained in the
application, as well as other data presented throughout the hiring process and employment. Any
misrepresentations, falsifications, or material omissions in any of this information or data will be grounds
for rejecting an applicant or for termination of an employee who has already been hired.

2:2 Selection

All resumes and applications received are reviewed by the Selectmen, the position’s immediate
supervisor, and in some cases, other Town personnel or appointed Town committees as deemed
appropriate by the Selectmen. Selected qualified applicants are invited to interview. Depending on the
position requirements, specialized skill testing may take place.

Once a specific selection has been made, that person will be contacted to ascertain their willingness to
assume the position. A follow-up letter detailing the specific offer will be provided to the potential
employee. The candidate is required to sign and return a copy of the offer, indicating his/her acceptance of
its terms. :

Depending on the job requirements, applicants will be required to agree, in writing, to a criminal records
check, credit check, drug test, and/or license review. Failure to agree to these checks will make the offer
null and void.

All newly appointed employees for the Town of Alexandria who handle funds for the Town will be

required to submit to a criminal background check prior to the commencement of their employment.
Flected officials are exempt from this requirement as they are covered by state statutes and bonding
guidelines.

Any person who is found to have a misdemeanor or felony-level conviction involving theft, fraud or a
crime of moral turpitude shall be denied employment. Employment will also be denied where a final
judgment has been rendered against the applicant for the civil equivalent of those crimes and/or where a
bond has been denied them for any reason.




2:3 Introductory Period

It is the policy of the Town of Alexandria that all new employees should be carefully monitored and
evaluated for an initial introductory period. Generally, the introductory period is at least 90 days. New
employees generally receive a 45-day progress report to assess the employee’s integration into the work
force, job learning progress, and attendance. This will prevent any surprises at the end of the 90-day
probationary period. Additionally, this progress report provides an opportunity to discuss expectations and
set performance goals for the remainder of the year, as well as to answer any of the new employee’s
questions about the Town or their job.

New employees will be allowed to continue in their position if they are given both a satisfactory
evaluation at the end of their initial three-month introductory period and their supervisor’s endorsement to
continue on the job. Employees who do not receive a satisfactory evaluation and endorsement may be
given additional time in 30-day increments to demonstrate their ability to do the job, if the supervisor feels
additional time is warranted in order to achieve acceptable job performance. Supervisors may, however,
recommend the termination of an introductory employee at any time.

Unless otherwise provided in a written contract or unless set forth by statute, Town of Alexandria
employees are considered to be employees at-will. Employment at-will status enables both the Town of
Alexandria and the employee to terminate the employment relationship with or without cause or notice, at
any time, for no reason or for any reason not prohibited by law. Neither the policies contained in this
Manual, nor any other written or verbal communication by a supervisor or official, are intended to change
the at-will relationship or create a contract of employment.

Section 3 — Compensation
3:1 Pay Plan

The Selectmen will establish an employee’s entrance pay rate at the time of hiring. All employees shall be
paid on the basis of a salary or an hourly wage rate.

Adjustments in compensation may be made annually by the Selectmen within pay ranges adopted in the
pay plan, if applicable. Entry level rates of pay and raises will be established using criteria such as job
responsibilities, job performance, prior experience and training, rates paid to comparable positions in the
area, length of service, and level of available funds.

3:4.1 Overtime

For all hourly employees, time worked in excess of 40 hours in any one week shall be considered overtime
and compensated at the rate of time and one-half. Overtime must have the approval of the employee’s
supervisor to be compensated. Vacation, and sick time are not considered time worked and will not be
used in the computation of overtime.

If overtime is unplanned (i.e. an unexpected need for overtime has arisen), paid holiday, vacation, and sick
time used in the same pay period as the overtime shall be treated as “time worked” for overtime purposes
(even though it is time not actually worked) in calculating overtime in such an unplanned overtime event.




3:4.2 Time Worked

“Time worked” shall mean all time actually worked while acting directly in the scope of employment, but
not including any sick, vacation, or other earned leave with pay granted by the Selectmen.

The work week begins on Sunday and ends on Saturday. The length of a normal workday shall be eight
(8) hours. Actual starting and ending times shall be governed by the Selectmen.

According to Public Safety Rule: “public safety employees are entitled to overtime regardless of rank or
pay if they perform ‘line work’ as their primary duty”. The Chief of Police will therefore complete a
weekly time sheet to ascertain that he/she does not work over 171 hours during a 28-day schedule. The
time card is for management purposes only.

In the case of the Highway Department, hours of work will be as follows:

° At a point in the spring to a date in the fall as determined by the Road Agent dependent on weather
conditions: Monday through Thursday — 10 hours work days ‘
° At a point in the fall to a date in the spring as determined by the Road Agent dependent on weather

conditions: Monday through Friday shall be 8 hour work days

Section 4 — Leave

The following are formally established employee leaves: holiday, vacation, sick, bereavement, jury, armed
forces reserve service, family, and medical. All leaves shall be noted on payroll time sheets.

Leave time is accrued based on a 40 hour work week. Such leave time is accrued in the number of hours
earned during a weekly cycle. Such weekly cycle begins on Sunday and ends on Saturday.

The Selectmen’s Office maintains the leave records.

Applications for leave, other than sick leave, shall be submitted by each employee, whether s part-time or
full-time, hourly or salaried, elected or appointed. The application shall be submitted at least five working
days prior to the leave time being requested, and shall contain the following information:

Name of the employee

Name of the employee’s department

Date of application

Type of leave requested

Period for which leave is requested, including total number of hours of leave

Employee’s signature

SRR o

An “Application for Leave” form is appended to this Policy (Appendix A).

A separate form shall be used for a medical leave request (Appendix B).




4:1 Non-Exempt Employees

All leave taken must be so noted on the employee’s time sheet. Leave taken is accumulated on a weekly
basis for computing the amount of leave used. All leave taken in a particular category is totaled for the
weekly cycle and then deducted from the leave time earned.

Non-exempt employees must record their time worked to the nearest quarter hour, as leave time is
deducted in quarter hour increments.

4:2 Salaried Employees

All leave taken must be noted on the employee’s time sheet. Salaried employees must record their time
worked on time sheets submitted weekly.

4:3 Holidays

All regular full-time employees shall receive their regular compensation for the holidays listed below, or
any other day proclaimed by the Selectmen as a day of holiday observation.

Holiday leave for permanent part-time employees will be paid at the same number of hours as are
normally scheduled for that period. Permanent part-time employees will receive holiday pay only when
the holiday falls on their regularly scheduled work day.

New Year’s Day January 1%

Civil Rights Day 3" Monday in January
Washington’s Birthday 3" Monday in February
Memorial Day Last Monday in May
Independence Day July 4t

Labor Day 1 Monday in September
Columbus Day 2" Monday in October
Veteran’s Day November 11t
Thanksgiving Day 4% Thursday in November
Day after Thanksgiving 4™ Friday in November
Christmas Day December 25th

4:3.1 Holiday Compensation

If any of the holidays listed above falls on a Saturday, the preceding Friday shall be observed; if on a
Sunday, the following Monday shall be observed. Non-exempt employees shall receive time and one half
compensation and exempt employees shall receive equivalent time off, if required in advance by their
supervisor to work on any holiday. The Highway Department shall be paid 10-hour pay for holidays
falling during the summer hour schedule.

4:3.2 Forfeiture of Holiday Pay

Employees shall forfeit their right to payment for any holiday if they have an unapproved absence on the
last regular work day preceding the holiday or on the next regular workday following the holiday. Sick




days taken on a scheduled workday just before or just after a holiday will result in no holiday pay (see also
Section 4:5).

4:4 Vacation Leave

All regular full-time employees shall accrue vacation leave according to the following schedule:

Less than one years of service: 0.77 hours per week (40 hours or 5 days per year)
After one years of service: 1.54 hours per week (80 hours or 10 days per year)
After three years of service: 2.31 hours per week (120 hours or 15 days per year)
After 7 years of service: 3.08 hours per week (160 hours or 20 days per year)

New regular full-time employees shall not be eligible for vacation leave until 90 calendar days after the
date of hire.

All permanent part-time employees who work a minimum of 20 hours per week shall be entitled to annual
vacation leave as follows:

Less than one years of service: One week*
After one years of service: Two weeks*
After three years of service: Three weeks*
After 7 years of service: Four weeks*

*In each case, each week of vacation leave is to be paid based on the equivalent of the average number of
hours worked per week during the previous year. For instance, if you work an average of 27 hours per
week, you will accrue 27 hours as “one week”.

Vacation leave may be taken with prior approval (at least one week in advance) from the employee’s
supervisor. Management may take staffing needs into consideration approving leave requests. Employees
should clear vacation schedules with their supervisors before making any final plans, paying deposits,
purchasing non-refundable tickets, etc.

Vacation leave may not be taken in excess of two consecutive work weeks without the prior written
approval of the Selectmen. . No employee may “bank” more than 20 days of vacation time. Vacation leave
in excess of this amount cannot be accrued; vacation time must be used before any additional hours are
earned.

4.5 Sick Leave/Personal Days

Non-salaried full-time employees are entitled to five (5) paid sick days per year. Salaried employees are
paid whether sick or not as long as they work a portion of the week in which they are entitled to pay. If an
employee is sick in excess of five days, vacation time and/or non-paid time may be taken. If all vacation
time and sick time has been used, compensation will cease until such time as the employee returns to
work.

Any hourly employee who does not expend his/her five days of sick time during a calendar year shall
“carry over” the unused sick time into the following year. If, at the conclusion of the calendar year, an
employee has more than fifteen days of unused sick leave, he/she shall be compensated for the number of
days in excess of fifteen, to be paid out the week prior to Christmas.




The Selectmen may request a doctor’s verification of an employee’s inability to work after said employee
has been out for three consecutive days.

In the case of surgical procedures, non-elective or elective, the Selectmen may request a doctor’s
notification of the anticipated length of leave time necessary prior to the employee’s being able to return
to his/her regular duties on a full-time basis.

In addition, the following policies apply to sick leave:

1. Five sick days are permitted per calendar year (January 1 through December 31). Sick time will be
applied on the first pay period of the year.

2. Any sick time used between the payday prior to Christmas Day, and December 31, is charged to
next year’s sick time.

3. Sick days taken on a scheduled work day just before or after a holiday will result in no holiday pay
(see also Section 4:3.2). \
4. Sick pay will not be paid during the 90-day Probationary Period. Upon completion of a satisfactory
Probationary Period, sick time will be applied from the actual hire date.

For new employees, sick time will be applied as follows:

Start Date: January 1 — March 31 4 days
April 1 — June 30 3 days
July 1 — September 30 2 days
October 1 — December 31 1 day
5. Upon termination of employment, no wages will be paid in lieu of unused sick time.

4:6 Bereavement Leave

An employee may be excused from work for not more than three days because of death in the employee’s
immediate family, as defined below, and shall be paid at their regular rate of pay for scheduled work hours
missed. Additional time off, if requested, may be charged to accumulated vacation time or as a leave of
absence without pay.

Immediate family is defined to include: spouse, children, parents, step-parents, step-children, brothers,
sisters, immediate in-laws, grandparents, grandchildren, or other persons actually living in the employee’s
household at the time of death.

Up to one day leave of absence with pay may be granted to employees at the discretion of the supervisor
for attendance at funerals of persons not covered under the above definition.

4:7 Jury Duty and Armed Forces Reserve Service
4:7.1 Jury Duty

Any employee called for jury duty or other subpoenaed court duty shall be excused from work for the
duration of the employee’s service and shall receive the difference between his/her regular pay and his/her
jury pay, provided the employee presents an official statement of pay received. All benefits shall continue




to accrue during such absence. If an employee reports to, but is not used for, jury duty, he/she is expected
to return promptly to work.

4:7.2.1 Annual Active Duty for Training

Under existing law, and this policy, all full-time employees who are Reservists or National Guard
members will be granted time off to participate in annual active duty for training. Exempt employees will
be reimbursed for the difference between their base salaries and any compensation paid by their Reserve
or National Guard unit, upon presentation of the military pay voucher, for up to two weeks in any calendar
year. Non-exempt employees will be reimbursed for the difference between their regular base work week
hours and any compensation paid by their Reserve or National Guard unit, upon presentation of the
military pay voucher, for up to two weeks in any calendar year. All benefits (vacation and sick leave,
medical) shall continue to accrue during such absence.

4:7.2.2 Military Leave of Absence

The Town of Alexandria will administer military leave of absence as provided for in federal and state
regulations at the time of the military leave of absence.

4:8 Family Medical Leave Act of 1993 (FMLA)
4:8.1 Eligibility

Employees who have been employed for 12 continuous months and who have provided at least 1,250
hours of service during the 12 months before the commencement of the leave are eligible to take up to 12
weeks of unpaid leave per year under the FMLA for the following reasons:

o The birth of the employee’s child and to care for the newborn child (leave must be taken within
twelve (12) months of the birth of the child);
° The placement of a child with the employee for adoption or foster care, and in order to care for the

newly placed child (leave must be taken within twelve (12) months of the adoption or placement of the
child);

° The serious health condition of a spouse, parent, minor child, or adult child when the adult child is
incapable of self-care and the employee is needed for such care (“covered family members”);

o The employee’s own serious health condition that renders the employee unable to perform his or
her job;

® A “qualifying exigency” (as defined by the Department of Labor Regulations) arising out of the
fact that the spouse, or a son, daughter, or parent of the employee is on “covered active duty” or has been
notified of an impending call or order to “covered active duty” in the United States Armed Forces;

° The employee is a spouse, son, daughter, parent, or next of kin of a “covered service member” (as
defined by the Department of Labor Regulations) who has a serious injury or illness and the employee is
needed to care for such person.

Employees will be required to use their available paid vacation and sick leave before taking unpaid FMLA
leave. The Town will provide only enough unpaid FMLA leave to total, together with any accrued sick or
vacation leave, 12 weeks.




4:8.2 Period of Leave

An employee may take a maximum of 12 weeks of leave, including unpaid FMLA leave, during any
rolling 12-month period.

4:8.3 Application and Certification

Employees must give 30 days’ advance notice of the need for birth, adoption, or planned medical
treatment when the need is foreseeable. Advance notice is not required in cases of medical emergency,
such as premature births or sudden changes in health conditions. The need for notice is also waived for
employees who are given short notice when adopting a child. If the employee is unable to provide 30
days’ notice, he/she must provide as much notice as is possible, given the circumstances of the leave. Any
leave taken pursuant to Workman’s Compensation or short or long term disability will be designated as
FMLA leave.

An employee must provide certification from his/her doctor explaining any serious health condition of
his/her own or of a family member. It should detail the date on which the condition began, the probably
duration of the condition, appropriate medical facts regarding the condition, a statement that the employee
is needed to care for a spouse, parent or child, or a statement that the employee’s own health condition
makes it impossible for him/her to work.

If the Town is not satisfied with the certification, it may require a second opinion at its own expense. In
the event of conflicting opinions, a third provider will be retained, also at the Town’s expense, to render a
binding decision.

Employees who are designated as “key” may be denied job restoration rights. These employees must be in
the highest paid 10% of the work force. The Selectmen determine “key” person designation.

4:8.4 Communications during Family or Medical Leave

All employees on family leave will be required to report periodically during the leave period on their
status and intention to return to work. Supervisors will communicate with employees during the leave to
determine the employee’s intention to return to work. The supervisor and the Selectmen must be informed
immediately if the medical condition changes or the employee states that he/she will not be returning to
work.

4:8.5 Married Employees

Married employees are limited to a combined total of 12 weeks of leave for the birth or adoption of a child
or for the care of a sick parent.

4:8.6 Certification fo‘r Return to Work

Before they are permitted to return to work, all employees who are et on family leave caused by their
own medical condition will be required to obtain medical certification from their physician that they are
able to resume work.




4:8.7 Benefits While on Family Leave

During the time an employee is on family leave and is using any accrued vacation and sick time, all
benefits will continue to accrue just as they would if the employee were on vacation or sick leave without
family leave. In the case of an employee who contributes to benefits, the employee is required to maintain
his/her contribution.

When an employee is taking family leave and has no more accrued sick or vacation leave available, the
employee’s health care benefits will be continued during the family leave on the same basis as if the
employee were continuously employed during the entire leave period. Any employee who has been
required to contribute premiums for health care coverage must continue to do so during family leave in the
manner directed by the Selectmen. Under certain circumstances, if the employee does not return from
family leave, he/she may be required to repay the Town’s portion of the premium payments. Employees
who are on family leave with no remaining accrued sick or vacation leave may also elect to continue other
benefits at their own expense, if permitted by the Town and the plan providers.

At the end of family leave, employees will be restored to benefits in place at the time of their return to
work.

4:8.8 Job Restoration

In most cases, when an employee returns form family leave, he/she will be restored to the same or
equivalent position with the equivalent pay, benefits, and other terms and conditions of employment.

4:9 Unpaid Childbirth-Related Leave

Effective January 1, 2026, the Town will grant an employee unpaid leave up to twenty-five (25) hours to
attend medical appointments associated with childbirth, postpartum care, and their infant’s medical
appointments within the first year of the child’s birth or adoption. An employee may substitute any
accrued vacation, sick or personal paid leave for unpaid childbirth-related leave. If both parents work for
the Town, the parents are entitled to a combined total of twenty-five (25) hours of unpaid leave, not
twenty-five (25) hours per parent.

To request this leave, an employee must provide reasonable advance notice and make a reasonable effort
to schedule appointments in a way that minimizes workplace disruption. The Town may request
documentation from the healthcare provider’s office to substantiate the leave.

Upon an employee’s return from a covered appointment, the employee will be returned to the employee’s
original job.

In accordance with the FLSA, exempt salaried employees shall not suffer a deduction in salary for leave
taken under this policy unless otherwise authorized by law.

Section 5 — Employee Expenses and Education

The Town of Alexandria encourages employees to further their education, which is applicable to their
current position or to a position towards which they hope to advance or enhances the employee’s job




skills. Each employee must obtain approval from his/her Department Head and the Selectmen’s Office for
any such training or education program before the employee registers. Apart from exceptional or
emergency situations, the Department Head and Selectmen’s Office must preapprove all travel and
education expenses. Not receiving prior approval from the Department Head and Selectmen’s Office will
result in non-reimbursement of funds.

All employees traveling on Town business or using personal assets for Town purchases shall be entitled to
reimbursement of their expenses according to the Town of Alexandria Travel Reimbursement Policy and
the following general guidelines.

Automobile Expense —Employees should use a Town-owned vehicle for Town business, if such a vehicle
is available and of the appropriate type. Mileage for the use of a personal vehicle is reimbursable if use of
a Town-owned vehicle is not practical. Mileage rate is based on the IRS mileage set for that year.

Lodging — All reasonable expenses are reimbursable. Employees are expected to refrain from luxury
accommodations, but are also expected to select lodging with due regard to comfort, cleanliness, and their
usual physical needs and customs.

Meals and Other Purchases — Verified actual expenses are reimbursable, subject to reasonable daily
maximums and specific exclusions established periodically by the Selectmen considering the locale of
travel, prevailing costs, and meals provided by others.

All travel expenses must be itemized, with all receipts submitted, for approval by the Selectmen at the
time of reimbursement. Requests for reimbursement should be submitted on the request for
reimbursement form (Appendix C).

The Selectmen’s Office may approve limited expense advance payments.

Section 6 — Employee Insurance

The benefits described in this section are subject to the actual terms contained in the applicable plans and
policies. If the terms described below are inconsistent with anything in these plans and policies, the plans
and policies shall be controlling. Applicable in-force plans and policies will be provided to the employee

after enrollment in such plans. The Selectmen reserve the right to change or terminate these plans without
notice.

6:1 Health Insurance

The Town shall offer hospitalization and major medical insurance for each regular full-time employee,
which insurance shall be the Family, Two Person, or Single Person plan for which that employee may be
eligible. The type and level of benefit provided by the Town, the amount of any contribution required, and
the providers and programs will be decided by the Board of Selectmen and subject to change at discretion
of the Board of Selectmen.

All benefits begin the first of the month following your date of hire. Additional detailed information
about benefits is available from the Selectmen’s Office. Employees must select health plans, authorize
payroll deductions, and complete all necessary forms prior to enrollment.




When an employee moves or has a change in the status of a dependent, the employee must notify the
Selectmen’s Office to receive the appropriate paperwork to complete.

6:2 Retirement

Upon employment with the Town, employees are enrolled in New Hampshire Retirement System
(NHRS). NHRS is a public employee pension plan that provides retirement, disability, and death benefits
to its members and their beneficiaries. NHRS is a defined benefit plan, which offers eligible members a
lifetime pension. The amount of the pension is based on a formula of salary, average final compensation,
and creditable service, not on the contributions paid into the plan. A percentage of the employee’s gross
earnings are deducted weekly from the employee’s paycheck and submitted monthly to NHRS by the
Town. The Town submits, at the same, a percentage towards each employee’s retirement fund. The
current percentages are designated by NHRS. NHRS is made up of two groups. Group I is for employees
of school districts, counties, municipalities, and other political subdivisions. Group II is for police officers
and firefighters. NHRS administers a post-retirement medical insurance subsidy for eligible police ‘
officers, firefighters, retired employees, and teachers. NHRS is governed by RSA 100-A. Because the
laws regulating NHRS changed regularly, contact NHRS for more information on the specifics of the
system. The law and regulations governing NHRS contains many limitations and qualifications for
entitlement and governance that are not stated in this policy. In the event of any conflicts between this
policy governing NHRS and applicable law, the law will govern.

6:3 Other Insurance

Regular, full-time employees have access to dental, accident, disability and life insurance. All premiums
are fully paid by the employee with no Town contribution.

6:4 Insurance Buyout

For those full-time employees who choose not to participate in the health insurance program, a buyout of
$3000 /year is available. This money will be paid the first week in December.

Section 7 — Payroll Time Sheets
7:1 Non-Exempt Employees Payroll Time Sheets

All non-exempt employees shall complete a weekly Payroll Time Sheet showing, by day, actual hours
worked. This time sheet is to be submitted to the Administrative Assistant to the Selectmen on Monday of
the following week. The Town’s work week, for accounting purposes, shall begin on Sunday and end on
Saturday.

All expenses and/or wages for part-time employees are to be paid weekly. The payroll time sheets will
serve to record absences and types of leave, overtime and employee time spent on special projects.




7:2 Exempt/Salaried Employees Weekly Report

All salaried employees shall complete a Timecard showing number of hours worked, sick days, holidays,
and other leave taken.

Section 8 — Outside Activity

Due to the nature of the Town of Alexandria as a non-partisan organization as it relates to state and local
government, no employee may engage in any political activity that could compromise or jeopardize the
non-partisan status of the Town. This policy is not to be construed to prevent Town employees from
becoming, or continuing to be, members of a political party, from attending political party meetings, from
expressing their views on political matters, or from voting with complete freedom in any election.

This policy specifically prohibits an employee from representing or implying that the employee represents
the Town in his/her partisan activities. It further requires that an employee identified by anyone as a being.
a Town employee in the course of his/her partisan activity take prompt and positive action to disassociate
him/herself from the Town in regard to that activity, in the perception of those by and to whom that
identification has been made.

Under no circumstances will a Town employee, while performing his/her duties or in his/her place of
work make any statement of his/her partisan position.

Section 9 — Solicitation and Distribution

Non-Town-sponsored solicitations seeking payments, contributions, chances, signatures, funds, or
participation are not permitted on Town property during working time.

Individuals what are not employees of the Town may not come onto Town property or into Town offices
at any time to solicit for any reason or to distribute literature of material of any kind. However, upon the
approval of the Selectmen, political candidates may distribute campaign materials and speak to residents.

The solicitation and distribution of materials, folders, handbills, or other literature by employees during
working time or in the working area is strictly prohibited. Working time does not include breaks, meal
periods, or time before or after the regularly scheduled work day. Employees on break may not persist in
their sales effort to individuals, should their offers be rejected.

Employees wishing to collect donations for co-workers who have had a personal or family emergency
may do so only after securing approval from the Selectmen. Collection will be discreet. No employee will

be made to feel obligated to donate.

Section 10 — Use of Town Assets

All employees are expected to exercise due care when operating Town equipment and to exercise
reasonable restraint with using Town supplies. Any employee deliberately misusing equipment or




expropriating supplies, funds or other assets shall be subject to disciplinary action, including suspension or
termination from employment, at the discretion of the Selectmen, and subject to a proceeding at law to
recover Town losses. Should a Town asset be damaged while in the use of an employee, he/she should
immediately inform his/her supervisor.

Section 11 — Workplace Health and Safety Issues

The Town is committed to providing a safe and healthy workplace and to promoting the health and well-
being of its employees. ANY EMPLOYEE SUSTAINING A WORK-RELATED INJURY MUST
REPORT THAT INJURY TO HIS/HER SUPERVISOR PRIOR TO THE END OF THE WORK DAY.

11:1 Smoking, Drug, and Alcohol Policies

Consistent with the above commitment, the Town recognizes the adverse health effects of tobacco, drugs,
and alcohol.

11:1.1 Smoking in the Workplace

Implementation of a smoke-free workplace policy reduces the possibility of exposure to environmental
tobacco smoke, thereby contributing to a healthier overall work environment and healthier employees. It is
the policy of the Town to prohibit smoking on all Town property and by all Town employees while
engaged in their jobs.

11.1.2 Drug and Alcohol Policy

It is the policy of the Town that employees shall not be involved with the lawful or unlawful use,
possession, sale, or transfer of drugs or narcotics in any manner that may impair their ability to perform
assigned duties or otherwise adversely affect the Town business. Further, employees shall not possess or
consume alcoholic beverages in the workplace or during work time.

Any involvement with alcohol/drugs that adversely affects the workplace or the work environment will
not be tolerated. Further, off-the-job illegal drug activity or alcohol abuse that could have an adverse
effect on an employee’s job performance or that could jeopardize the safety of other employees, Town
equipment, or the Town’s relations with the public will not be tolerated.

The Town considers alcoholism and other drug addictions to be treatable illnesses; absences directly or
indirectly caused by the use of alcohol or drugs, for the specific purpose of Town-approved treatment, will
be excused as provided for in the Sick Leave and FMLA policies above.

The use, sale, or personal possession on or around Town property (e.g., on the person or in a desk, Town
vehicle, or other Town property) of drugs which are illegal to possess under federal or state law is an
offense for which an employee may be discharged immediately and may result I n criminal prosecution.
Any illegal drugs found will be turned over to the appropriate law enforcement agency.




The use, sale, or possession of alcohol in a Town vehicle, or on the person or in the desk of an employee is
not permitted.

No employee may operate any Town vehicle, or their own vehicle on Town business, within six (6) hours
of consuming and alcoholic beverage.

11:2 Workplace Safety

All employees are required to make personal safety and the safety of their coworkers a priority. As a
condition of employment, each employee is expected to conduct his/her daily tasks in a manner that is
consistent with the philosophy and objectives of this policy as well as any safety rules or procedures that
are practiced by the Town. The Town will provide adequate safeguards to the maximum extent possible to
ensure the safety of its employees in the workplace. All employees will receive a copy of the Town’s
Health and Safety Policy when hired.

The Town is concerned about employee safety and recognized the use of seat belts has been proven to be a
positive factor in the reduction of personal injury when a vehicle accident occurs. The NH Administrative
Rules for Public Employee Safety and Health under RSA 277 (Labor 1403.43) require wearing of
appropriate personal protective equipment. Seat belts are personal protective equipment; therefore, the
Town is charged under state law to require the use of seat belts while on Town business. See the Town’s
Health and Safety Policy for additional information. Violations of this policy may subject the employee to
disciplinary action.

11:2.1 Joint Loss Safety Committee

The Town has a Joint Loss Safety Committee that addresses workplace health and safety issues. The
Committee is charged with:

° Conducting a program of health and safety inspections to identify and eliminate unsafe working
conditions or practices, to control health hazards and to comply fully with all Safety and Health Standards
o Identifying necessary personnel protective equipment and instruction for its use and care.

° Developing and updating health and safety rules.

° Investigating, promptly and thoroughly, every accident or incident to determine the cause and take
action to prevent any reoccurrence of the problem.

° Maintaining and reviewing goals and objectives regarding health, safety, and wellness on an

annual basis.

The Committee is required to meet not less than quarterly. Employees will be provided a copy of the Joint
Loss Management policy when hired.

Section 12 — Town Operating Procedures/Changes in Personnel Policy

This section refers to directives of the Selectmen that govern all normal office operating procedures and
that may impact aspects of the Town of Alexandria Personnel Policy.




All policies in the manual are subject to change without notice and any changes may diminish, change,
replace, abolish, or otherwise affect existing policies and benefits, whether accrued to employees or not.

Section 13 — Corrective Disciplinary Policy

Corrective discipline is designed to provide a structured way to address performance issues and other
problems relating to the employee’s work for the Town. The corrective policy is also designed to
encourage an employee to improve his/her performance and to address issues and problems.

The provisions are designed to provide a mechanism for improvement of employee job performance and
to maximize communication and understanding between the employee and the Town concerning job
performance issues, infractions, and discipline. The employee should realize, however, that this section is
not designed to require the Town to proceed in the same manner with every instance of job performance
issues, infractions, or discipline. Rather, the Town must retain flexibility to deal with each situation in a
manner it feels is appropriate under the circumstances presented, while also preserving the at-will nature
of the employment relationship.

13:1 Corrective Discipline Steps

1. Verbal Reminder: This step may be used by the supervisor at any time an employee’s actions or
performance is determined to be unsatisfactory.

The supervisor will describe the problem. The employee will be given an opportunity to respond.
Following the employee’s response, a discussion on possible solutions will take place. A specific decision
will be reached regarding what the employee should do and a date for follow-up will be set. The
supervisor will review the subsequent disciplinary policy steps with the employee.

While this is a verbal reminder, it must be documented and kept on file for a period of one year.

2. Written Reminder: The supervisor will implement this step if, at the follow-up date from Step 1, it
is determined that adequate positive improvement has not been made. The supervisor will meet with the -
employee to implement this step.

Prior to the meeting, the supervisor will prepare the written reminder. A sample of the specific written
reminder form is included at the end of the Personnel Policy (See Appendix D). The Written Reminder
will include the following information:

a. A description of the employee’s conduct including references to any prior Verbal Reminders.
b. A description of the supervisor’s expectation of future performance or conduct.

c. A description of consequences if the performance or conduct is not improved or corrected.

d. A description of how the performance or conduct may create a problem for the Town, if not
improved.

e. A date for review.

The written reminder shall be sufficiently specific to appraise the employee of his/her insufficient
performance or conduct, expectation of future performance or conduct, and consequences of failure to
improve or correct. The employee and supervisor should each sign the written reminder. A witness of
either upper management or of equal supervisory level is to be present at the entire meeting and will




witness the employee’s signature. If the employee does not wish to sign, the witness will so note and will
sign as the witness.

The employee may provide his/her own written response.
Both the written reminder and any employee response will be filed in the employee’s personnel file.

3. Decision Day Off: A Decision Day Off is unpaid administrative leave. The supervisor may offer
the employee a Decision Day Off after discussion with the next level of management and the Selectmen.
The supervisor will give the employee written notice of this action, noting the day of the Decision Day Off
and the specific reason for this action. A copy of this notice will be placed in the employee’s personnel
file.

The employee is not permitted to come to the office during this time. The employee will use the time off
to determine if he/she can comply with the established standard or if the job is not one in which the
employee desires to continue.

The morning the employee reports back to work, he/she will immediately meet with the supervisor to
inform the supervisor of his/her decision. This decision will be documented in writing and placed in the
employee’s personnel file.

4. Suspension: A supervisor may use this step after discussion with the Selectmen.

The Selectmen may discharge an employee from employment immediately without prior notice for any of
the reasons indicated in Section 13:2 below. This is not an exclusive list, its purpose is to provide
examples of conduct that may result in termination. There are many other problems that could result in
termination without notice.

An employee may also be discharged for failure to improve conduct as described within the disciplinary
action. The Selectmen must approve any termination of employment.

Any appointed employee may be dismissed at any time. Absent an employment contract signed by the
Selectmen, an employee is employed at will and is subject ot discharge without cause unless otherwise
covered by the NH RSAs. Circumstances that may warrant discharge include but are not limited to:
unauthorized absence from work; misuse of Town assets; unacceptable job performance; jeopardy of the
Town’s non-partisan tax exempt status; or personal misconduct that negatively reflects upon the Town or
impedes the fulfillment of that employee’s or other employees’ job responsibilities.

The Selectmen or their designee will notify an employee who is dismissed due to poor performance or
other cause of the reason for dismissal.

13:2 Examples of Causes for Suspension and Termination
Examples of situations where suspension and/or termination may occur include:

e Repeated performance problems




e Failure to follow safety precautions

e Use of abusive/threatening language

e Use of Town time or resources for personal gain

Refusal to obey an order or accept an assignment

Theft or willful misuse of Town assets

Willfully acting against the best interest of the Town or its related trusts
Knowingly using unsafe practices

Use of alcohol or illegal drugs on the job or on the premises

e Sexual harassment

e Habitual tardiness or absenteeism

e Unlawful or discourteous attitude toward the public or other employees
e Verbal or physical altercation

This is not an exclusive list, but its purpose is to provide examples of conduct that may result in
suspension or termination. There are many other problems that could also result in suspension or
termination without notice.

13:3 Dispute Resolution Procedure

If you feel you have a problem, you should present the situation to your supervisor or Department Head so
that the problem can be settled by examination and discussed of the facts. We hope that the Supervisor or
Department Head will be able to satisfactorily resolve most matters.

An employee who is not satisfied with the Supervisor’s response is urged to go to the Department Head
and again try to resolve the issue. If the matter is not resolve by the Department Head within fifteen (15)
business days, contact the Selectmen’s Office to schedule a meeting to discuss the issue. We urge every
employee to follow through rather than be dissatisfied. Any complaint will be investigated, and the
findings and determination reported back to the employee.

Your suggestions and comments on any subject are important to us so we encourage you to take every
opportunity to discuss them with us. Your job will not be adversely affected in any way because you
choose to use this procedure.

Section 14 — Termination Payments

Regular employees terminating service with the Town will be entitled to all earned vacation time or
equivalent wages. Accrued sick time will not be paid.

14:1 Dismissals

Non-exempt employees dismissed by the Town will be paid through the last hour worked, including any
overtime due. Salaried employees who are dismissed will be paid through the last day of the final pay
period during which they work. These payments will be paid within 72 hours of the involuntary
separation.

14:2 Voluntary Termination




Non-exempt employees who voluntarily terminate employment will be paid through the last hour worked,
~ including any overtime due. Salaried employees who voluntarily terminate employment will be paid
through the last day worked. These payments will be paid at the last scheduled payday, unless the
employee gives prior notice of termination of at least one pay period, in which case payment will be made
on the next regular pay period.

Section 15 — References

15:1 Employment References

After termination of employment, all reference requests will be forwarded to the Selectmen’s Office.
Letters of reference will only indicate dates of employment and title and description of positions held
while employed by the Town.

15:2 Unemployment Verifications

Requests from any Department of Employment Security concerning verification of unemployment will be
forwarded to the Administrative Assistant to the Selectmen.

Section 16 — Sexual Harassment

The Town of Alexandria’s goal is to provide a workplace that is free of sexual harassment. Sexual
harassment of employees in the workplace or in other settings in which employees may find themselves in
connection with their employment is unlawful and will not be tolerated by our Town of Alexandria.
Further, any retaliation against an individual who has complained about sexual harassment and/or
retaliation against an individual who has cooperated in an investigation of sexual harassment is unlawful
and will not be tolerated.

Because the Town of Alexandria takes allegations of sexual harassment seriously, we will respond
promptly to complaints of sexual harassment. Where it is determined that inappropriate conduct has
occurred, [optional language - whether or not it rises to the level of legally actionable harassment, ] the
Town of Alexandria will act promptly to eliminate the conduct and implement any necessary remedial or
corrective action, including disciplinary action where appropriate.

16:1 Definition of Sexual Harassment

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal,
physical, and nonphysical conduct of a sexual nature when:

° Submission to such conduct is made explicitly or implicitly a term or condition of
employment; or

o Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting that individual, or for awarding or withholding a favorable employment
opportunity, evaluation or assistance; or




® Such conduct has the purpose or effect of unreasonably interfering with an individual’s
performance at work, or creates an intimidating, hostile, or offensive work environment.

Sexual harassment includes a wide range of behaviors from the actual coercion of sexual relations to
unwelcome offensive comments, jokes, innuendoes and other sexually oriented statements and unwelcome
behavior emphasizing sexual identity. Sexual harassment may be indirect and even unintentional.
Employees are prohibited from bringing into the workplace or otherwise displaying any written materials
or pictures that are sexually suggestive or offensive in nature.

This policy prohibits all of the activities discussed above, whether engaged in by a supervisor, employee,
co-worker, agent or non-employee who is on Town of Alexandria premises or who comes into contact
with Town of Alexandria employees.

It is not possible to list all of the additional circumstances and behaviors that may constitute sexual
harassment or other inappropriate conduct that will not be tolerated. However, the following are some
examples of prohibited conduct:

° Unwelcome sexual advances, whether or not they involve physical touching;
® Sexual epithets; sexual jokes; written or oral references to sexual conduct, gossip

regarding one’s sex life; comment on an individual’s body; comment about an individual’s sexual activity,
deficiencies, or prowess;

o Displaying sexually suggestive objects, pictures, cartoons;

o Leering, whistling, brushing against the body; sexual gestures;
e Suggestive or insulting comments;

° Inquiries into an individual’s sexual experiences; and

® Discussion of one’s sexual activities.

16:2 Complaints of Sexual Harassment

Experience has shown that a clear statement to the person engaging in the offensive behavior is sometimes
all that is necessary to stop the conduct. If you believe you are being harassed, we encourage you to let
the person engaging in the conduct know how you feel. However, if you do not feel comfortable taking
this step, you are not required to do so. If you believe that you have been subjected to sexual harassment,
you should report the incident immediately. All reports must be made in accordance with the Reporting
Procedure contained in this Manual. The matter will be promptly investigated and if it is determined that
such inappropriate conduct has occurred, then will be taken to eliminate and correct the conduct.
Employees who violate this policy will be subject to disciplinary action, up to and including immediate
termination of employment.

16:3  Retaliation




Retaliation against an employee who complains in good faith about sexual harassment or who participates
in good faith in an investigation of a complaint is a violation of this policy and is prohibited by law. If
you believe that you have been subjected to retaliation, you must report the incident in accordance with
the Reporting Procedure contained in this Manual.

REPORTING PROCEDURE FOR SEXUAL AND OTHER UNLAWFUL HARASSMENT,
DISCRIMINATION AND RETALIATION

Any employee who feels that he or she has experienced sexual or other unlawful harassment and
discrimination or retaliation should immediately report such actions. All reports must be made in
accordance with the following procedure. All complaints will be promptly and appropriately investigated.

I. If you believe that you have experienced sexual or other unlawful harassment, discrimination or
retaliation, you should report the incident immediately to the Department Head or the Board of Selectmen.

2. Supervisors and managers who become aware of discriminatory or harassing conduct, a complaint -
of discrimination or harassment, or retaliation must report the conduct and/or complaint immediately to
the Department Head or the Board of Selectmen.

3. The Town of Alexandria will promptly investigate incidents reported through this procedure. Any
employee, supervisor, or agent of the Town of Alexandria who has been found to have engaged in conduct
that violates our policies against discrimination and/or harassment will be subject to appropriate remedial
and/or disciplinary action, p to and including immediate discharge. The complainant will be informed
generally of the outcome of the investigation and whether remedial action is being undertaken by the
Town of Alexandria.

4. The Town of Alexandria will conduct all investigations in a discreet manner. Disclosure of
complaints will be limited to those with a need to know in order to investigate the complaint and take
appropriate remedial action.

Section 17 — Confidentiality

It is the policy of the Town of Alexandria that the internal business affairs of the Town that are not
covered under RSA 19A (Right to Know) are Town assets that each employee has a continuing obligation
to protect. This obligation continues after employment with the Town has ceased.

All media inquiries and other inquiries of a general nature should be referred to the Selectmen of the
Town of Alexandria. Requests for employee references or other information concerning current or former
employees shall be referred to the Selectmen of the Town of Alexandria.

Section 18 — Lactation Policy

In accordance with NH RSA 275:78 — 83 and the federal PUMP Act, the Town provides reasonable break
periods to employees who need to express milk for a child for a period of one (1) year from the date of
birth of the child. An employee shall notify the Town at least two (2) weeks prior to needing reasonable
break periods and sufficient space for expression of milk during work hours. The employee shall propose




a schedule of reasonable breaks, to their Department Head or immediate supervisor, which shall not be
unreasonably denied. Generally, the breaks for new mothers to pump shall consist of unpaid breaks of 30
minutes for every three (3) hours of work time, and will generally include the employee’s Iunch break.
The space provided to express milk must be within a reasonable walk of the employee’s worksite unless a
different location is mutually agreed to by the Town and employee. In addition, the space cannot be a
bathroom and must be a clean space shielded from view and free from intrusion from coworkers and the
public. Any questions regarding this policy should be addressed to the Select Board Office.




Appendix A: Application for Leave

Date:

Employee:

Department:

Type of leave requested:

Vacation __ Bereavement
Sick _ Armed Forces Reserve Service
Jury Duty

Beginning Date of Leave:

Ending Date of Leave:

Total Hours Requested:

Employee Signature:

Supervisor:

Recommended ~ Not Recommended

Supervisor Signature: Date:




Appendix B: Medical Leave Request

Date:

Employee:

Department:

Beginning Date of Leave:

Date of Return to Duty:

Doctor Ordered Yes No
If yes, letter or other notice from doctor on file.

Employee Signature:

Date:
Supervisor’s Acknowledgement of Notification:

Date:
Selectmen’s Acknowledgement of Notification:

Date:

Date:

Date:




Appendix C: Request for Reimbursement

Date:
Employee:
Department:
Date Description GL Acct# Cost
Total:
Notes:

Employee Signature:

Date:

Department Head Approval:

Date:




Appendix D: Written Employee Reminder

Employee Name:
Date:
Supervisor’s Name:

Description of conduct including any prior verbal reminders

Description of the supervisor’s expectations for future performance or conduct

Description of consequences if the performance or conduct is not improved or corrected

Description of how the performance or conduct may create a problem for the Town if not improved

These matters will be reviewed again on (date).

Supervisor’s Signature

I have read and received a copy of the above statement.

Employee’s Signature Witness’ Signature







